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MYOB Payroll tip of the week

Cashing up Holiday Pay

“As of 1 April 2011, employees are able to ask their employer to pay out in cash up to one week of their
minimum entitlement to annual holidays per year.

The Amendment Act introducing cashing up annual holidays provides that a request may be made only in
relation to an entitlement year that begins on or after 1 April 2011. Employees cannot cash up annual
holiday entitlements that arose before 1 April 2011.

An entitlement year is defined as beginning on the anniversary of the employee’s employment. An
employee who becomes entitled to annual holidays on their anniversary date on or after 1 April 2011 is able
to request cash up of up to one week of their annual holidays during the 12 month period of their
entitlement year that runs from that point.

For example, an employee with an anniversary date of 1 June is able to request that up to one week is
cashed up of their four week entitlement that they receive on 1 June 2011. Their request can be made at any
point in the entitlement year that runs from 1 June 2011 to 1 June 2012.

Cashing up annual holidays can only be at the employee’s request and the request must be made in writing.
Employees may request to cash up less than a week at a time. More than one request may be made until a
maximum of one week of the employee’s annual holidays is paid out in each entitlement year (the period of
12 months’ continuous employment from the anniversary of the employee’s starting

date).

Any request must be considered within a reasonable time and may be declined -
unless the employer has a policy that does not allow cashing up. The employee must
be advised of the decision in writing and the employer is not required to provide a
reason for their decision.

If an employer agrees to pay out a portion of the employee's annual holidays, the
payment should be made as soon as practicable, which will usually be the next pay
day. The value of the payment must be at least the same as if the employee had taken
the holidays. “

Department of Labour, Cashing up annual Holidays. Accessed online 25/11/11 from
http://www.dol.govt.nz/er/holidaysandleave/annualleave/cashing-up.asp
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http://www.dol.govt.nz/er/holidaysandleave/annualleave/cashing-up.asp

Within Exo Payroll, Holiday Pay Cash Up is already set up as an Allowance. If you are using Costing Codes,
this payment defaults to ‘Employee’s Default'.

Please Note: Holiday pay cannot be cashed up if the ‘Mixed’ method of paying
Holiday Pay is used. The Pay Holiday pay in setting MUST be set to ‘Days’ or
‘Hours' in the Setup Payroll, Leave Management setting. If you integrate with
Exosoft TimeSheet Manager, then this should already be set to HOURS.

21/ Leave Management Setup Iz

Huolidey Pay Options
[ilUse compary anniversary date as holiday entitlement date:

W Allow permanent parttime holiday pay method ¥ Allow percentage based holiday pay method
I Let permanent parttime ermployees accrue more W Use Holiday Pay Groups

than their annual entitement
W Pay Period Yaluation Method

Haoliday Fay Cash-Up Allowance: 995 |
—

Pay holicay payin: @ Days " Hours " Mixed

Sick Pay / Special Leawe Options

[~ Allow percentage based sick pay method I Show as "Special Leawve"
[ Calculste Sick Pay Amount for Salaried employees

Pany sick pay in: @ Hours " Days

Check that the employee has the appropriate leave owing to them (through Employee Maintenance).

Maintenance Utilities Help
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Open an employee’s details

Enter in Employee Code or click Find (F9) -> Double click on the employee to open their details.

2l Employee

Enter Emploves Code or Alpha Code:

Code Alpha Code  |Surname First Mame
WALLACE Wallace Edward James
2|ANDREWS  |Andrews Thomas Harley
3|HOUGHTOMN |Houghton Jannet Faye
4|3MITH Smith Sandra Olive
5|KEATING Keating Karl Adrian
6| GEORGE George Thomas Russell
7 |KARUSO Karuso Rabinsan Henry
8|HILLARY Hillary Matthew Martin
9[JACKSON Jackson William Duncan
20|TATE Tate Bernard Cedric
21|GILES Giles Harrison Relf
22|WATSON Watson Judy May

Go to the Holiday Pay tab and check Outstanding within the Entitlement Year box:

-

Employee Maintenan

u

Employee Details Fick & Other Leave Other Motes Standard Pay

Employee: | 1 IWaIIace, Edward James

— Holiday Pay
Holiday Pay Group: |
Annual Entitlement % | .00 ™ Pay Casual Haliday Pay Each Fay
Annual Entittement Days: | 20.00 I Fermanent Partime hiethod

Haliday Anniversarny Date: |DBIEI?,.’201 2 I Percentage Entitlernent Only

This Year Entitlerment Changes | bletis o signele il ca: I .00
Entitlement r'ear:

Faid Accrued Outstanding |Advanced  Balance
Days: | 2400 | 707 || z2.0n || 0oo | 29.07
Amount: | $esa000 | $0 | $noo | $0 | $0.00
Gross Pay [ 4228000 DaysPaid | 19.00 Edit Days |

Please Note: Employees cannot cash up more than one standard week’s Holiday Pay in a
single year. Exo Payroll checks that employees are not cashing up more Holiday Pay than
they are currently owed; however, it is up to the employer to ensure that employees don’t
cash up more than one week of leave in a year.
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There is the option to cash up annual leave through a current pay or a one off pay.
Best practice is to do this through a one off pay.
Follow instructions below.

File Edi IP R
Current Pay PAYE c
EI. Qne-Off Pay 2 G-J; s

uu;u_ SremitTrareter

eports  Maintenance Utilities  Help

Import Time Transactions
Rapid Load Pay
w5taffinfo

Select appropriate dates and click Make One-Off Payment

.
One-Off Pay

Pay Period:

Fay Patiod End Date: I233’113’2D11
Fhysical Pay Date: |23,.’1 17201
Copy Standard Pay: I I

Pay Mumber of Pay: | Click H
ck Here

hake One-Off Fay

Calculate Pay

Print Paysheet

‘ Print Reports

|
|
Direct Credit Transfer |
|
|
|

Finish One-0ff Pay, Backup

Delete One-Off Pay

E Evit: Esc
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The following pop up will appear. This means that any bank deduction to another account will not happen
for this one off pay. The net pay will go to the deault bank account unless a new deduction is added.

@ Please note that "How Paid” will default to whatever the employee's

¥ normal "balance of pay” setting is.

Click on Calculate Pay

-

One-0ff Pay |22
Fay Period: IWeekIy vI
Fay Period End Date: IW
Physical Pay Date: IW
Copy Standard Pay: m

7

Fay Mumber of Pay: |

tdake One-Off Pay

| Calculate Pay

Print Paysheet

EB] Frint Repaorts

Direct Credit Transfer

Finish One-Off Pay, Backup

Delete One-Off Pay

E Exit: Esc:
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Select Employee to make Holiday Cash up to

@ Employee

Code Alpha Code  |Surname First Name
WALLACE Wallace Edward James
2[ANDREWS _|Andrews Thomas Harley
3|HOUGHTON |Houghton Jannet Faye
4|SMITH Smith Sandra Olive
5|KEATING Keating Karl Adrian
6|GEORGE Gearge Thomas Russell
TIKARUSO Karuso Robinson Henry
8|HILLARY Hillary Matthew Martin
9| JACKSON Jackson William Duncan
20|TATE Tate Bernard Cedric
21|GILES Giles Harrison Relf
22|WATSON Watson Judy May

If you are paying selected employees the following screen will pop up
Click Yes to pay this specific employee

Employee is not currently in this pay pericd.
Pay employee Wallace, Edward James this period?
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Go to Leave Management within the employee’s details:

Current Pay

Employes: | 1 |wallace, Edward James @

W =]

: =g ' \Wages 15,0000 500.00
Allowances Salary 0.0
Hourly Rate | Taxable Allowances n.oo

Salary Pre-Tax Deductions n.o0

L : .
Deductions e i 0.00
Gross Taxable Earnings 600.00
Leave Management | PAYE I Override 98,39
Costing Includes Student Loan Repayment & 07
BAYE KiwiSawver - employee contribution 24.00
KiwiSawar | - employer contribution SR
= - Mon-Taxable Allowances 0.00
How Paid | FostTax Deductions 3.00
Days Paid | Founding: 0.00
Payslip Note | Net Pay 474 61

Days Paid: BE.00  [For HP Calculations)

4: Prew : F7 ‘ I# MHext: F8 ‘ Find : F3 | E% Save: F10 | H Reset | E Ewit: Ezc

B T I R o TS |

Go to Holiday Pay -> Enter in the number of ‘Days’ or ‘Hours’ in Cash Up -> The pay amount will
automatically populate. This can be overridden if necessary.

.

21| Leave Management @

Employee: | 1 |wallace Edward James

Haliday Pa:
Py Entitlernents

Holiday Pa Diays From Previous Years: 22.00
= DIy Days Accrued This Year: 526
= = Days Paid In Advance: 0.00
Sick /5 |
&] Days Cashed up This Year: 0.00
L Serlem Total Days Entitlement: 27.26
Fublic Holiday Days Haoliday Pay Armount
Leawve: 0.00 Days Taken| 000 I Owverride
M CashUp: | 500 | I ||I' Owverride
Shift Leave ™ Pay Termination Holiday Pay 5337 60
Other Leave Total Holiday Pay Amount: 0.00

Tax Holiday Pay: @ SWfith Cther Pay " Separately

Bereavement Leave Mumber Of Periods To Tax Over: [ 1

Date due back from holiday: I
Summary
Cost Centre: 14
Eutra Allowances/Deductions | Holiday Pay Mote |

E% Save:F1D| E Exit: Esc
ro i,

B L P, Mt et T ]
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Click Save and then Save again.
You will be returned to the following screen.

One-Off Pay £2
Fay Period: Im
Fay Period End Date: IW
Fhysical Pay Date: IW
Copy Standard Pay: m

7

Fay Mumber of Pay: I

take One-0ff Pay

| Calculate Pay

Print Paysheet

EB] Print Reports

Direct Credit Transfer

Finish One-0ff Pay. Backup

Delete One-Off Pay

E Exit: Esc

Follow through the reports, direct credit transfer, finish and backup as per any other Payroll processing.

© Focus Technology Group NZ Limited 2010
These tips have been compiled by Focus Technology Group and may not be reproduced without our express permission.
Page |8



