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Introduction

The Vizual Personnel Manager — IMS Payroll Partner Integration Module has been
provided to enable new employees to be created in IMS Payroll Partner and existing
employees to be updated. This will remove the need of double entry in setting up and
maintaining employees in a payroll company where integration is required. These
notes and attached forms only relate to integration from People Inc to Payroll Partner.

The ability to integrate Vizual Personnel Manager to IMS Payroll Partner is available
from in the Tools menu once the Integration module has been installed. This means
that any Employee Insert and/or Update integration will be performed on the Payroll
Company you are currently logged on to.

Dataflow Diagram & Options Sheet

This document must be read in conjunction with the Dataflow Diagram & Option Sheet
document, which shows the flow of data from the Vizual Personnel Manager Software
to the IMS Payroll Partner Software. There are two update functions: Insert Employee
and Update Employee, and the options available to users may vary.

Column Headings

Vizual Personnel Manager and IMS Payroll Partner: Shows where the source and
destination fields are located in each application. The Vizual Personnel Manager screen
items have a screen number reference.

Insert Employee and Update Employee: These columns indicate which data fields are
available to transfer—availability is indicated with ».

Where fields have links and dependencies we have grouped these fields, e.q. if you
want to update the Pay Frequency field, then you must also update Employee Type,
Hours Per Day, Hours Per Period etc. Availability of a group is indicated with » ».

Tick Your Requirements: In these columns you can indicate which of the optional data
fields you would like to be included when creating new employees or updating
existing employees on an ongoing basis. Tick each of the optional data fields which
you require - we have shaded and pre-ticked the boxes which are required fields and
those whose values come from set-up defaults.

Note: By default, the standard integration module will transfer ALL data fields
having a status of “Optional” (as implicated by white fields on the Dataflow
Diagram & Option Sheet supplied). Should you not require all of the default
optional fields to be integrated, a custom interface will be required to effect
your requirements. In this case, on the form tick those optional fields you do
require for integration, ignoring those fields which are not required, and
return to IMS. You will then be contacted to verify your requirements and be

provided with an obligation free quotation to provide a custom interface.

: Currently, information required in IMS Payroll Partner on the Employee
Information > KiwiSaver tab will be populated with default values for a new
employee being inserted, i.e. a new employee will have their Entry Status
defaulted to “Not Eligible”. The KiwiSaver tab will need to be reviewed after
the new employee has been inserted.
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Field Notes

The following fields on the Standard tab of the IMS Payroll Partner Interface are
relevant to the integration process. (See screen 6 in the “Screen Fields Required For
Integration” section.)

Insert into Payroll: If selected in Vizual, this Employee will be selected for insertion into
the Payroll Company. If the insertion is completed successfully then this indicator will
be re-set to False (blank).

Update Payroll: If selected in Vizual, the selected fields for this Employee will be
updated into the corresponding employee fields in the Payroll Company. This option
will remain selected, and the employee data updated every time an Update
integration is performed, until de-selected in Vizual.

Payroll Company #: If multiple payroll company interfaces are required from one
Vizual company then a user defined and allocated company number identifier should
be entered against the employee in Vizual; otherwise leave this field blank. When an
Update or Insertion interface is activated the user can select a corresponding Payroll
Company number to enable selection of employees to be actioned against the current
Payroll company logged on to.

Other Notes

The following fields on the Leave tab of the IMS Payroll Partner Interface are relevant
to the integration process. (See screen 8 in the “Screen Fields Required For Integration”
section.)

Defaults can be automatically assigned by the payroll system when the employee is
inserted into payroll. These defaults apply when only the Annual Leave Type field is
entered on the Leave screen. This is done in the same manner as when an employee
is set-up manually in the payroll system — the system will automatically set-up values
for Annual Leave Fields dependent on the ‘Annual Leave Type' selected.

The following table shows the defaults allocated during an Insert when the Annual
Leave Type is selected:

Annual Leave Type Full Time Part Time Casual

(set hours)  (variable hours)

Annual Leave

Annual Leave Units Days Hours Hours
Full Yrs Entitlement 20 160 0

% of Gross 8 8 8

Sick Leave

Sick Leave Units Days Days Hours
Full Cycle Entitlement 5 5 0
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Max Entitlement 20 20 0
Alternative Leave

Alternative Leave Units  Days Hours Hours

Note: The annual leave units for casual employees is irrelevant, as leave is accrued

and paid out as a dollar value only and is not converted into hourly or daily
values.

If employees have leave values which are different to the defaults detailed above,
these can be set-up for new employees in Personnel Manager on the IMS Payroll
Partner Interface screen, and will carry across to the payroll system when the
employee is inserted. From that point on, any editing of the employee leave details
must be done in IMS Payroll Partner.

Creation Of Vizual Pick Lists

The integration process requires certain fields to contain a range of required values to
ensure a valid Insert or Update process. These fields have the facility to construct Pick
Lists of valid contents pertaining to the particular field. It is highly recommended that
these Pick Lists be constructed to ensure that the contents selected will be valid. These

fields can be identified by the | button located on the right hand side of the field
which provides the ability to Add, Delete and Select contents of the field’s Pick List. The
valid entries detailed below may be either in Upper or Lower case.

o Employee Details And Employee Details > Contract
o Department - Enter valid Payroll Pay Points.
o Employee Details > Pay Details
o Cost Code - If the Costing Required? option has been enabled in the
intended target payroll, enter valid Payroll Costing Codes.
e |IMS Payroll Partner Interface > Payment
o Pay Method - Valid entries are “Cash”, “Cheque” and “Bank”.
o IMS Payroll Partner Interface — Leave
o Annual Leave Type — Valid entries are “Full Time”, “Part Time” and
“Casual”.
o Annual Leave Units, Special Leave Units and Lieu Leave Units - Valid
Entries Are “Hours” and “Days”.

Pre-Requisites

Each employee in MYOB IMS Payroll Partner must have a unique Employee Number
entered into the Emp# field on the Employee tab.

The same numbering structure must be used in Personnel Manager to provide a
unigue matching key for employees in both systems. The Integration Insert function
checks that the employee number assigned in Personnel Manager does not exist in
payroll while the Update facility requires that the employee number does exist in
payroll. It is important that once a number has been allocated in the payroll then this
number is not changed.
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The Employee Numbers of existing employees are listed in the Employee Listing report
generated from the MYOB IMS Payroll Partner Sundry Reports screen. For more
information on the Payroll Emp# field please refer to the Payroll Partner on-line help
facility.

To enable the standard Integration function to process correctly, the IMS Payroll
Partner Interface screen must have been imported and used in Vizual. You will receive
this screen with the Integration Module. It is strongly advised that you backup your
Personnel Manager databases prior to importing this screen. The Vizual Screen
Designer function is required in order to import the IMS Payroll Partner Interface
screen supplied by IMS into your Vizual application.

Ensure that the latest version of the MYOB IMS Payroll Partner application has been
installed—contact the MYOB IMS Sales Department if you are unsure of the latest
version.

Activation Pre-Requisites

o To effect a successful integration, it is highly advised that there are no users in
the People Inc company and no additional users in the Payroll Company
excluding the user activating the integration.

e The Payroll company to be integrated with Vizual must have a process status of
“Closed”, i.e. ready to open a new pay period processing cycle.

o [f User Security is activated in MYOB IMS Payroll, the Vizual Interface option at
Company > User Codes must be enabled for the user who is to perform the
integration. In order to activate the “Vizual Interface” option the user must first
have the Employee Maintenance and Payroll Processing options enabled.

e [|tis strongly advised that a backup is performed prior to activating a Vizual
Integration. Perform a backup at Tools menu > Backup.

myob



Integration Process

Parameter Settings

FEETMms Payroll Partner - Yizual Integration yersion - II:IIi'

Before running ¥Yizual Integration we recommend you back-up your payroll
company databasze.

Vizual D atabaze Location

Payroll Company # Effective Pay Hiztory "From Date™
| |28/02/2007 |
Interface Options Integration Report Options
v Inzert in Paprol? [ Erors Only?
v Update Payroll? I Frint Report?
Waiting...
FProgress: |

Frint Setup... | Start | Stop |

The Vizual Integration facility can be activated in MYOB IMS Payroll Partner at Tools
menu > Vizual Integration. Once activated, the following parameters will require
reviewing and selection based as per your requirements.

Configuration Options

Vizual Database Location: Enter, or browse for, the full location and name of the
source Vizual Database.

Payroll Company #: Required if one Vizual Database is to interface to two or more
Payroll Companies. This field can be used to enable identification of a particular payroll
company which this employee will be processed in. If this is not a requirement then
the field can be left blank; otherwise enter a pre-allocated Payroll Company for
employee selection. This field is relevant to the usage, if applicable, of the field ‘Payroll
Company #' in the Standard Tab > IMS Payroll Partner Interface screen in Vizual.

Effective Pay History “From Date”: This field will be used in the selection of the current
Vizual Pay History detail record, using the ‘From Date’ as the selection criteria.

A Pay History record must exist for an employee in order to perform a successful
employee Insert or Update into Payroll.

To successfully insert an employee into Payroll, a Pay History record must exist with a
‘From Date’ prior, or equal to, the date selected in this parameter. Therefore if you
want to insert new employees with Pay History ‘From Date’ set in the future, i.e. the
employee’s first pay will be at the end of the month, then this parameter must be set
to that date in order for the insert to be successful.
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When updating employees in Payroll, the Pay Details of the Pay History record with
the latest chronological ‘From Date” which is prior, or equal to, the date selected in this
parameter will be used for updating the employee payroll pay details.

In addition, if two or more records exist with the same selected ‘From Date’, then the
first record which was physically entered would be used in the Insert or Update.

Insert in Payroll? For each new employee in Vizual to be inserted in the payroll system,
the Insert In Payroll option on the IMS Payroll Partner Interface screen must be
selected. Once an employee has been successfully inserted then this indicator will be
re-set to False (blank) and the associated Date Insertion field will contain the date the
insertion was performed.

Update Payroll? For each Vizual employee who already exists in the Payroll, the
Update Payroll option on the IMS Payroll Partner Interface screen must be selected.
This employee will be checked for a change of data every time the Update integration
is performed. The associated Date Last Updated field will reflect the date when an
update has been performed due to an actual data update. The Vizual Employee will be
examined for data changes every integration process run until this indicator is
manually switched off in Vizual.

Integration Report Options: Each Integration process will produce a report showing
validation exceptions and employees successfully Inserted and/or Updated. This report
may then be printed for reference in resolving any validation exceptions. One of the
following options is required:

e Preview Report? Select if you want to preview the report on screen. The report
can then be printed from the preview if required.

o Print Report? If selected the report will automatically be printed whether the
preview is selected or not

o Errors Only? If selected, the report will print Data Errors and System Status
messages only.

Validation

Prior to inserting and/or updating an employee in payroll, validation will be performed
on certain fields as detailed on the appropriate forms. Standard validation will be
performed on IRD Numbers, Bank Accounts etc.

During an Insert and/or Update process, if any field fails the validation routine then the
employee will not be inserted / updated and an error report will be generated
detailing why the integration failed for that particular employee. The integration will
then process the next selected Vizual employee on record.

Once the errors have been corrected for the employee concerned the update / insert
routine could then be re-run.
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Auditing

If the appropriate sections of the Payroll Employee Information Auditing is activated in
the Payroll Company Controls then an audit trail of an insertion or update will be
generated. It is recommended that auditing be activated for all Standard, Payment and
Leave options so a full audit of all integration fields are recorded. This audit would then
be able to be reported on via the Payroll Sundry Reports - Employee Audit facility.
(Integration audit information will be identified on the Audit Report with a source code
of “VI").

During an Update process only those fields selected for update which have changed
will be audited.
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Screen Fields Required For Integration

Fields used in the Personnel Manager interface are indicated in white. Refer to the
section “Dataflow Diagram & Option Sheet” section for a cross reference to the screen
number and associated fields.

Screen 1. Employee Details and Employee Details - Contract

", Employee Detailz - Mr M Donaghy M= B4
i Employee Details Mr b Donaghy -~ » @ -
Employes Number IUU'I Contract | Pay Detailsl F'ersu:unall Dates I
Sumame |Dnnagh_l,l Divizian IN.;.rth J
First Name IMichaeI Department |Infu:urmatiu:un Technalogy =
Middle Mame I Jab Title ||T Manage[ j
Krnown s [Mike Cocation [@uckland Dffice =
Title [hr =]
Full / Part Tirne Full Time

Address |53 Hillside ‘iews | E

IDnehunga Cantract Type IF'ermanent J

I.-'l'-.uc:kland Contract End Date I j

I Motice Period |3 Months J
Post Code |-| 00§ =tatus |.-'-‘-.u:tive J

Surnmary Yiew ;

Screen 2. Employee Details — Pay Details

Contract  Pay Details | F'ersu:unall D ates I

Pay Per Annumm I 7000000 ML
Contracted Hours I 3750 Fer'week
Pay Period IM.:.nthI_l,l

Pay Per Period I 5,833.33

Allawe Overtime IN.;. I:S

Cast Code ISFWHE1 J
Pay Group Mo. IMDnth|_|,|1 J
IRD Murber Iﬂa 999 999

Tax Code IM
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Screen 3. Employee Details — Personal

Enntractl Fay Detalls  Personal I D ates I

Gender IMaIE

Ethnic: Origin IDther

b arital Status IManié;l

Ciriving Licence IFu|| Licence

“Yehicle Feqg. Mo Izz 9995

Home Telephane ||:|E| 999 9399
Mobile Telephane ||:|2'| Qo0 Qoo

Fax Hurmber ||:|E| 999 9939 Ext
“Work Telephone II]EI 993 9399 3333
Ermail mdonaghyi@internet. net

Screen 4. Employee Details — Dates

En:-ntran::tl Pay Detailsl Perzonal Dates |

D ate af Bith 230353 j
Age |4F" Yearz 2 Months 29 Days
Date af Jain |-| 402498 j
Length OF Service IE Years 4 Monthe B Days
End of Frobation D ate |-| 4/05/92 j
Superannuation Join |23 /09,92 j
Time in 5cheme I'I Year 8 Months 28 Days
Ciate af Leaving I j

myob



Screen 5. Absence & Payroll — Pay History

.r'Pay History - Mr M Donaghy [_ [ =]
9 Pay History « Mri Donaghy — » § -
From D ate a/06./00 - Allove Overtime — [nq -

| Ig | =
Pay I ?D,DDD.EIE? INZD j Al walues below shown in NZD
Local Pay | 70.000.00 MN<D Annual Pay | 70.000.00

Pay Per Perod I 5.833.33
Pap Basis IPE, Annm j Hourly Fate I 576
Pap Period IMDnthL.IJ j Time and a Half I F3E4
Contractual Hours I 37 /0 Per'week Double Time I 7152
Bonus I
Reazon for Bonus I
e N N SR
Surrmary Yiew  Detail View If—'«ttached Dncument&l

Screen 6. IMS Payroll Interface - Standard

"= IMS Payroll Partner Interface - Mr M Donaghy M= E3

% IMS Payroll Partner Ir;terface v| bdrtd Donaghy — » F -

Standard I Payment | Leave |

Paymoll Update

[¥ Inzert in Paymoll [+ Update Payrall

Date Inzerted: Date Lazt pdated:

| |
Fayroll Comparny H: I

Employes Data

[ Apprentice?

ACC Clazszification Lnit;

il I I A

Summary Yiew  Detail View I Aittached Documents I
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Screen 7. IMS Payroll Partner Interface - Payment

STC Expiry D ate;

PAYE Owemide %

SLRD Owveride &

ErOL Overide &

Haourg Per Day:

Haurs Per Penod:

Pay kethod:

B ank Account;

PAYE Dveride
LRDOwveride

EOLOweride

HourzPerD ay

HaoursPerPernic

[T School Student?

|Bank.-’1'-.|:|:|:|unt
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Screen 8. IMS Payroll Partner |

Annual Leave Tope:
Annual Leave Units:

Fullv'ears Entitlernent

% of Gross:

Special Leave Units:

Full Cycle Entitlement:

b & Entitlernent:

Lieuw Leave nits:

nterface - Leave

: |FuINrsE nititlerment

Perchmsz

|Fu|||:_l,u:|eE ntitlerment

|Ma:-:E ntitlernent
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