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Introduction

Welcome, you're either newly Live in your
new payroll + HR platform or maybe you're
a new Admin to an organisation that already
uses both. This Admin guide will help

you in early adoption and understanding

of your new HR + Payroll software, it

should also come in handy down the line

as well in case you forget anything or

need to onboard a new Administrator.

It is important that the Payroll Administrator
has access to the HR platform as many
areas of employee pay details will now be
managed via the HR platform.

What’s Covered

How information flows between HR
and Payroll for different segments of
the systems. Important considerations
before applying some changes.

What’s Not

Configuration and set up.

Assumptions made by this manual
- You are connected to HR

> You have set up Workzone and
ClockMeln if using these time
and attendance features

-> You have decided on your
BMS ID method

- You have Linked your payroll platform
to the Australian Tax Office

Further Support

> Help Desk

- Payroll support

- Hero Academy — a selection of

videos similar to the guided journey
for implementation but focused
at a post live/launch level.
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https://support.yourpayroll.com.au/hc/en-au/articles/360000975555-Transition-options-available-with-STP-reporting
https://support.yourpayroll.com.au/hc/en-au/articles/360000982956-Enabling-ATO-Integration-for-Single-Touch-Payroll
https://employmenthero.zendesk.com/hc/en-au
https://support.yourpayroll.com.au/hc/en-au
https://employmenthero.com/hero-academy/

1. Employees

1.1 Onboarding Employees

Employee payroll data will be captured
through the HR platform as part of the
paperless onboarding process. Data that
will be collected can be summarised

in the help desk article here.

New employees will not come through
to payroll until they have completed
these steps and they will appear in
the HR side with Payroll Errors as

this information isn’t available.

How to Onboard Employees Video

Read the support article here
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https://employmenthero.zendesk.com/hc/en-au/articles/360001406576-Payroll-integration-comparison-
https://employmenthero.com/resources/hero-academy-onboarding/
https://employmenthero.zendesk.com/hc/en-au/articles/360004049095-Hero-Academy-workshop-guide-How-to-onboard-a-new-employee

1.2 Managing Employees

The table below gives a high level
overview of which fields from an Payroll
Administrator perspective need to be
edited in either HR or Payroll first.

Further information on how to manage
or perform these changes can be
found in the pages after this one.
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Fields Managed in HR First Managed in EH Payroll
Employee Name

Address

Email v X
Contact details

Primary Pay Category v X
Leave Allowance Templates v X
Employing Entity v X
Employee cost centres (locations) v X
Work hours v X
HR Timesheets + Leave v X
Worktype access v X
Linking an Employee to an Award + Pay rates v X
Bank Details v X
Tax File Declaration v X
Superannuation v X
Salary Sacrifice, Deductions X v
Additional Pay Rates X v
Workzone or Clockmein access + settings X v
Opening Balances X v
Employee STP Pay ID X v
Running Pay Runs X v




Amy Summer

Overview

Employee Details for Amy Summer

Personal details Employee Details

Employment details Employee ID: 2997500

I I Start Date

Employment history

HR documents

L
—
«
®
a!
[y

Uploaded documents

Status

First Name

=

Emergency contacts Company email Amy

Pay details Job title hiesbosabisi

Amy

Banking details Teams )
Middle Name

Company mobile
Superannuation details

[ — Make admin Surname
Tax declaration i
LS,
In HR the Tabs that feed into your Payroll There are some areas of an employee’s
platform are highlighted above - Edits payment details that are solely Note
must be made in HR first and feed managed within your payroll platform.
through automatically upon saving. Above are the fields of an employee > When entering Casual Rates in HR, do this minus the 25% loading as this is defaulted
file within payroll that can only be to the Payroll side to calculate on top of the base rate you enter into HR.
Refer to image a accessed and managed via payroll.
. ) > Tags for Award allowances need to be added to the
To verify the changes in Payroll you can Refer to image b employee file in PY and do not relate to HR at all.

check your employees file in payroll -
Particularly the Pay run Details section. Employee Portal Access and time > Superannuation, like casual loading, is automatically applied on
and attendance highlighted above
are only to be used if you are using
Workzone or Clockmein; if you > To perform bulk employee updates (eg for annual salary reviews) follow
are using HR then employee portal instructions here, Back dated bulk updates instructions here.

access should be off in payroll.

top of salary or hourly rates entered in the HR side.
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https://employmenthero.zendesk.com/hc/en-au/articles/360002141256-HR-platform-Importing-employees-via-CSV
https://support.yourpayroll.com.au/hc/en-au/articles/214265183-How-to-Process-Back-Payment-
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Pay Run

alp
L Weekly - Casual ®
Pay period 3/10/2021 to 9/10/2021 - Paid date 31/07/2021

Actions

1.3 Leave Management

Employees will now be able to apply
for leave themselves via their HR login.
This will flow through to payroll after

it has been approved by the manager
of the employee in HR. Leave requests
will appear in the pay run as a “request”
to be applied in the pay run.

Refer to image ¢

If your leave requests need to be applied
in the pay run as a timesheets; you

will need to go into create timesheets
screen, click on the clock on the left
hand of screen, in payroll and convert
the leave request into a timesheet prior
to running the pay run. Video here.
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& Finalise Pay Run Pay Run Actions~ & Reports~ [= Draft Pay Slips

Note

Admin in HR are not able to see the
leave balances of employees within
the employee file, you can however

see it if you apply for leave on their
behalf. Note if you hide leave from
an employee view you will not be
able to see it via the HR view.

1.4 Payslips

Payslips will become visible to employees
within 72 hours of processing the

pay run. The HR system will look for
payslips once a day for 3 days within

the date of payment of a pay run.

If the payslips do not come through
you can follow the steps here to
manually pull them through.

Note

Admin’s in HR are not able to see

the payslips of employees. Employee

guide to viewing payslips here.
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https://www.loom.com/share/4056ef0121ff414bbb16ba5e93649bdc
https://employmenthero.zendesk.com/hc/en-au/articles/360003546436-HR-troubleshooting-Latest-pay-slip-is-not-displayed
https://employmenthero.zendesk.com/hc/en-au/articles/360001513796-My-HR-dashboard-Pay-slips

2. Time and attendance

As will have been covered during your
implementation there are 3 different
ways timesheets can be submitted

and flow through to payroll. You need
only refer to the section in this part

of the guide for the relevant time and
attendance method your business uses.

The three time and attendance
systems available are:

> HR timesheets (one app for employees)

> Workzone (will be an additional app
for your employees + the HR one)

> Clockmein (fixed iOS Kiosk for

onsite sign in and out)

2.1HR Timesheets

> Setting up approval permissions.
View webinar here.

- Employees will submit timesheets
via Employment Hero HR app or web
browser. Once timesheets have been
approved in HR by either the Manager(s)
or Admin they will push through to
payroll to be processed within a pay run.

2.2 Workzone

Workzone timesheets will be submitted
straight into the payroll to be approved
within the payroll platform and then once
approved they are locked for editing and
can flow into a pay run. Submitted sheets
will not be available within a pay run.

Setting up Workzone webinar
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2.3 Clock mein

Clock me in produces timesheets from
your employees clocking in and out on the
kiosk. This is submitted straight into the
payroll to be approved within the payroll
platform. Once approved they are locked
for editing and can flow into a pay run.
Submitted sheets will not be available within
a pay run. If you have Managers who

Setting up Clock Me In webinar

Note

If you have Managers who need to

approve the timesheets you will need

to give them restricted access to
the payroll platform to allow them to
do this. Instructions on this can be
found in section 5.3 User Access.



https://employmenthero.zoom.us/rec/share/wrYmSW2ikMbiK96En-4I_ur4626rz-YiJQkgdgW24BMff_UgmvUaFcAFnv1KxNGR.ha6sjuRpRT4tBkDL
https://employmenthero.zoom.us/rec/share/6QWXxH1gWZzi10MtfNUBJSdXvY6Zb71IIIs0oi2XqUII1hgXpfhFtkaWtSc-MbIS.O_d77Grr1sLiZg3q
https://employmenthero.zoom.us/rec/share/ni-b8sA08jOA7tlfVNbdUWudv-0qFjPU_qkLpd0GUpNPp6TIzzB5mz8qekvZpVtd.SthUY9oQaRTUdgNt?startTime=1633940806000

3. Rostering

You need only refer to the section in
this part of the guide if you utilise the
roster function within your business.

> You will set up your roster settings
in your payroll platform and a
window frame of this will copy
across to the HR side for viewing.

Common Questions

Can I/Managers change shifts in the
HR roster screen view? A: No

Can my employees view their colleagues
shifts through the roster view A: No.

How to set up Rostering Webinar here

Note

If you have Managers who need to
create and manage the Roster you will
need to give them restricted access

to the payroll platform to allow them

to do this. Instructions on this can be
found in section 5.4 User Access.
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4. Reporting

Both HR and Payroll have reporting
methods you can utilise

HR

Custom templates are custom to
each individual admins and can’t be
shared. To perform a bulk update to
employee files for the purposes of
a CPl increase instructions here.

Reports available in HR summarised here.
Payroll

Payroll should always be your first point of
call for reports regarding what has been
processed within the payroll system. A list
of payroll reports is summarised here.
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https://employmenthero.zoom.us/rec/share/gXxQKQjZTiq_6I4KtKER9fd1Dx8jCSt8BLEmofAf8rtsp_jn2GeHxjVCv73_FbIc.ppXYqqn1ZB9vs5mR
https://employmenthero.zendesk.com/hc/en-au/articles/360002141256-HR-platform-Importing-employees-via-CSV
https://employmenthero.zendesk.com/hc/en-au/sections/360000461656-Reports
https://support.yourpayroll.com.au/hc/en-au/categories/200004344-Reporting-AU-

5. Updates and maintenence

5.1 Updating Pay Schedules/ 5.2 Updating or adding Leave Adding a new Leave/pay 5.4 Managing Admin and User
worktypes/locations Categories/pay categories Allowance Template. Access between HR and Payroll
You can Update or add a new Pay Once you have started running live payruns ? 'Create the Leave Allowance Template Admin Access in HR
Schedules/worktypes/locations we do advise caution in making any in your payroll software first _ . .

. . . o To give or take away admin access in the HR
without issue. Remembering to changes to leave categories in regards > Then go into HR > Payroll Settings > olatform you can do this in the employee file

to th their unit rate calculates.

> Create the category in your © The way Thell Unit rate calcliates Update Leave Allowance templates. of HR from the overview tab; the last option

payroll software first You can add a new leave/pay category  Note: you will need to change is t: makeT't\fmir.‘"\LeSg No simply Sele:ih
i [ i : and save. This will be the same account the
- Then go into HR > Payroll Settings withoutissue. Remembering fo LAT's against employees ifitis a access their own employee files through. '
> Update the category. > Create the category in your new template to be applied.
payroll software first 5.3 Award Management (AU only) Admin Access In Payroll
- Add it to leave allowance templates _ _ To give or take away admin access in the
Note If'you use a pre-buift award in your Payroll platform, you do this in the Payroll
If you need to apply a new schedule/ > Thengointo MR > PayroI.I Settings SZZ;T:T;ZZ:Z:ZT: tir:r:ii::a;ay rate Settings Manage Users section. Note this
worktype or category to an employee > Update Leave Categories and N d other legislative ch can and may be a separate email address
- ; Leave Allowance templates. changes and other iegisiative changes accessed from their employee file.
rew sl nesel © ety dualr il as well. The payroll System dashboard
aluel el [y e LelRual T gl > Note you do not need to change will flag when you have an award that Creating restricted levels of access
LAT’s against employees as needs to be updated see below. After
updating the template does this. you update your award in Payroll you HR - Security groups

will then need to update this in HR. Payroll - Restricted user groups

Refer to image d

Award Update Guide here

28M1/2019 - &4 Cleaning Services Award 2010 [MADOQOD22] has been updated. Further information can be found Would you like to ?


https://docs.google.com/document/d/1FSlMicP89qP6Vq1R_qgyObfy9hKchY_lGAnRjcgJTr0/edit#
https://employmenthero.zendesk.com/hc/en-au/articles/360002807296-HR-platform-Custom-security-settings-and-user-management
https://employmenthero.zendesk.com/hc/en-au/articles/360002807296-HR-platform-Custom-security-settings-and-user-management

WORK
EASY

The smarter
way to manage
people, payroll
and productivity.
For SMEs with
big ambitions.

€9 employmenthero Visit our HelpCentre for more resources




