© Copyright 2002-2006 Magic Pulse Ltd. All rights reserved.

1 KitombaE and Ace Payroll 6

Ki t o mlzan Belp you to manage paying your employees their wages and commissions by
working with Ace Payroll.

This guide has been designedto helpyoutound er st and how KitombaE works
make your pay days a little easier.

If you are new to Ace Payroll, we suggest you give their Team a call on 0800 223 729 as they
are just as friendly and helpful as we are i we checked!

You need to ensure that you have already done the following;

1. Creating Commission Groups in KitombakE

2. Creating CommissionP| ans in KitombakE

3. Assigning Staff to any Commission Group
I f you havendét compl et e drefrdsheredd our Commissiongganslt eps or
Wages KitombaE guide.

11 Setting up Kitombak

Once you are ready to use both KitombaE and Ace P ayfirsbyod willneegtetellh e r
KitombaE that you are going to use Ace Payroll.

Set Ace Payroll as your External Wage Package in the Admin Tab under Preferences.
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Setting
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Wages
External Wage Package
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Show Advanced Commissions Options
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1.2

Wages in Ace Payroll

If you want to use the information generated by Ki t o mb a E

t hen
need

Payroll,
You al so

wi || need
know how Ki

you
to

what the figures are that you will use.

121 Empl oy ee

| D6 s

to work out
to setup Ace P
tombaE i s swnd

The first thing to do is to click on the Employee section and Modify Employee Details for

your Staff into the Ace Payroll system dnd Ace will show you the ID nu

of your Staff People.

er assigned to each

# File Regular Pay
|
Calendar | {3} Cards| &%
iy Enphsen vl
I Administration A
D : # gAnnmmmemees 1
- - =-C3 Business Units
E 1 Spears, Biitney | @8 (%] =4 Blondes First Hame! | Britney
- Front Desk
‘ o § Britney Spears i) Spears
Personnel { Allowances Direct Credits Leave Motes o4y Christinaaguiiers || o L
43} Justin Timberlake i |verysenior |w
Short Name  Britrfey Postal Address - '-;» Robbie Williams
[ — Spears & T1 - Kelly Clarkson [] Dok show this Staff Person on the Calendar
&} T2-Mariah Carey
Firsthlames  Britfey “[E] sunbed Addhess | Contact Detais | TimeTables | Security & Commission
Oceupation st © ([ Message Templales et
- o gkisﬁ,‘ ecurity Group:
Kkaia ET C 5@ cgmmssion Sroups sty Cade
= Senior Staff
(9 Security Groups Commission Group: Senior Staff v
(1 Attrioutes
Frequency Department Gender Statistics. #-(C Payment Types Employee Idin payrol system 1
Weekly - None < Female +| Full Time Preferences
[E=] Cash Drawer Session Hourly Rate $14.00
- 0 Lavalty
[] Emplprée works set hours
Dates Inland Revenue
Start Finish CURRENT  Child Support None  IRD Number000-000-000
Last Pay Birth Tax Code M School Student No /

= Ace Payroll
Fars Encloyes Repots Alwarces Utk Sanp St

2 o | & | B | 9
Employee Reports A Utilities Sefup About ‘
/
Regular Payroll Procedure
Weekly [ Mod?f;' Employeé Eeiéi[s ‘
Tuesday 08/08/2006
Calculate Pays

3.04 pm Fri 19/01/07

Management Report
10.41 am Wed 11/10/06

® Print Payslips

2.48 pm Wed 11/10/06

* Direct Credits

Coin Spit ‘
# Backup Data Files ‘

‘ Make A One Off Payment

‘ Add A New Employee

‘ Delete An Employee

‘ View Employee Index

‘ Leave Adjustments

Administrator | %

This ID number is the number you will enter into KitombaE on each
Staff Persons record in the KitombaE Admin Tab.

Message Reports %Admin

Staff seed | <o value» v

Aluays Retains Commission

These ID numbers must match to ensure the correct person is paid the correct amount.
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1.3 Allowances

To record your Commissions from KitombaE , Ace Payroll uses Allowances.
All of your Commission Plans from KitombaE can be totalled up and recc
Allowance in Ace. This is what we call the Default Setup.

1.3.1 Default Setup

This is the fastest and easiest way to setup and use Ace Payroll.
You will need to create an allowance by clicking on the Allowances Section and Add a new
Allowance.

Pays Employee Reports Alowances Utlties Setup Qut

== (@ alalX

" Mod AnAllonce ‘

Add A New Allowance

Who Uses Report
Load To A Group

Delete An Allowance
~ View Allowance Index

Set the

Calculation Method
to be

Fixed Unit Value $1.000

Who Uses Report

The first allowance you create with Ace Payroll is always given the Reference Number 1
and this will be the Default Allowance and will be used for all of the KitombaE Commissions
you h a v espegifically set (see Section 1.3.2 for how to set specific Commissions up).

KitombaE Voucher Mini Gui de 30f8 www.kitomba.com



© Copyright 2002-2006 Magic Pulse Ltd. All rights reserved.

1.3.2 Advanced Setup : Specific Commissions

Use the Advanced Setup if you would like to track specific Commissions and show them
separately on the payslips.

Firstly set up a new Allowance in Ace Payroll for the specific Commission you wish to Track.
This is the Reference Number from Ace Payroll. This number is assigned automatically
when you create an\Qowance (remember that reference 1 is the default and is a special
case).

Allowance Mainlenance\

AN
Ref Description
%% \XS Service v 8

Reference No 5 Tax Status
v Taxable
Description Service
% Deduction
Calculation Method Fixed Unit Value $1.000 % Non Taxable
Comment % Reimbursing

Now go into KitombaE , open up the Gommission and set the Reference in external wages
package to be the Allowance number fyom Ace Payroll

amission Plan

Hame Eervile Plan |
Reference in external wanes package ‘5 |
Pay Commission on 21l Service |Z|

@ Normal Commission - Usual setup

(O Escalating Commission - Advanced

This is an "normal” comnission. The commission rates are only applied to sales within each level below.
Click"Add level" to add a new level. Enter that start of each level into the "From" box - {he "To" box is autormatically worked out for you)

D Cammission Levels are setin dollars

O Commission Levels are setin number of units

From (§) Ta () Commission % Add Level

Commissions are calculated using GST exclusive sales figures
ou change this setting in "Preferences” under the Admin Tab

‘ Cancel || Save |
Ki t ombligE A
o You can link two or more CommissionAPIans in KitombaE to
""one Allowance in Ace Payroll. KitombaE will add up the totals
- ' for each Staff Person and Import one figure as the Ace Payroll

Allowance.
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1.3.3 Adding Allowances to Staff

Now that you have your Allowances set up, you need to tell Ace Payroll which Staff will
receive which Allowances.

You can do this by clicking on the Employee section and Modify Employee Details for your
Staff into the Ace Payroll system. /

= kee Payront 8= %]
Pays Ercloyes Reports Alwerces Ltkies Seip
7 r

X . ‘ )
a’ A g | o | |
Employee Reports Allowances Utilities Setup ‘ About ‘
/

Regular Payroll Procedure

Weekly [

Modify Employee Details }
Tuesday 08/08/2006

Calculate Pays

3.04 pm Fri 19/01/07 I Make A One Off Payment [

Management Report
10.41 am Wed 11/10/06

| Add A New Employee |

Coin Split
2.48 pm Wed 11/10/06

| Delete An Employee I

® Print Payslips ‘

% Direct Credits | View Employee Index f

* Backup Data Files

| Leave Adjustments |

% File Regular Pay

Select the Staff Person you wish to modify Click on Allowances and Add an Allowance

In the Add Allowance screen, choose the allowance from the drop down and click GO.

This will add the selected Allowance(s) to your Staff Person.
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