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UNIT4

About this document

Copyright

Copyright of the attached documentation is the property of UNIT4 N.V. and/or its group companies.
Reproduction of this documentation for any purposes is prohibited without the prior express written
authorization of UNIT4 N.V. or its group companies. Any unauthorized use, copying or sale of the above may
constitute an infringement of copyright and may result in criminal or other legal proceedings.

Copyright © UNIT4 N.V. and/or its group companies. All rights reserved. Any other brand names and/or
trademarks referenced herein are either registered or unregistered trademarks of their respective proprietors
Context

Unit4 has developed the Nonprofit Model (NP Model), which is the approach to deliver out of the box
capabilities embedded in the software based on best practices for Nonprofit organizations. It is supported by
additional database configuration, documentation and an iterative delivery model.

Workstreams

The NP Model consists of several workstreams. For each of these workstreams, documentation is available
that describes the supplied capabilities. The following workstreams are available:

» Finance (mandatory) e Payroll

» Budgeting » Travel & Expenses

e Asset administration e Project Cycle Management
* Procurement » Award Management

e Sales e System Administration

* Human Resources » Volunteer Management

The workstreams setup is predefined based on the process scoped for the solution. In the personalization
phase, the information specific from the customer is configured. Unit4 ERPx is a highly flexible and agile
solution that can easily be adapted to support different system setups and processes.

Intended audience

The intended audience of this documentation is Payroll department who are familiar with all processes
completed by the Payroll department from data collection to reporting. Readers are not required to know all
the details of human resources processes. However, some knowledge of Payroll basic concepts be
advantageous for the reading of this documentation.
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UNITA4
Payroll

The Payroll process contains all the activities involved from capturing benefits and allowances for personnel,
the gross-net calculation of the payroll and processing of the payroll resulting in payment to the employee.
The described structures and processes are based upon the software capabilities provided with Unit4 ERPx.

The Payroll workstream is entirely part of the Additions scope of the NP Model. This workstream’s
prerequisite is the Human Resources workstream for the Core scope and the Finance workstream Core
scope.
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Benefits and allowances

Resource level

The Employee record contains a set of predefined fields to capture all payroll rates, benefits and allowances.

i= X20 Personnel x

Resource

Lookup
|20001 | E"|

Savyer, James

¥ Show relation history

[#] Human Resources

4 Payroll Group

|:| Relation Relation value Description Date from Date to Status Create history

D Position (POSNO) PO30030 Project Manager 1/1/2018 12/31/2089 Active
|| Period type (PERTYPE) GL Accounting period 11/24/2020 12/31/20989 Active
[7] Allowance 1 (ALLOW1) 1 Yes 11/24/2020 12/31/2099 Active
[ Bensfit 1 (BENEFIT1) 1 Yes 11/24/2020 12/31/2099 Active
[[] Deduction 1 (DEDUCTION1) 1 Yes 11/24/2020 12/31/2099 Active
] Loan1(LOANI) 1 Yes 11/24/2020 12/31/2089 Active
|:| Salary Fixed Connection (PAYTYPE) 1 Fixed Salary 11/24/2020 12/31/20989 Active
[ [erms ang Concitions (EPTERMS) | = | ] 117242020 || 123172000 | |metne |- (-]
[7] Weeks per year % (WEEKSPY) 050 050 11/24/2020 12/31/2088 Active

Figure 1 - Payroll information at employee level — values amended / extended as per localization requirement

The NP model offers the following out of the box:

Benefits, Deductions & allowances

Benefit 1-5 Benefits assigned to the resource (up to 5 variants)
Allowance 1-5 Allowances assigned to the resource (up to 5 variants)
Deduction 1-5 Deductions assigned to the resource (up to 5 variants)
Loan 1-5 Loans assigned to the resource (up to 5 variants)

T&C Terms & conditions

Week type Defines payroll period (e.g. weekly or monthly payroll)
Week years Number of weeks per year percentage

Pay type Salary fixed connection
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Position level

To support resources’ benefits and allowances to be prepopulated based on their position, these are added
on the position level.

i= X20 Position register =

Position register

Position Relations Employment

Position

Looku;
PO30000 | e |

Human Resources Manager

¥ Show relation history

|:| Relation Relation value Description Date from Date to GL Analysis Rate Fixed Report Create history
[ Position (POSNO) PO30000 Human Resources Man...  1/1/2015 12/31/2098 M ] ] ]
[[] Costeentres (COSTC) 1/1/2015 12/31/2089 O O O
[] Allowance 1 (ALLOW1) 1/1/2015 12/30/2088 O O O O
[] Allowance 2 (ALLOWZ) 1/1/2015 12/30/2098 M ] ] ]
[] Allowance 3 [ALLOW3) 1/1/2015 12/30/2099 O O O O
[] Allowance 4 (ALLOWA) 1/1/2015 12/30/2088 O O O O
[] Allowance 5 (ALLOWS) 1/1/2015 12/30/2098 M ] ] ]
[[] salary Fixed Connection (PAYT... 1/1/2015 12/30/2099 O O O O
[ | Weeks peryear % (WEEKSPY) 1/1/2015 12/30/2088 O O O O
[ Terms and Conditions (EMPTE... 1/1/2015 12/30/2099 [l | | |
[] Location (LOCATION) 1/1/2015 12/30/2099 O O O O

Figure 2 - Payroll information on position level — values amended / extended as per localization requirement

Benefits, Deductions & allowances

Allowance 1-5 Allowances assigned to the resource (up to 5 variants)
T&C Terms & conditions

Week years Number of weeks per year percentage

Pay type Salary fixed connection

Proprietary and Confidential 7



UNIT4

Gross pay calculation

Gross pay elements

A set of formulas is provided to calculate the gross salary for an employee using the described employee
benefits, deductions and allowances.

The following payroll components are part of the gross pay calculation. Fixed components are added on
employee or position level, variable components are part of the variable payroll transactions entry. Calculated
components are automatically calculated by the entry of the fixed and variable components.

Gross pay elements

1001 Allowance 1 Fixed
1002 Allowance 2 Fixed
1003 Allowance 3 Fixed
1004 Allowance 4 Fixed
1005 Allowance 5 Fixed
3000 Benefit 1 Fixed
3001 Benefit 2 Fixed
3002 Benefit 3 Fixed
3003 Benefit 4 Fixed
3004 Benefit 5 Fixed
3100 Deduction 1 Fixed
3101 Deduction 2 Fixed
3102 Deduction 3 Fixed
3103 Deduction 4 Fixed
3104 Deduction 5 Fixed
3200 Loan 1 Fixed
3201 Loan 2 Fixed
3202 Loan 3 Fixed
3203 Loan 4 Fixed
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Gross pay elements

3204 Loan 5 Fixed
2030 Shift Premium Variable
2040 On Call Variable
2050 Travel time Variable
Z100 FTE annual salary Calculated
Z101 Actual annual salary = FTE annual salary * (Contracted hours / Standard weekly =~ Calculated

hours) * (Weeks per year 5/ 100)

Z102 Monthly salary = FTE annual salary * (Contracted hours / Standard weekly hours) Calculated
* (Weeks peryear5/100)/12

Z103 FTE = Contracted hours / Standard weekly hours Calculated

Z105 FTE *incl. weeks per year% = (Contracted hours / Standard weekly hours) * Calculated

(Weeks per year % / 100)

Z106 Hourly rate = (FTE annual salary / 52.143) / Standard weekly hours Calculated

2107 Casual hourly rate = (Actual annual salary / 52) / Standard weekly hours Calculated

Z108 Daily rate = Actual annual salary / (Contracted hours/Standard weekly hours) / Calculated
365

Z200 Standard weekly hours Calculated

Z201 Contracted hours Calculated

7202 Weeks per year % Calculated

Gross pay accounts

The gross pay elements are defined with the following payment & deduction codes and associated GL
accounts based on these components.

Basic pay
o e e
1000 Basic pay 513010 Staff salaries
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Allowances

_ Component Account Balance account

1001 Allowance 1 513030 Employee allowances
1002 Allowance 2
1003 Allowance 3
1004 Allowance 4
1005 Allowance 5
Benefits
o Jomonn Jrom e
3000 Benefit 1 513070 Other benefits & compensation
3001 Benefit 2
3002 Benefit 3
3003 Benefit 4
3004 Benefit 5
Deductions
o e T N
3100 Deduction 1 334000 Retention payables
3101 Deduction 2
3102 Deduction 3
3103 Deduction 4
3104 Deduction 5
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3200

3201

3202

3203

3204

Loan 1

Loan 2

Loan 3

Loan 4

Loan5

Variable entries

513130 Employee allowance

2000 Regular hours 513010 Staff salaries

2001 Casual hours 513130 Employee allowance

2010 Overtime x 1.0 513020 Overtime

2011 Overtime x 1.5

2012 Overtime x2.0

2020 Overtime x 1.0 time 513020 Overtime
bank

2021 Overtime x 1.5 time
bank

2022 Overtime x 2.0 time
bank

2030 Shift premium 513130 Employee allowance

2040 On Call

2050 Travel time

2099 Severance payment
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Generated entries

5005 Total gross pay 513010 Staff salaries 513010 Staff salaries

9999 Net pay 321010 Employee wages and salaries payable (AP)

Gross pay calculation

The gross pay component is calculated using the following Payment & Deduction codes

Basic pay
e e
1000 Basic pay 513010 Staff salaries

Allowances (+)

O e R

1001 Allowance 1 513030 Employee allowances
1002 Allowance 2
1003 Allowance 3
1004 Allowance 4
1005 Allowance 5

Variable entries (+)

O e R

2000 Regular hours 513010 Staff salaries

2001 Casual hours 513130 Employee allowance
2010 Overtime x 1.0 513020 Overtime

2011 Overtime x 1.5

2012 Overtime x2.0
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R e

2030 Shift premium 513130 Employee allowance
2040 On Call

2050 Travel time

2099 Severance payment

Deductions (-)

R e R

3100 Deduction 1 334000 Retention payables
3101 Deduction 2
3102 Deduction 3
3103 Deduction 4
3104 Deduction 5

Total gross pay

R e N

5005 Total gross pay 513010 Staff salaries
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Variable payroll transactions

Register variable payroll transactions

Incidental payroll transactions are entered in a dedicated screen and added on top of the regular payroll

entries.

Variable payroll transactions

¥ Default values

Payroll

[l Status Workflow state

Resource

Period

FD

Mumber Amount

| | Criter |

[ ] Dratt
E
| acd | Deiete || Draft || Reacy |

2 Payroll details

Period type

Sawyer, lames

Period =

202011

Payroll pericd | - |

202011

2030

Resource *

850.00 0.00
0.00

PD*

Sawyer, James

m
<

‘ 2030

PR

Position

Project Manager | - |
PO30030

202011

20001

Shift premium

Description *
Stand-by fee

No/Base

Rate

Amount

Exclude from backpay

0.00|

# GL Analysis

Account*

Cat1*

513130 | e ‘

QOCOR

Tax system

Employes allowance

Use as default

Corporate Cost Centre

Review variable transactions

Figure 3 - Variable payment entry

Variable payroll transactions are sent for review in workflow to the cost center manager.
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X20 Process definition

Process tree

4 faw Process definitions

|» @ Human Resources
I @@ Finance
| @ Procurement
| @l Award Management
| mm Project Cycle Management
| @ Budgeting
I Sales
| mm Volunteers
b @ Travel expenses
4 I Payroll
Bi variable Pay

B Manual user steps

«  Variable Pay

- Version 5/5 - Active
Q\ | i} Element type: Variable payment and deduction tra...

Updated: SYSTEM 10/12/2020
( O Stat |

l

E 2

Variable pay
Approval

Amend
Variable Pay
L Reject

E Approve

v

@

Figure 4 - Variable payroll review process
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Gross-net calculation

The payroll configuration supports a calculation engine to generate the gross to net calculation of the payroll.
This gross-net calculation relies on local setup for tax, social fares and other regulatory calculation items.
Since this is highly localized, it is either part of your implementation project or is pre-determined in the model
localized configuration.
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