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Activate Integrated Payroll: 
Edit/Preferences/Payroll & Employees/Full Payroll Features 
 

 
 
 
Select Printing Preferences - Tick desired options 
 

 
 
 

Note:  Customisable 
fields for additional 
leave types, eg:  
Personal Leave 
RDO 
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Select Employee Defaults 
Complete Standard Pay Details   Select Sick/Holiday 

 
 

 
 

  
 

Every hour worked method of accrual 
provides the most accurate accrual 
figures - particularly in the case of 
casual/part-time employees. 
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To calculate multiplier for varying leave entitlements, break it down to lowest common 
denominator being hours - others like to work on days or weeks: 
 
 
 
7.6 hour day x 5 days per week = 38 hour week 
38 hour week x 52 weeks per year = 1976 working hours per year 
 
Sick Leave Entitlement = 8 days    5 days 
8 days x 7.6 hours = 60.8 hours Sick Leave   5 days x 7.6 hours = 38 hours Sick Leave 
Rate = 60.8/1976 = 0.03077 multiplier   Rate = 38/1976 = 0.019231 multiplier 

 
Annual Leave = 4 Weeks x 38 hours = 152 hours 
Rate = 152/1976 = 0.07692 multiplier 
 
Long Service Leave = 3 months after 15 years - (subject to change) 
3 months = 13 weeks = 494 hours  15 years = 29640 hours 
494/29640 = 0.01667 multiplier 
 
RDOÖSeveral ScenariosÖ..here are two: 
SCENARIO 1: 
Using Other Leave 2, Rename it RDO 
Assuming the employee gets 1 RDO per month 
7.6 hours x 12 months = 91.2 hours 
1 year = 1976 hours 
91.2/1976 = 0.04615 multiplier 
When processing pays, weekly hours are recorded as 38 hours - THE EMPLOYEE MUST WORK 
40 HOURS IN REALITY 
 
SCENARIO 2 
 
 
 
 
 
 
With the new awards, some now receive ìPersonal Leaveî of 10 days, some get 12 days - 
ensure you calculate the correct multiplier rate. 
 

Always refer to Awards or Enterprise Bargain Agreements (EBAís) for Leave Entitlements. 
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CHART OF ACCOUNTS FOR IMPROVED REPORTING WITH INTEGRATED PAYROLL 
 

Go to Chart of Accounts 
Integrated Payroll defaults to single generic accounts called ìPayroll Liabilitiesî & ìPayroll 
Expensesî - the use of sub-accounts assists with readily identifying Super, PAYG, Gross 
Wages and other information generally required by business owners & accountants, 
including reports. 
Suggested sub-accounts: 
LIABILITIES 

 
 

EXPENSES 

 
 

Some Sub-Accounts will not be required by every business model and some are personal 
preferences only - we have endeavoured to provide the most common options. 
 

A smaller organisation may have the following: 
PAYROLL LIABILITIES      PAYROLL EXPENSES 
PAYG Tax        Wages 
Super Liability       Superannuaton 
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LINKING PAYROLL ITEMS TO CHART OF ACCOUNTS 
The Default Payroll Items are linked to the generic Payroll Liability & Payroll Expenses 
accounts - it is recommended, for reporting purposes, that these be linked to defined 
sub-accounts. 
Go to:Lists/Payroll Items 
Edit each Payroll Item and Link to new sub-account 

 
 

 
 

 

NOTE:  This feature, 
now allows the setup 
of overtime as an 
hourly wage item, 
rather than as an 
addition, by de-
selecting ìinclude in 
ìEvery Hour Workedî 
leave accruals, leave 
will not accrue 


