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Micropay Professional
Setting up a New Calendar
for Monthly Payroll
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1. When you log into your 2012 payroll, ensure that your Micropay Professional version number is 13.0
(by checking the title bar).
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Payments...

Deductions...

Employee Profile Details...
Construction Workers Pension..,
JLC Rates of Pay Compliance...
Pension Related Deduction {PRO)...
Parking Levy...

Departments...

Lost Centres...

Job Codes...

Location Codes...
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3. In the Calendar window, click tiew Calendar tab.
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4. Enter the calendar details for Period 1 of the newear.

N.B. It's very important to enter the correct PAY DATE #eriod 1 of the new tax year. This date
determines the subsequent dates of all of 2011s pay periods.

Example 1

For payments on a specific date
enter in the Pay Date and tick the
boxes for Valid Pay Days.

/

[F4 calendar / /

Tick the boxes for
Valid Pay Days
=)

If you use Cheques
and/or Giro you can
enter these dates

You will also need
to enter the EMT

| Calendar Details | New Calendar L

Tzt Pay Penod Dates

PayDate  |30/01/2012 [
| Cheque Date L%_f
| Giro Date li[

Walid Pay Days
Monday
Tuesday
wednesday
Thursday
Friday

D Saturday

Mo af dayzs bebween

Pay Diate and..
.Cheque Date | U
Girg Date a H

.Paypath Date Ulﬁl

Dates for the bank
if it is different to
the Pay dates.

D Sunday

[ Last L ay of Manth

Haminal Start

Enter Calendar Month

Example 2
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M Calendar

Fay Date
Cheque Date
Giro Date

EMT Date

1zt Pay Period Dates

Calendar Dietails | Mew Calendar |

Walid Pay Dayz

O Monday
01/01/2012 L Tussday
H O wWednesday
O Thursday
[T Saturday
O Sunday
Last Day of Month
Morminal Start

Enter Calendar Month

Mo, of days betwes
Pay Date gpef..

I..Cheque Date DEI
...[Giro Date Dlil

..Paypath Date |i| ™

If your pay date is the last
Friday of the month then tick
the box for Friday and tick Last
Day of Month.

If your EMT Date/Paypath Date is on
the day before type in -1 or use the up
and down arrows to enter this.
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5. Enter in the Month number of the start of youricial year.
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Calendar Details | New Calendar |

1zt Pay Period D ates Walid Pay Daps

[ i onday
PapDate  |o1/01/2m2 O Tuesday
[ 'wednesday
Cheque Date E‘ Thursday
(Firo D ate Friday
EMT Date [ Salurday
[ Sundap

Lazt Diap af Maonth

Mo, of days betwesn
Pap Date and...
..Cheque Date | O =

...Gio Dater il

.PaypathDate | -115

I

Maominal Shart
Enter Calendar Maonth

)

[ Update ] [ Cancel ]

Enter in the month number
of the start of your Financial
Year if required.

6. When you are happy with the dates entered cliddudate.
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ER Calendar

1zt Pay Period D ates

Pay Date o2z
Cheque Date
Giro Date

EMT Drate

Calendar Detailz ' Mew Calendar |

Walid Pay Days

[ Monday
[ ] Tuesday
- O] WWednesday
O] Thurzday
Friday
- O] Saturday
O] Sunday

Last Diay of Montk

M orminal Start

Enter Calendar konth

{| Update |) | Cancel

Mo. of daps between

FPay Date and...
..Cheque Date | 0 Iil

ofs

...Paypath Date | -1 lil

.Giro Date
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7. This will populate the dates for the full yearydii need to Amend the calendar information if required,
set your cost analysis year end period and then Saok.

E8 Calendar [ﬁj

Calendar Detailz | Mew Calerndar

Fernod "vml MI:;:tth PayDate | Cheg Date | GiroDate | EMT Date E:r?;lﬂ B

2822 27/ 2002 274202 264012012
240272002 2402201 2| 24402/2002| 23/02/200 2
3040342012 30/03/2012 30403420 2 2940342012
27042012 27/04/2012 27404420 2| 26/04,/201 2
25/05/2002 25/05/2012| 25/05/2012| 24/06/201 2
29/06/2012| 29/06/2012) 29406/20 2| 28/06/2012
2AA0F2M 2 2707 /2002 2740720 2 2640742012
2082002 30842002 31408/2012| 30/08/201 2
28/03/2012 28/03/201 2 28/09/2M 2 27/058/2012
2602012 2641042012 264104202 2541 0/2012
3011/2012 20411 /2012) 30411./2012| 294117200 2
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[ Save ] [Cancel ]

8. Repeat this procedure for each payroll you set up in 20¢@Uihave payrolls with the same frequency
and pay date, you can copy the calendar in the AdmitoBgc



