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Introduction

What is Ascender Pay Express?

Ascender Pay Express has been developed as a tool to assist with bulk upload of new records
into Ascender Pay. It is designed to replace manual bulk data upload spreadsheets, in order to
reduce manual processing and provide efficient and timelier data processing.

R ubI™  Help  ChangePassword  Log Oul

Welcome to Ascender Pay Express

Processing of records in Express follows these basic steps.
1. Data entry, either line by line or via bulk upload.
2. Save and validate.
3. Submit for approval.
4

Check, validate and move to Ascender Pay for processing.

Express interfaces to the Ascender Pay Bulk APl Upload tool. For details of the
NOTE functionality of this tool please refer to the Bulk API Upload User Guide.
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Express Users

There are two types of Express users: Submitters and Approvers.

Submitters

A Submitter has access to input records. They are able to enter and complete basic validation on
those records and submit them to an Approver. Only records which have been successfully
validated and have no errors may be submitted to an Approver.

Submitters can load new records individually line by line, or use the Bulk Upload option to load a
prepared .csv file with multiple records.

Approvers

An Approver has access to review and validate records which have been submitted to them and
move them to Ascender Pay for processing. Generally, Approvers are not able to modify the
original record submitted to them. Approvers can review and either approve the record or reject
them which refers them back to the Submitter for correction. Only records which have been
successfully validated and have no errors may be moved into Ascender Pay.

Express Access

Access to Ascender Pay Express is controlled via Roles assigned within ‘FE600 - Ascender Pay
Extend User/Group Security’ located on menu 9800. Access may be granted to Ascender Pay
Extend or PUl users.

Users must be defined in ‘FE700 — User Maintenance’ and then added to an Express Role via
‘FE600 — Ascender Pay Extend User/Group Security’.

Refer to the Application Administration and Extend User Guides for details of user

NOTE creation and security setup via FE700 User Maintenance.

To setup access for Submitters, assign the user to the ASCENDER_EXPRESS_SAVE role within the
‘Assigned Users’ tab of FE600 and save, as follows:

« FEB00 - Ascender Pay Extend User/Group Security
17.0

Ascender Pay Extend Role Details

Role Role Description User Detail
ASCENDER_EXPRESS_SAVE ASCENDER EXPRESS SAVE w

Assigned Users I Reports Access  Module Access  Role Privileges

Assigned Users to Role

Users Usemame

Express Save only user
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To setup access for Approvers, assign the user to the ASCENDER_EXPRESS_SUBMIT role within
the ‘Assigned Users’ tab of FE600 and save, as follows:

« FEB00 - Ascender Pay Extend User/Group Security |

17.0

Ascender Pay Extend Role Details

Role Role Description User Detail
ASCENDER_EXPRESS_SUBMIT ASCENDER EXPRESS SUBMIT w

Assigned Users | Reports Access Module Access  Role Privileges

Assigned Users to Role

Users Username
EXPRESS SUBMIT| [E: JExpress Submit only user

User Access

User Access

Unless assigned view all access, Submitters and Approvers will only be able to view the records
that they created within the ‘All Records’ and ‘History’ sections of Express pages.

However access may be granted to allow users to view all records in the ‘All Records’ and
‘History’ sections.

To grant this access, assign the user(s) to the ASCENDER_EXPRESS_VIEW_ALL role within the
‘Assigned Users’ tab of FE600 and save, as follows:

« FEBOO - Ascender Pay Extend User/Group Security

17.0

Ascender Pay Extend Role Details

Role Role Description User Detail
ASCENDER_EXPRESS_VIEW_ALASCENDER EXPRESS VIEW ALL RECORDS ser Letalls

Assigned Users | Reports Access  Module Access  Role Privileges

Assigned Users to Role

Users Username

ve only user

User Access
User Access

After users have been assigned to a role (either Submitter or Approver) they may login to
Ascender Pay Express.

Login credentials (username and password) will be the same as those used for access to Extend
or the PUI.
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Ascender

The Ascender Pay Express pages can be accessed via the main menu links on the left side of the
screen.

R ubI™M  Help  ChangePassword  Log Oyl

Welcome to Ascender Pay Express
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Adhoc Payments

Use this form to insert adhoc payments for ‘S’ Salary and ‘A’ Allowance type paycodes.
By default, paycodes linked to leave codes cannot be entered.

If there are additional paycodes that you wish to exclude from selection in this form, add them
to the following code rule:

o FD08Y - Code Rule

19.0

Group EXPRESS . Ascender Pay Express
*Kind PAYCODE . Payroll Codes
Rule PAYCODE_EXCLUDE ﬂ Adhoc Payments Exclude Pay codes

Once successfully approved and submitted to Ascender Pay the records can be viewed for each
employee in FC924 - Timesheet Entry.

The payments are loaded into Ascender Pay as confirmed timesheets. If you need to change or
delete a loaded timesheet record it must first be unconfirmed via FC924 — Confirmed Timesheet
Entry.

To begin adding Adhoc Payment records, click on the menu link to open the page. When first
accessing the page where no records have been saved the page will display as follows.

R psoulfit  Help  ChangePassword  Log Out

Bonus & Adhoc Payment

Create New Records
Tax (Aus) SelectNo.of Rows 25+ Search by Employee ~

Job
O EmployeeNo.&s  EmployeaName  No. Paycode & Paycode Description  Workdate & Unitg".Rateé"CwmmemsL‘.DFr:gog StatusReject Reason
a

S e m E m

(+) All Records

(¥) History

Only records which have been created by the logged in user will display in the ‘Create New Record’
section. The user will not be able to view or update records which have been created by other users
in this section.

Adding individual payment records

1. Click on the ‘New Record’ button, and a new blank row will be added.
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Create New Records

SelectNoofRows 25 O Search by Employes ~

O Employes No. & Employee Name NJ:"Q Paycode & Paycode Description Workdate & Unit&s | Ratess  Comments & ?;‘;g“a" StatusReject Reason
[} ~ o ~ ) No O
o [ Lo [
2. Enter the following field data:
Employee No Select a value from the lookup provided or type in the number if
known. Search option is available.
Employee Name Automatically populated when a valid employee number is
entered.
Job No Select a value from the drop-down list or type in the number if
known.
Paycode Select a value from the lookup provided. Search option is
available.
Paycode Automatically populated when a valid paycode is entered.
Description
Workdate Select the date that the payment is applicable to.
Unit Enter the number of units.
Rate Enter the payrate for the payment.

RC806 Payroll Processing will multiply the number of units by the
rate entered.

Comments This is an optional field. Limited to 50 characters.

One Off Flag Select from list - Yes / No. Default is No.

Status This is system generated. After the record is saved, this will show
the status of the record and will be updated as the record is
processed.

Reject Reason This will be populated if the record has been rejected by the

Approver and a reason was entered by them.

3. Click on the ‘Save’ to automatically validate and save the new record. Note ALL records will
be saved. This means if there are any other unsaved records they will also be saved.

4. The records must be validated before they can be ‘Send to Payroll’ to the Approver. Once
the records are validated it will show the status of each record under the Status column as an
image icon. Place the cursor on the Status icon to see the details on the status. For example:

Ascender
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Amount : | @

FAILED
PEEMPAD AAUGDDT 01 01-DEC-2013 DED (END_DATE) F0121%334 - The end date must
be greater than the start date,

Summary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter.
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.

8. If you want to copy existing records, select the records to be copied using the check box
provided. Then click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it.

Loading Bulk Records
This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

Employee Ho.,Job Ho.,Bavcode,Workdate,Unit,Rate, Comments,One Off Flag
AY4545,01,B0N,28/1/2019,1.00,1000,00,E0Y Bonus,¥Y
BOQOOOLl,01,JURY,28/1/201%,1.00,1500,00,Base rate,¥
CWo0o02,01,DIRFE,28/1/2019,1.00,800.00,Boaxrd fee,¥
nY4545,01,DPP,28/1/2019,,3.00,50.00,REF456254, 0

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Each template includes one example record which should be overwritten when adding your
records for upload.
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It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, eg, leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No Alphanumeric (10)
Job No Alphanumeric (2)
Paycode Alphanumeric (5)
Workdate Date (DD-MM-YYYY)
Unit Numeric (10)

Rate Numeric (12)
Comments Alphanumeric (50)
One Off Flag YorN

These will be the columns highlighted in the page with the symbol %2 alongside the column
heading.

O Employee No. £~ Employee Name Job No. &5 Paycode £5 Paycode Description

To load a CSV file, follow these steps:
1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Load CSV Data

Browse...

3. Locate and select your CSV file.

Ascender
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& File Upload
« v P <« Windows7_0S (... » Temp »
Organize « Mew folder
¥ | " Marne
= L] ey 5 s o s e
[ £:| Deductions.csv
| =] Bonus AdHoc Payment_3.csv
E @ Bonus AdHoc Payment.csv
4 =] Bonus AdHoc Payment_2.csv
LU 4

>
J:)
m @

Date modified G

18-Feb-19 8:1% AM
18-Feb-19 4:20 PM
18-Feb-19 4:20 PM

4O E a0 AT PR A

7= T8 312 Pl v

Search Temp

==«

File name: ‘ Bonus AdHoc Payment.csy

v | [ANFiles () v|

Cancel

Click on the ‘Open’ button.
Click on the ‘Upload’ button.

Load CSV Data

Bonus AdHoc Payment.csv

Upload

The window will close and System Message ‘Uploaded Successfully’ displays.

PRS- Ty

System Message

Uploaded Successfully.

NOTE

Records uploaded will not be validated at this point other than to check that the
upload file meets the format required. To validate the loaded records, select them
using the checkbox then click on the ‘Validate’ button.

Ascender Pay Express | © 2020 Ascender
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Allowances

This form is used to upload Allowances for employees.

Once successfully approved and submitted to Ascender Pay the records can be viewed for each
employee under the applicable occupancy record in FC790 — Employee Occupancy Detail.

To begin adding Allowance records click on the menu link to open the page. When first accessing
the page where no records have been saved the page will display as follows.

= Ascender 9 psallt  Hep  ChangePassword  LogOut

Home )
Recurring Allowance

Adhoc Payments

Allowances

Deductions Create New Records
‘Superannuation
Select No.of Rows 25 s Search by Employee ~
Ll Employee N Job No. O o Empl Award Class All A
mployee No. ob No. Oceupation ccup mployee | Award Class Allowance - N N mount
[u} £ Employee Name Tret Commencess Stturds N Allowance Deseription  Start Date £ End Date 5 Agreed Rate UeUT0 Status  Reject Reason

TEN (Aus)

[ [ Lo [

(*) All Records

(») History

Only records which have been created by the logged in user will display in the ‘Create New Record’
section. The user will not be able to view or update records which have been created by other users
in this section.

Adding individual Allowance records

1. Click on the ‘New Record’ button, and a new blank row will be added.

Create New Records

SelectNoofRows 25 O Search by Employee ~

JobNo. Occupation  Occup  Employee  Award Class Agreed  Amount

O Employee No. & Employee Name Typess Commence s Stwesds  Allowance Codess  Allowance Description | Start Date & EndDate & e’ (omma SHts  Reject Reason
=} ~ ¢ ¢ T o < [ ®m O
e o [ e |
2. Enter the following field data:
Employee No Select a value from the lookup provided or type in the number if

known. Search option is available.

Employee Name Automatically populated when a valid employee number is
entered.
Job No Select a value from the drop-down list.

Occupation Type Select the Occupation type applicable for the allowance e.g. SUB,
CON or HDA.

Occup Commence  This list will default from the occupancy records for the
employee. Select the applicable occupancy commence date from
the list of values.

Ascender
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Employee Status This will default based on the occupancy records selected above.
Award Class Select a value from the lookup provided. Search option is
Allowance Code available.

Allowance Automatically populated when a valid paycode is entered.
Description

Start Date Select the start date for the allowance. Mandatory

End Date Select the end date for the allowance. If left blank the value will

default to 31-DEC-2049 when loaded into Ascender Pay.

Agreed Rate Check this box if the Allowance is an agreed rate allowance. If
checked an Amount must also be entered.

Amount Enter the amount for agreed rate allowances only. This will be
the monthly value of the allowance. Once processed successfully
into Ascender Pay, the Yearly, Fortnightly, Daily and Hourly rates
will be automatically calculated based on the Monthly value
entered.

For normal allowances the amounts leave the Amount blank. The
value will be applied when the record is loaded into Ascender Pay
in accordance with the rates defined for the allowance against
the applicable Award/Classification for the employee’s

occupancy.

Status This is system generated. After the record is saved, this will show
the status of the record and will be updated as the record is
processed.

Reject Reason This will be populated if the record has been rejected by the

Approver and a reason was entered by them.

3. Click on the ‘Save’ button to automatically validate and save the new record. Note ALL
records will be saved. This means if there are any other unsaved records they will also be
saved.

4. The records must be validated before they can be ‘Sent to Payroll’ for Approval. Select all
records on the page by clicking on the checkbox in the top left corner of the list, or select
individual records by checking the box at the beginning of the row.

Create New Records

/ Select No.of Rows 5 - Searcl|

W Employee No. & Employee Name Job Mo. £ Paycode £

[ AALIGOOT N AAUQ001, Aleena’s test emp 01 o AlS LA

[+ AC2006 ~ AC265urname, AC26Firstname 1 & HKCOM ~
Ascender
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Once the records are validated, it will show the status of each record under the Status
column as an image icon. Place the cursor on the Status icon to see the details on the status.
For example:

Amount : | @

FAILED
PEEMPAD AAUGDDT 01 01-DEC-2013 DED (END_DATE) F0121%334 - The end date must
be greater than the start date,

Summary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter.
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.

8. If you want to copy existing records, select the records to be copied using the check box
provided. Then click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it.

Loading Bulk Records
This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

T
Employee No.,Job No.,Occupancy Type,Qggupr Commence,Employee Status,fward,Classification,Allowance Code,Start Date,End Date,Agreed Rate,Zmount
AB0OS50,01,5U8,20/05/2019, PE, TAB, TAB,CA, 20/05/2019,31/12/2049, N,

AB0OS40,01,5UB,15/08/2017, PT, TAB3, TAB3,CA, 15/08/2017,31/12/2020, N,

AB0S40,01,HDA, 20/05/2019, PE, EXE, MG, C&, 01/10/2018,25/10/2019, N,

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Ascender
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Each template includes one example record which should be overwritten when adding your

records for upload.

It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, e.g. leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No

Alphanumeric (10)

Job No

Alphanumeric (2)

Occupancy Type

SUB or CON or HDA

Occup Commence

Date (DD/MM/YYYY)

Employee Status

Alphanumeric (50)

Award

Alphanumeric (5)

Classification

Alphanumeric (5)

Allowance Code

Alphanumeric (5)

Start Date Date (DD/MM/YYYY)
End Date Date (DD/MM/YYYY)
Agreed Rate YorN

Amount

Number (12)

These will be the columns highlighted in the page with the symbol %l alongside the column

heading.

O Employee No. £

Employee Name Job No. &5

Paycode &5

Paycode Description

To load a CSV file, follow these steps:

1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Load CSV Data

Browse...

Ascender Pay Express | © 2020 Ascender
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3. Locate and select your CSV file.

& File Upload *
&« v <« Windows7_05(C:) » Temp w O Search Temp 2
Organize + Mew folder =+ [N 9
= ~ MName Date modified v
@ Recurring Allowance_T17.csv 19-Feb-19 &:50 AM
i £:] Bonus & AdHoc Payment_T17.csv 19-Feb-19 &:32 AM
) £3:] Recuring AdHoc Deductions_T17.csv 19-Feb-19 &:23 AM
E f=| Deductions.csv 19-Feb-19 2:19 AM
4 ™ Dmwmiir A dd s Manommmmd D omene A% Col 40 AW MRA <
L 4 >
File name: | Recurring Allowance_T17.csv v| All Files (*.%) ~

4. Click on the ‘Open’ button.
5. Click on the ‘Upload’ button.

Load CSV Data X

Upload
Recurring Allowance_T17.csv -

6. The window will close and System Message ‘Uploaded Successfully’ displays.

PRS- e T

System Message

Uploaded Successfully.

Records uploaded will not be validated at this point other than to check that the
NOTE upload file meets the format required. To validate the loaded records, select them
using the checkbox then click on the ‘Validate’ button.

Ascender
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Deductions

This form is used to upload Deductions for employees. Once successfully approved and
submitted to Ascender Pay the records can be viewed for each employee in FC795 — Employee
Pay Distribution and Taxation.

To begin adding Deduction records, click on the menu link to open the page. When first
accessing the page where no records have been saved the page will display as follows.

R psaullit  Help  ChangePassword  Log Out

= Ascender

Home

Recurring & Adhoc Deduction
Adhoc Payments

Allowances.

Create New Records

Tax (A SelectNo.ofRows 25 ¢ Search by Employee ~

TFN (Aus) O Employee No. £ Employee Name”l’am' Paycode £ Paycode Description StartDate £ End Date s Payrate 24 Deduction Type £ Comments &  Expires After Total Amount & Status Reject Reason

sl et m H m

(+) All Records

(*) History

Only records which have been created by the logged in user will display in the ‘Create New Record’
section. The user will not be able to view or update records which have been created by other users

in this section.

Adding individual deduction records

1. Click on the ‘New Record’ button, and a new blank row will be added.

Create New Records

SelectNo.ofRows 25 O Search by Employee ~

O Employee No. & Employee Name J“h&’“"' Paycode &8 Paycode Description StartDate &8 EndDate£t | Payrate & Deduction Type &8 Comments &  Expires After Total Amount & Status Reject Reason

[ [ e [ [
2. Enter the following field data:
Employee No  Select a value from the lookup provided or type in the number if
known. Search option is available.
Employee Automatically populated when a valid employee number is entered.
Name
Job No Select a value from the drop-down list or type in the number if known.
Paycode Select a value from the lookup provided. Search option is available.
Only ‘D’ (deduction) type paycodes are listed.
Paycode Automatically populated when a valid paycode is entered.
Description
Ascender
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Start Date

End Date

Payrate

Deduction
Type
Comments

Expires After
Total Amount

Status

Reject Reason

Select the start date for the deduction. Ideally should be the beginning
of a pay period.

Select the end date for the deduction. This is not mandatory as
deductions may be open ended.

Note: if the actual start date entered for a deduction is in the middle of
a pay period, the deduction will be taken for the period. Likewise, if
the actual end date for a deduction is in the middle of a pay period, the
deduction will still be taken for the period.

Enter the payrate for the deduction. This will either be a dollar value or
a percentage value depending upon the Deduction type selected.

Select ‘Amount’ or ‘Percentage of Salary’ from the drop-down list.

This is an optional field. Limited to 50 characters.

Enter the value that the deduction will expire after. RC806 — Payroll
Processing will reduce the amount entered in this field (in FC795) by the
value entered in the ‘Payrate’ field each time it makes a deduction. The
payroll processing will keep deducting until the value equals ‘0.00".

This is system generated. After the record is saved, this will show the
status of the record and will be updated as the record is processed.

This will be populated if the record has been rejected by the Approver
and a reason was entered by them.

Click on the ‘Save’ button to automatically validate and save the new record. Note ALL

records will be saved. This means if there are any other unsaved records they will also be

saved.

The records must be validated before they can be ‘Sent to Payroll’ to the Approver. Select all

records on the page by clicking on the checkbox in the top left corner of the list, or select
individual records by checking the box at the beginning of the row.

Create New Records

Select No.of Rows 25 o

] Employee No. £ Employee Name Job No. &

¥ AAUHO3 -~ AAL103, Mary 1) I

AAUTO3 ~ AAL103, Mary o |3

I ABODOT ~ Powerade, Peter Giles () I
Ascender
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Once the records are validated, it will show the status of each record under the Status

column as an image icon. Place the cursor on the Status icon to see the details on the status.
For example:

Amount : | @

FAILED

PEEMPAD AAUS00T 01 01-DEC-2018 DED (END_DATE) F0121%:334 - The end date rmust
be greater than the start date.

Surmmary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter,
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.

8. If you want to copy existing records, select the records to be copied using the check box
provided. Then click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it

Loading Bulk Records

This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

Employees Ho.,Jobk Ho.,Paycode,Start Date,End Date, Pavrake,leduction Type,Comments
RBOOOS,01,AMP,14/03/2019, ,2.55,A, ref 450874

LBOOOS,01,DED, 14/03/2019, ,15.96, L, ref B3495

ABOOOS,01,MBF,14/03/2019,,10.55,R,
ABOOZ29,01,C5R,28/02/2019,31/2/2020,5.65,A,case BDF4567

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Ascender
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Each template includes one example record which should be overwritten when adding your
records for upload.

It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, eg, leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No Alphanumeric (10)
Job No Alphanumeric (2)
Paycode Alphanumeric (5)
Start Date Date (DD/MM/YYYY)
End Date Date (DD/MM/YYYY)
Payrate Number

Deduction Type Alpha (1)

Comments Alphanumeric (50)
Expires After Total Amount | Alphanumeric (7)

These will be the columns highlighted in the page with the symbol %2 alongside the column
heading.

O Employee No. £~ Employee Name Job No. &5 Paycode £5 Paycode Description

To load a CSV file, follow these steps:
1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Load CSV Data

Browse...

3. Locate and select your CSV file.

Ascender
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T

Organize «

. X |
HEBNS ol Wl
>
t oo Y e T e Y sz TN ox ¥

(& Choose File to Upload

» ThisPC » Windows7_05(C:) » Temp

Mew folder

MName

OCCUP_ACCOUNT.CSV
PEEMPAD.CSV
PEEMPDISE.CSV
PEEMPTAX.CSV

@ Recuring AdHoc Deductions_T17.csv

Recurring Allowance.csv

Recurring Allowance_T17.csv
Recurring&8AdHOC deduction Template.csv
Recurring&AdHOC deduction Template_T17.csv
Recurring@AdHOC deduction_D17.csv

v O Search Temp

Date modified

06-Jun-18 9:46 AM
13-Dec-18 3:20 PM
06-Jun-18 9:46 AM
08-Jun-18 946 AM
19-Feb-19 8:23 AM
04-Feb-19 1:43 AM
18-Feb-19 8:50 AM
19-Feb-19 10:11 AM
9-Feb-1910:18 AM

9-Feb-19 10:25 AM

File narme: | Recuring AdHoc Deductions_T17.csv

v| All Files (%)

s

»p
= [ @

Type

Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...
Microsoft Excel C...

4. Click on the ‘Open’ button.

5. Click on the ‘Upload’ button.

Load CSV Data

CATempi\Recuring AdHoc Deductions_T17  Browse..

6. The window will close and System Message ‘Uploaded Successfully’ displays.

PR

Ty

System Message

Uploaded Successfully.

NOTE

using the checkbox then click on the ‘Validate’ button.

Records uploaded will not be validated at this point other than to check that the
upload file meets the format required. To validate the loaded records, select them

Ascender Pay Express | © 2020 Ascender
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Superannuation

This form is used to upload Superannuation records for employees. Once successfully approved
and submitted to Ascender Pay the records can be viewed for each employee in FC795 —
Employee Pay Distribution and Taxation.

To begin adding Superannuation records, click on the menu link to open the page. When first
accessing the page where no records have been saved the page will display as follows.

= /fscender Q paunTit Help  Crange assword  LogOut
Home .
Superannuation
‘Adhoc Payments

Allowances

Deductions
Create New Records

o

Superannuation
Tax (Aus) SelectNo.of Rows 25 ¢ Search by Employee ~

Employee

Empl
TFN {Aus) o En.:rlayfe Employee YRS Employer mployer
o. & Amount & (T t

Date of Effect End Date Membership  |Fund  Excess SGC
Amount & PeseTe0e o o, £ Reasony '

Job No. . .
Employee Name  '°)1\® paycode & Paycode Description - f 0l gt Status  Reject reason

SR e m H m

(*) All Records

(*) History

Only records which have been created by the logged in user will display in the ‘Create New Record’
section. The user will not be able to view or update records which have been created by other users
in this section.

Adding individual superannuation records

1. Click on the ‘New Record’ button, and a new blank row will be added.

Create New Records

SelectNo.of Rows 25 & Search by Emplayee ~

Job Employee | (CmPloyee g Employer

O Employee Mo. & Employee Name Nep Paycoded Paycode Description e Pe;:/e)nzge ket Pa:f;)ngge Date of Effect £ End Date 4 Membership No. & Reason &
[m] ~ [ ~ :::) ] ~
< >
Coe [ Do T |

2. Enter the following field data:

Employee No  Select a value from the lookup provided or type in the number if
known. Search option is available.

Employee Automatically populated when a valid employee number is entered.
Name

Job No Select a value from the drop-down list or type in the number if known.
Paycode Select a value from the lookup provided. Search option is available.

Only ‘B’ (super/benefit) type paycodes are listed.

Ascender
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Paycode
Description

Employee
Amount

Employee
Percentage
(%)
Employer

Amount

Employer
Percentage
(%)

Date of Effect

End Date

Membership
No

Reason
Fund id

Kiwisaver

Excess SGC
Payout

Page 22

Automatically populated when a valid paycode is entered.

Enter the value of the employee fixed amount to be deducted for
superannuation each pay period.

Enter the percentage of salary/wages which is to be deducted for
employee superannuation each pay period.

Enter the value of the employer fixed amount to be deducted for
superannuation each pay period.

Enter the percentage of salary/wages which is to be deducted for
employer superannuation each pay period.

Select the start date for the superannuation deduction.

Select the end date for the superannuation deduction otherwise leave
blank.

Enter the employee’s membership number. Limited to 30 characters.

This is a coded field with lookup available.
This is a coded field with lookup available.
New Zealand users only.

The Kiwisaver status to be reported to the IRD for new and departing
employees. The values to select from are stipulated by the IRD as
follows:

Active KS Member
Contributions Holiday
Non Member

Not Eligible for KS
Opted Out

Australian users only.

If no payout amount in excess of the maximum quarterly threshold is to
be paid to an employee, then the ‘Excess SGC Payout’ field must be left
blank. The ‘Excess SGC Payout’ field has a drop-down box which allows

two options to be selected:

Cash Timesheet

This option specifies that earnings in excess of the Superannuation
Guarantee quarterly threshold are to be cashed out and paid to the
employee using the paycode defined against the CON_DEF setting
SGC_EXCESS_CASH_OUT_PAYCODE.

With this option a confirmed timesheet record will be created by the
‘RD0O70 — Superannuation Guarantee Processing’ report (when payrun
chain is run in update mode) with a work date of the current pay period

Ascender
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end date (unless employee is terminated, in which case the work date is
set to the termination date), a unit of ‘1’ and a ‘Rate’ equal to the
amount to be paid.

NOTE: In order to pay this timesheet amount, a new payrun must be
created and processed as a retro run. As timesheet work date is
inserted as at pay period end date, costing will occur to the substantive
or concurrent occupancy active as at the work date.

Benefit Payout

This option specifies that earnings in excess of the Superannuation
Guarantee quarterly threshold are to be cashed out and paid to the
employee using the paycode defined against the CON_DEF setting
SGC_EXCESS_BENEFIT_PAYCODE.

With this option the ‘RD070 - Superannuation Guarantee Processing’
report (when payrun chain is run in update mode) will create an
additional superannuation amount equal to the amount to be paid.

Status This is system generated. After the record is saved, this will show the
status of the record and will be updated as the record is processed.

Reject Reason | This will be populated if the record has been rejected by the Approver
and a reason was entered by them.

3. Click on the ‘Save’ button to automatically validate and save the new record. Note ALL
records will be saved. This means if there are any other unsaved records they will also be
saved.

4. The records must be validated before they can be ‘Sent to Payroll’ for Approval. Select all
records on the page by clicking on the checkbox in the top left corner of the list, or select
individual records by checking the box at the beginning of the row.

Create New Records

Select No.of Rows 25 O

] Employee No. £ Employee Name Job No. £
[v/] AAUI03 ~ AAL103, Mary 0|
AAUT03 ~ AAU103, Mary YIS
1 ABOOOT ~ Powerade, Peter Giles () I

Once the records are validated, it will show the status of each record under the Status
column as an image icon. Place the cursor on the Status icon to see the details on the status.
For example:

Ascender
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Amount : | @

FAILED
PEEMPAD AAUGDDT 01 01-DEC-2013 DED (END_DATE) F0121%334 - The end date must
be greater than the start date,

Summary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter.
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.

8. If you want to copy existing records, select the records to be copied using the check box
provided. Then click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it

Loading Bulk Records
This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

Employee No.,Job No.,Paygode,Employee Zmount,Employee Percentage,Employer Emount,Employer Percentage,Date of Effect,Membership No.,Reason Code,Fund Id
ABO850, 01, 5GC, 10,,10,9.5,20/05/2019, ABC321123,NEW, 13355603448001

ABO850, 01, 5UP, 10,,,,20/05/2019, DEF325523,NEW, 13355603448001

ABO8S5,01,56C,,,,9.5,20/05/2019, ABCT71123, NEW, 13355603448001

ABOE€0, 01, 5GC,,,,9.5,20/05/2019, ABCS99123, NEW, 13355603448001

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Each template includes one example record which should be overwritten when adding your
records for upload.

Ascender
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It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, eg, leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No

Alphanumeric (10)

Job No Alphanumeric (2)
Paycode Alphanumeric (5)
Employee Amount Number

Employee Percentage | Number

Employer Amount Number

Employer Percentage | Number

Date of Effect Date (DD/MM/YYYY)
End Date Date (DD/MM/YYYY)

Membership No.

Alphanumeric (30)

Reason Code

Alphanumeric (5)

Fund id Alphanumeric (50)

Kiwisaver New Zealand users only.
Valid values are AK, CH, NM, NK or OT.
Leave null for non-NZ users.

Excess SGC Payout Australian users only.

Valid values B or C.

Leave null for non-Australian users.

These will be the columns highlighted in the page with the symbol %2l alongside the column

heading.

O Employee No. £

Employee Name Job No. &

Paycode &

Paycode Description

To load a CSV file, follow these steps:
1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Ascender Pay Express | © 2020 Ascender
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Load CSV Data

Browse...

3. Locate and select your CSV file.

@ File Upload
e v
Organize «

-~
@T

ez N W

v £

4 » ThisPC » Windows7_O5(C) » Temp » Q-Z » v | O Search Temp
Mew folder =z v
Name ~  Date modified Type
=] Super_ G5 V2.csv 04-Apr-19 228 PM Microsoft Excel C...
@ SuperannuationG5.csv 04-Apr-19 2:25 PM Microsoft Excel C...
=] Super V2.csv 04-Apr-1911:08 AM  Microsoft Excel C..
|:] Super_v2.bd 04-Apr-1910:38 AM  Text Document
=] Superannuation_T17.csv 04-Apr-1910:51 AM  Microsoft Excel C...
File name: |SuperannuationGS.csv ~ | All Files (*%)

Cancel

4. Click on the ‘Open’ button.

5. Click on the ‘Upload’ button.

Upload
SuperannuationG5.csv -

Load CSV Data X

6. The window will close and System Message ‘Uploaded Successfully’ displays.

PR

e T

System Message

Upload

NOTE

ed Successfully.

Records uploaded will not be validated at this point other than to check that the
upload file meets the format required. To validate the loaded records, select them

using the checkbox then click on the ‘Validate’ button.
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Tax (Aus.)

This form is used to upload Taxation records for Australian employees. Once successfully
approved and submitted to Ascender Pay the records can be viewed for each employee in FC795
— Employee Pay Distribution and Taxation.

To begin adding Taxation records, click on the menu link to open the page. When first accessing
the page where no records have been saved the page will display as follows.

= Ascender R paulflt  Help  Change Password  Log Out

Page 27

Home.
Tax (Aus.)

Adhoc Payments

Allowances

Deductions
Create New Records

© Tax (Aus) SelectNo.of Rows 25 ¢ Search by Employee ~

TEN (Aus) O FEmpleyes  Eployee Name 95N paycode & Paycode Description  Scale &S StartDate & EndDate & Reference sy Status Reject Reason

(e e m E m

(*) All Records

() History

Only records which have been created by the logged in user will display in the ‘Create New Record’
section. The user will not be able to view or update records which have been created by other users
in this section.

Adding individual taxation records

1. Click on the ‘New Record’ button, and a new blank row will be added.

Create New Records

Select No.of Rows 25 < Search by Employee ~

O Employes No. & Employes Name JobNO- payeode & Paycode Description Scale & StartDate & EndDateds Reference & Status Reject Reason

eSS e
2. Enter the following field data:
Employee No  Select a value from the lookup provided or type in the number if
known. Search option is available.
Employee Automatically populated when a valid employee number is entered.
Name
Job No Select a value from the drop-down list or type in the number if known.
Paycode Select a value from the lookup provided. Search option is available.
Only ‘T’ (tax) type paycodes are listed.
Paycode Automatically populated when a valid paycode is entered.
Description
Scale This is a coded field with lookup available.
Ascender
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Start Date Select the start date for the tax deduction. The date must be greater
than or equal to the ‘First Commence’ date for the employee.

End Date Select the end date for the tax deduction. This is not mandatory as
deductions may be open ended.

Reference This is an optional field. Limited to 20 characters.

Status This is system generated. After the record is saved, this will show the
status of the record and will be updated as the record is processed.

Reject Reason | This will be populated if the record has been rejected by the Approver
and a reason was entered by them.

3. Click on the ‘Save’ button to automatically validate and save the new record. Note ALL
records will be saved. This means if there are any other unsaved records they will also be

saved.

4. The records must be validated before they can be ‘Sent to Payroll’ for Approval. Select all
records on the page by clicking on the checkbox in the top left corner of the list, or select
individual records by checking the box at the beginning of the row.

Create New Records

Select No.of Rows 25 O

] Employee No. & Employee Name Job No. &
] AAUA03 ~ AAL103, Mary i) I
AAUT03 ~ AAL103, Mary o1 |2
V1 ABOOO1 ~ Powerade, Peter Giles ) I

Once the records are validated, it will show the status of each record under the Status
column as an image icon. Place the cursor on the Status icon to see the details on the status.

For example:
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Amount : | @

FAILED
PEEMPAD AAUGDDT 01 01-DEC-2013 DED (END_DATE) F0121%334 - The end date must
be greater than the start date,

Summary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter.
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.

8. If you want to copy existing records, select the records to be copied using the check box
provided. Then click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it

Loading Bulk Records
This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

Employese No.,Job No.,Pavcods, Scale,S5tart Date,End Date,Reference
mn7401,01,TAE¥, 2B, 13/01/201%, ,REF TEST 124
RBOE50D,01,TRAX,2B,25/01/2015, ,RBC1323654

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Each template includes one example record which should be overwritten when adding your
records for upload.

Ascender
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It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, eg, leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No Alphanumeric (10)
Job No Alphanumeric (2)
Paycode Alphanumeric (5)
Scale Alphanumeric (5)
Start Date Date (DD/MM/YYYY)
End Date Date (DD/MM/YYYY)
Reference Alphanumeric (20)

These will be the columns highlighted in the page with the symbol %2 alongside the column
heading.

O Employee No. £~ Employee Name Job No. &5 Paycode £5 Paycode Description

To load a CSV file, follow these steps:
1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Load CSV Data

Browse...

3. Locate and select your CSV file.

Ascender
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& File Upload %
Mk » This PC » Windows7_05(C:) » Temp » v Search Temp P
Crganize * Mew folder = O ®
Cal MName Date modified Type Size ™
* @ Taxation_G5.csv 08-Apr-191203 PM  Microsoft Bxcel C...
J’ £=| Superannuation_GS_relabel.csv 08-Apr-1911:22 AM  Microsoft Excel C...
B B Superannuation_GS_retest.csv 08-Apr-19 %09 AM Microsoft Excel C...
E B=| Super_GS_V2.csv 04-Apr-19 2:28 PM Microsoft Excel C...
1 E3=| SuperannuationG5.csv 04-Apr-19 2225 PM  Microsoft Excel C... hd
= v « >
File name: |Taxation_GS.cw v| Al Files (*4) v

4. Click on the ‘Open’ button.
5. Click on the ‘Upload’ button.

Load CSV Data X

Taxation_G5.csv

6. The window will close and System Message ‘Uploaded Successfully’ displays.

FoRi— o e T

System Message

Uploaded Successfully.

Records uploaded will not be validated at this point other than to check that the
o312 upload file meets the format required. To validate the loaded records, select them
using the checkbox then click on the ‘Validate’ button.

Ascender
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TFN (Aus.)

This form is used to upload TFN (tax file number) records for Australian employees. Once
successfully approved and submitted to Ascender Pay the records can be viewed for each
employee in FC795 — Employee Pay Distribution and Taxation.

To begin adding TFN records, click on the menu link to open the page. When first accessing the
page where no records have been saved the page will display as follows.

Ascender

R psaullt  Help  ChangePassword  LogOut

Home

TFN (Aus.)
‘Adhoc Payments

Allowances
Deductions
Create New Records

Superannuation

Tax (Aus) Select No.of Rows 25 ¢ Search by Employee N

TEN (Aus) O Employee Employee Job No. Entry TFN Surname Basis Of Australia mily Tax HELP SFSS Super Pension | Payee Signature  Payee Signature ¢, Reject
No. & Name £ Dated Status/ Changed 24  Payments: | Residentss  Threshold 24  BenefitZ  Indicator 2% Indicator 4  Rebate £ Present 2% Date & Reason

(e e e Hm

(*) All Records

(*) History

Only records which have been created by the logged in user will display in the ‘Create New Record’

section. The user will not be able to view or update records which have been created by other users
in this section.

Adding individual TFN records

1. Click on the ‘New Record’ button, and a new blank row will be added.

Create New Records

SelectNoofRows |25 & Seacch by Employee ~

O Employee No. & Employee Name Nob. EntyDates 1T gt 2:;5;5 Basis Of Payment & gpralia r?égrﬁd B:Er:(i:yc In:i%fur \n;iz:tm Rﬁ%gg ;;%EE;Z Payee Signature giarys Reject
QTN
Provided
| ~ & zmavzo @B as}‘;”;;‘ m] z] O [m} [m} [m] [m} ] | [
O Exempt
[ [ e | v | e |
2. Enter the following field data:
Employee No  Select a value from the lookup provided or type in the number if
known. Search option is available.
Employee Automatically populated when a valid employee number is entered.
Name
Job No Select a value from the drop-down list or type in the number if known.
Entry Date Select the start date for the deduction. Ideally should be the beginning
of a pay period.
Ascender
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TFN Status

Surname
Changed

Basis of
Payment

Australia
Resident

Tax Free
Threshold

Family Tax
Benefit

HELP Indicator

SFSS Indicator

Super Pension
Rebate

Payee
Signature
Present

Payee
Signature
Date

Status

Reject Reason

Select the option that applies in relation to the tax file number as per
the employees TFN Declaration form. Options are:

e TFN Provided

e Exempt Under 18

e Exempt Pensioner

Only one option should be selected.

If more than one option is checked, the entry will fail validation.

Check this box if the employee has changed their name since they last
dealt with the ATO as per the employees TFN Declaration form
otherwise leave blank.

Select from the drop-down list of values.
Mandatory field

If the employee is an Australian resident for tax purposes as per the
employee TFN Declaration form then click on this checkbox otherwise
leave blank.

If the employee has claimed the tax free threshold as per the employee
TFN Declaration form then click on this checkbox otherwise leave blank.

If the employee has claimed a reduced rate of withholding for either
family tax benefit or senior Australians tax offset as per the employee
TFN Declaration form then click on this checkbox otherwise leave blank.

If the employee has an accumulated HELP debt as per the employee
TFN Declaration form then click on this checkbox otherwise leave blank.

If the employee has a Financial Supplement debt as per the employee
TFN Declaration form then click on this checkbox otherwise leave blank.

If the employee has claimed an entitlement to a Super Pension Rebate
as per the employee TFN Declaration form then click on this checkbox
otherwise leave blank.

If the employee has signed the TFN Declaration form then click on this
checkbox otherwise leave blank.

Enter the date that the employee signed their TFN Declaration.
Mandatory field

This is system generated. After the record is saved, this will show the
status of the record and will be updated as the record is processed.

This will be populated if the record has been rejected by the Approver
and a reason was entered by them.

Ascender
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Click on the ‘Save’ button to automatically validate and save the new record. Note ALL
records will be saved. This means if there are any other unsaved records they will also be

saved.

4. The records must be validated before they can be ‘Sent to Payroll’ for Approval. Select all
records on the page by clicking on the checkbox in the top left corner of the list, or select
individual records by checking the box at the beginning of the row.

Create New Records

Select No.of Rows 25 O

i Employee No. £ Employee Name Job No. £
] AAU103 ~ AAL103, Mary o |3
AAU103 ~ AAUT03, Mary o1 |3
[+ ABODOT ~ Powerade, Peter Giles o |3

Once the records are validated, it will show the status of each record under the Status
column as an image icon. Place the cursor on the Status icon to see the details on the status.

For example:

®

Amount

FAILED
PEEMPAD AALED0T 01 01-DEC-2012 DED (EMD_DATE) F01219:334 - The end date must

be greater than the start date.

Surmmary Count for PEEMPAD Table

1 record read from PEEMPAD AP| parameter,
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD,
0 records would be updated in PEEMPAD,

5. If any records fail validation, correct the record and click on the ‘Save’ button to validate
again and save the changes.

6. Once the record status shows as — select the record(s) and click on the ‘Send to Payroll’
button to send the record(s) to the Approver for checking.

7. To delete records, select the records using the check box provided. Click on the ‘Delete’
button to delete the records permanently.

Note: A warning message will display to confirm/cancel the deletion. If there are any
unsaved records existing and deletion is confirmed, the unsaved records will also be deleted.
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8. If you want to copy existing records, select the records to be copied using the check box
provided. Then, click on the ‘New Record’ button. In order to avoid duplication, the copied
record will not save unless at least one change is made to it

Loading Bulk Records

This feature enables Submitters to bulk load multiple records in one step, rather than adding
them individually line by line.

The load file must be in Comma Separated Value (CSV) format with each column separated by a
comma. For example:

Employee No.,Job No.,Entry Date,TFN Provided,Exempt Under 18,Exempt Pensioner, Surname Changed,Basis Of Payment

nnU401,01,12/04/2019,Y,N,N,N,P,Y,,,,,Y, ¥
nAU402,01,12/04/2019,4,Y, 4,8, C,Y,,,¥,,¥,Y
BAU403,01,12/04/2019,N,¥,¥,N,F,¥,Y,,,,¥,¥

The CSV Template in correct format may be downloaded and saved locally for update. Click the
‘Download CSV template’ button and save the template to a convenient location.

Each template includes one example record which should be overwritten when adding your
records for upload.

It is recommended that the CSV file be edited using Notepad++ or a similar editor. Care should
be taken if opening and editing using excel as some formats may be lost when saving which
could invalidate the data, eg, leading zeros dropped or date and number formats modified.

The file layout is described below. Records must be in the same order as this layout.

Employee No Alphanumeric (10)

Job No Alphanumeric (2)

Entry Date Date (DD/MM/YYYY)

TFN Provided Y or N. If blank default to N.
Exempt Under 18 Y or N. If blank default to N.
Exempt Pensioner Y or N. If blank default to N.
Surname Changed Y or N. If blank default to N.
Basis of Payment Must beF, P, C, LorS.
Australia Resident Y or N. If blank default to N.
Tax Free Threshold Y or N. If blank default to N.
Family Tax Benefit Y or N. If blank default to N.
HELP Indicator Y or N. If blank default to N.
SFSS Indicator Y or N. If blank default to N.
Super Pension Rebate Y or N. If blank default to N.
Payee Signature Present | Y or N. If blank default to N.
Payee Signature Date Date (DD/MM/YYYY)
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These will be the columns highlighted in the page with the symbol %2 alongside the column
heading.

O Employee No. £5° Employee Name Job No. & Paycode &5 Paycode Description

To load a CSV file, follow these steps:
1. Click on the ‘Load CSV Data’ button.

2. Click on the ‘Browse’ button to locate your CSV file.

Load CSV Data

Browse...

3. Locate and select your CSV file.

@ File Upload X
H » ThisPC » Windows7_05(C:) » Temp » w | 8 Search Temp 2
Organize MNew folder -« [N 0
Ela Name Date modified Type Size ™
* (=] Superannuation35.csv 04-Apr-19 2:25 PM Microsoft Excel C...
J’a @ TFN_G5_V2.csv 04-Apr-1912:44 PM  Microsoft Excel C...
= (=] Super VZ.csv 04-Apr-1911:08 AM  Microsoft Excel C...
m D Super_va bt 04-Apr-1910:58 AM  Text Document
o =] Superannuation_T17.csv 04-Apr-1910:51 AM  Microsoft Excel C... v
= v < >
File name: |TFN_GS_‘u‘2.cw v| All Files () ~

4. Click on the ‘Open’ button.
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5. Click on the ‘Upload’ button.

Load CSV Data X

Upload
TFN_GS_V2.csv

6. The window will close and System Message ‘Uploaded Successfully’ displays.

PR E—— ey

System Message

Uploaded Successfully.

Records uploaded will not be validated at this point other than to check that the
\fej1a upload file meets the format required. To validate the loaded records, select them
using the checkbox then click on the ‘Validate’ button.
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Approver Validation of Records

After loading the records into Express, the Submitter submits the payroll records to the
Approver. Inturn, the Approver checks and validates the payroll records submitted and moves
the validated records into Ascender Pay for processing.

The process is the same for each of the transaction types.

To begin checking records click on the menu link to open the page for the transaction type to be
checked. For example, the Deduction page will display as follows:

= Ascender 8, epressubmt  Hep  Change Pacsword  Log Out

Home

Recurring & Adhoc Deduction

Adhoc Payments
Allowances
© Deductions 7
() Validate & Submit to AscenderPay
Superannuation -
Tax (Aus) SelectNo.of Rows |25 ¢ Search by Employee ~
TP (Aus) OEmployes No. Emp name Job No.Paycode Paycode desc Start Date End Date PayrateDeduction Type  Comments  Expires After Total Amount  Status  Minimum Net Pay,  Reject reason

O PSAUOOOT  Bailey,Wiliam 03 GP10D  GP1OD Deduction 01-OCT-19 31-DEC-49 15 Amount TEST bulk upload 120 vawosont | [ ]
Statistics O PsAUTO04  PoppyLippy 02 GP1OD  GP1OD Deduction 01-OCT-19 31-DEC-49 15 Amount TEST bulk upload 120 Success ]
I PSAUTO0Z  Abby, Hatcher 01 GP1OD  GP10D Deduction 01-OCT-19 31-DEC-49 15 Amount TEST bulk upload 120 Success ]
O PSAUTO0Z  Terry, Hatcher 01 GPIOD  GP10D Deduction 01-OCT-19 31-DEC-49 15 Amaunt TEST bulk uplead 120 Success 1

Records awaiting approval may not be changed by the approver.

Approvers would check the records submitted and reject any individual records which need
correction. Enter a reject reason so the submitter understands the reason for rejection. Reason
is mandatory for rejected records.

For Deductions only, the approver may enter the ‘Minimum Net Pay’ value, if applicable.
(Validate to save the Minimum Net Pay).

v ) Validate & Submit to AscenderPay

Select No.of Rows 25 ¢ Search by Employee / A
1 Employee Job Start End Deduction Expires After Total Minimum Net .
O o Empname 7 Paycode Paycodedesc [ MY Payrate Type Comments polstmgsae? Status Pay. Reject reason
m| Georgie, GP10D 01-OCT- 31-DEC- ]
[J psaut001 Michael 01 GP10D DadGetion 19 49 15 Amount Manual 120 Siccass ‘ 'ISOOJ

For Superannuation records only, the approver may enter the SGC Scheme where applicable.

) Validate & Submit to AscenderPay

Select No.of Rows 25 O Search by Employee A l
Employee EmployeeJob Paycode D' End Employee ETPIOYEE £ iover EMPIOYEr o i bershi
fmeey oy Paycode ' 2YS°C€ o PIOY€€ percentage 1 P Y ' Percentage PReason  Fundid  Status Reject reason Sgc scheme
0. Name No. Descrlptlongﬂenoa!e Amount (%) Amount (%) No
Bailey, a1 B ‘
O psauooor (¥~ 03 GPSUP  GP Super ?QCT Sgc 45698989  NEW ;’:‘b :ﬂ{ | ing]

Once the records have been checked and individual records rejected, validate the records before
submitting to Ascender Pay.
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To Validate & Submit to Ascender Pay

1. Toselect all records on the page for validation, click on the checkbox in the top left
corner of the page. Otherwise, click the checkbox at the end of the individual rows to
only validate some of the records.

( " Validate & Submit to AscenderPay

/ Select No.of Rows 25 ®

Employee No. Employee Name Job No. Paycode Paycode description
ABO160 Bantex, Brian o BEOM Bonus Payment
ABO110 Paris, Penelope 01 BOM Bonus Payment

2. Click on the ‘Validate’ button, which will validate the records with Ascender Pay. View
the status of each record under the Status column as an image icon. Records which
have passed validation will have a Status of ‘Success’.

Where a record has failed validation the status will be ‘Error’. Hover the cursor over the
Status icon to see the details of the error. Where a record has failed validation, it may
not be moved to Ascender Pay. For example:

@ Error I:I |

FAILED
PEEMPAD AAUZ00T 01 15-5EP-2018 DED ERROR: Deduction records exist on or after this
Start Date 13-SEP-2018

Summary Count for PEEMPAD Tahle

1 record read from PEEMPAD AP| parameter,
1 record failed validation and rejected.

0 records would be inserted into PEEMPAD.
0 records would be updated in PEEMPAD,

3. If a correction needs to be made by the Submitter, enter a rejection reason, select the
record by using the checkbox and click on the ‘Reject’ button. This will send the record
back to the original submitter who can make the correction and re-submit the record for
Approval.

®5tem Message

Records Sent back to user with
Rejected reason.

4.  Where a record has been validated successfully the status will change to
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5.  To move records to Ascender Pay select all records by checking the box in the top left
corner or select individual records by checking the box at the start of each record. Then
click on ‘Process to Ascender Pay’, which will move the records to the Ascender Pay
system.

6. Log in to the Ascender Pay application to verify the results.
AdHoc Payment records will be updated to FC924 — Timesheet Entry.

Allowance records will be updated to the Allowances tab of FC790 — Employee
Occupancy.

Deduction records will be updated to the Deductions tab of FC795 — Employee Pay
Distribution and Taxation.

Superannuation records will be updated to the Superannuation tab of FC795 —
Employee Pay Distribution and Taxation.

Tax (Aus.) records will be updated to the Tax tab of FC795 — Employee Pay Distribution
and Taxation.

TFN (Aus.) records will be updated to the TFN Declaration tab of FC795 — Employee Pay
Distribution and Taxation.
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All Records & History

At the bottom of each of the Express pages are sections which display ‘All Records’ and ‘History’.
Unless assigned view all access, only records which have been created and modified by the
logged in user will display in these sections.

To allow a user to view all records created by all users, they must be assigned to the
ASCENDER_EXPRESS_VIEW_ALL role within the ‘Assigned Users’ tab of FE600.

By default, these sections are collapsed when the pages first open.

Create New Records

Select No.of Rows 25 Search by Employee

e pRpe

> | All Records /

* | History

Click on to expand the section to view records.

'w All Records
o Temten  Gloms Gl | kb gmh  Omm CEER e Gosmton pyess | SR T S AR e o
23 19-NOV-19  ABOOO4 Buttersmith, Bobby 01 sus 18-FEB-19 PE Tae T Loc Location Allowance  06-JAN-20 N - xi::iéfpay
22 19-NOV-19  ABOS20 mistral, melanie 01 suB 25-FEB-19 cas e e one on aall 04-NOV-19 SN 'ﬁiﬂﬁpay
1-20f2
Use the search function to filter and locate specific records.
(=) All Records
QV 3b0004 | Go
Transaction Employee
ID Employee Name
Date No. pley
h
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All Records is a list of the records which have been processed or are currently saved and
awaiting processing for the transaction type eg, Allowances, Deductions etc.

(*) All Records

Transaction  Employee  Employee  Job  Occup. Ocaup. Employee - Paycode Start End  Agreed
1D Date No. Name No. o) Commence Status AwardgiCasincation ] Esvceds) description Date Date Rate Amcut Siats
Moved to
23 19-NOV-19 ABODO4 Buttersmith, Bobby 01 SuB 18-FEB-19 PE TAB TAB LoC Location Allowance 06-JAN-20 - N - Ascenderpay
- Moved to
22 19-NOV-19 ‘AB0820 mistral, melanie 01 sus 25-FEB-19 CAS TAB TAB ONC On call 04-NOV-19 - N -
AscenderPay
1-20f2
(r) History
Qv
A v E Row text contains 'ab0004
Batch
Transaction | Employee  Employee Job  Occup. | Occup. Employee Paycade Start  End  Agreed Client  No.
I No. Name No. Type  Commence Status Award  Classification  Paycode Description  Date  Date  Rate Amount  Status Userld APl Approver
Buttersmith, Location 06-
23 19-NOV-19 'ABODO4 Bobby o SUB 18-FEB-19 PE TAB TAB Loc Allowance JAN-20 N - Draft. ABEXPSAV
Buttersmith, Location - Moved to
23 19-NOV-19 'ABODO4 Bobby o SUB 18-FEB-19 PE TAB TAB Loc Allowance JAN-20 N - RscenderPay - 1003 ABEXPSUB
Buttersmith, Location - Ready for
23 19-NOV-19 'ABODO4 Bobby o SUB 18-FEB-19 PE TAB TAB Loc Allowance JAN-20 N Submit ABEXPSAV
Buttersmith, Location 05 Ready for
23 19-NOV-19 'ABODO4 Bobby o SUB 18-FEB-19 PE TAB TAB Loc Allowance JAN-20 N Submit ABEXPSUB
Buttersmith, Location -
23 19-NOV-19 'ABODO4 Bobby o SUB 18-FEB-19 PE TAB TAB Loc Allowance JAN-20 N - Success. ABEXPSAV
1-50f5

End of document
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