How to release payslips to Web Self- Sage
Service

Payroll Processing

1. Release payslips to Web Self-Service
1.1 Release payslips for All Pay Runs (Live Period)
1.2 Release payslips for specific Pay Runs

1.2.1 Live Pay Period
1.2.2 History Pay Period

2. Withdraw Payslips from Web Self-Service
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1. Release payslips to Web Self-Service
To release payslips to Web Self-Service from the Navigation pane:

Expand
Double click

Company Management
Company Rule
1.1. Release payslips for all pay runs (live period)

To release live period payslips for all pay runs highlight the live period and click on
Release Payslips to ESS.

B o Company Rule Detail |

=3

« |= 9@

I1X5HGG 0 0 % & B

Nen Delete Undelic  Save  Refiesh | Prevous Nextltem | Generate Rolover ReCalc TaxTables |  Release Check Broken Close
- Ttem al PaysipstoESS | Rues  Rules
Actions Item: 10f3 Item Actions Other
Navigation 2 | [ Company Rule | Company Ruie Detai | x
| @Ma.. | SgRec.. [ Con. Company 001 - Purple Productions Company Rule Code P_MONTH
[
Short Description PLrple Monthly Long Description Purple Monthly
& Entity Management v
Comments ~ | Rule Defauit Indicator [
[ Company Management ~ ||| staus A -Actve ~ Company Rule Currency | ZAR - South Affica, Rands -
Company Rue Details
+ s Herarchy Setup || Pay Period Rollover History
& Company Pay Cyde Defriton Record 1 of89 () X @ @ 0 @ @ @ = 3
+ [l Payrol Definitions Tax
B Company Rule Business Day Defirition BCEA Take On Periods o3
5 Payments Default Rules —
axvear +
G sageray Lesve Pay
Pay Aun Definiten
[ Remuneration Structures Period Status  Processing Status | Capture Status | Colendar Year  Galendar Month Pay Period Number InMonth  Pay Period InTax Year | StortDate  EndDate  BusnessDays In Pay Period Work Days In Pay Peri
(& GenericTax v H -History N -Normal A -Stop Al 2016 07- iy Sof 12 2016/07/01  2016/07/31 21 =
o » N ~Normal 0-Open 2016 08 - August 6of 12 201608/01 _ 2016/08/31 2
(v e - F - Future N -Hormal 0-Open 2016 09 - September 7of 12 2016/03/01  2016/03/30 2
 utites “ F - Future N -Normal 0-Open 2016 10 - October 8of12 2016/10/01 2016/10/31 21 U
— F - Future N -Normal 0-Open 2016 11-November 90f 12 2016/11/01  2016/11/30 2
¢ Generic Fields v
46k Parameters v Pay Run(s) for selected Pay Period
1@ revors . Recordlof6 @ @ £ @ £
Pay Run Defiifion Pay Run Status active Process Last Transaction Date Actual Processing Date Release To Ess
& sefserie - s R - o v ¢ meem v
L Exports v ANN_BON - Annual Bonus 5 - Inactive (m} (m) 2016/08/01 <none > o
& b comn ADIUSTMENT - Adjustment ... 0 -Open v (u} 2016/08/01 <none> o
5 Job Costing v
ADDITIONAL - Additional 0-Open v o 2016/08/01 <none> o
ZE Equity Management v INTERIM - Interim 0-Open 174 (m} 2016/08/01 <none> a
P 10b Profie Management v OVERTIME - Overtimie 0-Open 54 (] 2016/08/01 <none> o

The following message will be displayed.

Pecple

@ Are you sure you want to release payslips for all Pay Runs to ESS?

Click on Yes to release payslips for all pay runs to Web Self-Service.

The following message will be displayed.

w2

Pecple

@ Please recalculate all employees in the effected company rule(s)

Click on OK.
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Kindly note all active pay runs payslips will release to Web Self-Service for the live period.

Period Status Processing Status  Capture Status Calendar Year = Calendar Month = Pay Period Number In Month ~ Pay Period In Tax Year = StartDate EndDate  Business Days In Pay Period Work Days In Pay|
H - History M - Normal A - Stop All 2016 07 - July 5o0f 12 2016/07/01 2016/07/31 21
b M - Mormal 0-Open 2016 08 - August Gof 12 2016/08/01 2016/08/31 0
F - Future M - Mormal O -Open 2016 09 - September 7of 12 2016/09/01 2016/03/30 22
F-Fihirs 1 - Nrmn=l A - Anen A AN - Ortrher Raf13 &MY N1 ”

4

Pay Run(s) for selected Pay Period

Recordlof6 @ @ & @ &

Pay Run Definition Pay Run Status T Active Process Last Transaction Date Actual Processing Date Release To Ess
T o @ v e v
ANN_BON - Annual Bonus 5 - Inactive O O 2016/08/01 <none: i
ADJUSTMENT - Adjustment ... 0 - Open 1~ O 2016/08/01 <none> %]
ADDITIOMAL - Additional 0-Open ¥4 0 2016/08/01 <none’> %]
INTERIM - Interim 0 - Open M O 2016/08/01 <none>
OVERTIME - Overtimie 0 - Open 1~ 0 2016/08/01 <none: (%]
—
Click on Re Calc All to release the the payslips to Web Self-Service.
Iy (] T = N = & ;e} = [
P . &=
)% "= QO O % e il @ &
Mew Delete Undelete  Save  Refresh | Previous Mextltem | Generate Rollover| Re Calc |Tax Tables Release Check Broken Close
- Item Payslips to ESS Rules  Rules
Actions Item: 1of 3 Item Actions Other
Navigation a Company Rule | Company Rule Detail |
| @ MNa... Q Rec... E Co... Company 001 - Purple Productions Company Rule Code P_MONTH
Short Description Purple Monthly Long Description Purple Monthly
&, Entity Management v
Comments ~ | Rule Default Indicator [
ﬁ Company Management “ || status A - Active + | Company Rule Currency |ZAR - South Africa, Rands
- Company Rule Details
b 5= Hierarchy Setup Pay Period Management Generated Pay Periods | Rollover History
Pay Cydle Definition - -
£ Company By Cyde © @ Record60f89 © X @ @ @ @ @ A o 4
+ [ Payroll Definitions Tax
) . ) =
@ Company Rule Business Day Defiition BCEA Take On Periods [+
% Payments Default Rules —
e ax year =
R @ Sage Pay Leave Pay
[ Remuneration Structures - Pay Run Definition Period Status | Processing Status  Capture Status | Calendar Year  Calendar Month | Pay Perion
@_\ Generic Tax - H - History M - Normal A - Stop All 2016 07 - July N
] v
| e 1
AA Employee Management N | Pay Run(s) for selected Pay Period
_0{/"’ Utilities v Recordlof6 @ @ &® & &
T — PayRunD... PayRunS... Active Process ... Transaction... ActualProc... Release To Ess
) Generic Fields v ;
»{MAIN-Ma... O-Open M M isjosipl <none> [NV
45f Parameters v ANN_BON... 5 -Inactive O []  2016/08/01 <nones v}
Q Reports . ADJUSTM... 0O -Open ¥ ]| 2016/08/01  <none> W
ADDITION... O -Open ¥ ]| 2016/08/01  <nonex W
A self Service R INTERIM ... O -Open | []  z016/08/01  <nones il
2 Exports v OVERTIM... 0 -Open =il | 2016/08/01  <none> ¥

Click on Save.

1.2.

Release payslips for a specific pay run

The ‘Release To ESS’ checkbox allows the user to select the payslips per pay run that
must be available to employees when they log into Web Self-Service.

When the field is checked, the payslip will be available in Web Self-Service. When the
field is unchecked the payslip will not be available to the employees anymore. This
functionality may also be used for history pay periods.

1.2.1. Release live pay period payslips to Web Self-Service

To release live period payslips for a specific pay run highlight the live period and tick the
applicable pay run you want to release payslips to Web Self-Service.
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Company Rule Details

Pay Period Management

Generated Pay Periods. | Rellover Histary |

Par cyok befisen @ Orcodli® @ L %X 0 @ @ ® @ B = ¢
Business Day Defiition BCEA Take On Periods (i
Defauit Rukes
LeavePay Tax Year ~
Fay Run Defiiton Period Status | Processing Status | Capture Status | Calendar Year | Calendar Month | Pay Period Number InMonth  Pay Period InTax Year | StartDate | EndDate | Business Days InPay Period Work
H - History N - Normal A -Stop Al 2016 07 -July 50f12 201/07/01 2016/07/31 21
> o N - Normal O -Open 2016 08 - August §of 12 2016/08/01  2016/08/31 20
F - Future N - Normal 0 -Open 2016 09 - September Fof 12 2016/09/01  2016/09/30 2
F - Future N - Normal 0 -Open 2016 10 - October 8of 12 2016/10/01  2016/10/31 21
.
Pay Run(s) for selected Pay Period
Recordlof6 @ @ £ @ &
Pay Run Defirition Pay Run Status Active Process Last Transaction Date Actuzl Processing Date Release To Ess
» | 2 | MAIN - Main Payrun 0 -Open W V! 2016/08/01 <none> ™
ANN_BON - Annual Bonus 5 - Inactive (] O 2016/08/01 <nonex (]
ADIUSTMENT - Adjustmen... O -Open v O 2016/08/01 <nonex (]
ADDITIONAL - Additional 0-Open v O 2016/08/01 <nonex (]
INTERIM - Interim 0-Open v (] 2016/08/01 <none> 0o
QVERTIME - Overtimie 0-Open v O 2016/08/01 <nonex (]

Click on Re Calc All to release the the payslips to Web Self-Service.

© O % & |T/|ul @

EE %

Previous | MextItem | Genmerate Rollover |Re Calc | Tax Tables Release Chedt  Broken Close
Ttem All Payslips to ESS Rules  Rules
Item: 1of 3 Item Actions Other
{2 Company Rule | &2 Company Rule Detail |
Company 001 - Purple Productions Company Rule Code P_MONTH
Short Description Furple Monthly Long Description Purple Manthly
Comments + | Rule Default Indicator [
Status A - Active + | Company Rule Currency | ZAR - South Africa, Rands
Company Rule Details
Pay Period Management J Generated Pay Periods | Rollover History |
‘;Z’;C”“‘?”EWM © QrReordicfs @ [| X @ @ @ & @& @ ;
Business Day Defiition BCEA Take On Periods 03
Default Rules
[eave Pay Tax Year +
Pay Run Definition Period Status  Processing Status |~ Capture Status | Calendar Year Calendar Month | Pay
H - Histary M - Normal A - Stop All 2016 07 - uly “
. P _ - ' = = o ,
Pay Run(s) for selected Pay Period
Record1 of 6 () @ E] & k
FPayRun ... PayRun... Active Process... Transactio... Actual Proc... HRelease ToEss
» i) MAIN-M... 0-Open v| v 016801 <none> [V
ANM_BO... 5 -Inactive O | 2016/08/01  <none> =
ADIUSTM... O -Open v} [l  2016/08/01 <nane> O
ADDITIC... O -Open vy} []  2016/08/01 <nane> O
INTERIM ... O -Open M []  2016/08/01 <none> ]|
OVERTIM... O -Open M []  2016/08/01 <nane> O

1.2.2. Release history payslips to Web Self-Service

To release history period payslips, highlight the live period and un-tick the live period pay

runs which you do not want to release to Web Self-Service now.
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Company Rule Details
Pay Period Management
Pay Cyde Definiton
Tax
Businass Day Definition

Generated Pay Periods ‘ Rolover History ‘

© @ Recordlof®s @

@ @

e e e B

Default Rules
Leave Pay
Pay Run Definition

=
BCEA Take On Periods 03
TaxVear
Period Status  Processing Status | Capture Status Calendar Year Calendar Month Pay Period Number InMonth  Pay Period In Tax Year  StartDate | EndDate  Business Days InPay Period Work
H - History N - Normal A -Stop Al 2016 07 -y 5of 12 2016/07/01  2016/07/31 21
3 N - Normal 0 -Cpen 2016 08 - August 6of 12 2016/08/01  2016/08/31 20
N - Normal O -Cpen 2016 05 - September Fof 12 2016/03/01 | 2016/05/30
N - Normal 0-Cpen 2016 10 - October 8of 12 2016/10/01  2016/10/31 1

Pay Run(s) for selected Pay Period

Recordlof6 @ @ @ @ &

lease 10 Ess

Pay Run Definition Pay Run Status Active Process Last Transaction Date Actual Processing Date
» {65  MAIN -Main Payrun 0 - Open W v 2016/08/01 <none
ANN_BON - Annual Borus 5 - Inactive (m| (m} 2016/08/01 <none>
ADJUSTMENT - Adjustmen... 0 - Open M O 2015/08/01 <none
ADDITIONAL - Additional 0 - Open %4 O 2015/08/01 <nones>
INTERIM - Interim 0 -Open I~ 0o 2016/08/01 <none>
OVERTIME - Overtimie 0 -Cpen W [m] 2015/08/01 <nones>

(o e

Highlight the history period and tick the applicable pay runs for which you want to release
payslips to Web Self-Service.

Company Rule Detalls
Pay Period Management

Generated Pay Periods | Rallover History |

Pay Cyde Defiiition : :
e © © reconbsorm © X 0@ @6 eed 4
2
Business Day Definition BCEA Take On Periods 03
Defaut Rukes
Leave Py TaxYear
Pay Run Defiitior) Period Status | Processing Status | Capture Status | Calendar Year | Calendar Month | Pay Period Number In Month Pay Period InTax Year | StartDate | EndDate | Business Days In Pay Period | Work Days
» N - Normal A - stop Al 2016 07 - uly 5of 12 2016/07/01  2015/07/31 21
N -Normal O -Open 2016 08 - Avgust Sof 12 2016/08/01  2015/08/31 En)
F - Future N -Normal 0-Open 2016 09 - September Fof 12 2016/08/01  2016/03/30 2
F - Future N -Normal 0-Open 2016 10 - October Bof12 20161001  2016/10/31 21
‘
Pay Run(s) for selected Pay Period
Record1of5 @ @ £ @ & X

Pay Run Definition Pay Run Status Process Last Transaction Date Actuz| Processing Date Relesse To Ess
1ii5 MAIN - Main Payrun 2 -Processed [m] 2016/07/01 2016/08/15 ¥
ANN_BON - Annual Bonus 5 - Inactive (m} 2016/07/01 <none> (]
ADIUSTMENT - Adjustmen... 2 -Processed m} 2016/07/01 2016/08/15 [m]
ADDITIONAL - Additional 2 - Processed (m} 2016/07/01 2016/08/15 [m}
INTERIM - Interim 2-Processed v 2016/07/01 2016/08/15 O

Click on Re Calc All to release the the payslips to Web Self-Service.

° 0 &

e[ ul @ @ B

E]
Previous  NextItem Generate Rollover | Re Calc| Tax Tables Release Check Broken Close
Item Al Payslips to ESS | Rules  Rules
Item: 10f 3 Item Actions Other
Company R | & Company Ruie Detal |
Company 001 - Purple Productions Company Rule Code | P_MONTH
Short Description Purple Monthly Long Description Purple Monthly
Comments ~ | Rule Default Indicator [ ]
Status A - Active v Company Rule Currency | ZAR - South Africa, Rands
Company Rule Details
Pay Period Management | Generated Pay Periods | Rolover History |
’;ZC’*WW’"” ©® © Recordss50f @ o @ @ @ = T %
Business Day Definition BCEA Take On Periods [
Default Retes
Leave Pay Tax Year «
Fay Run Defirition Period Status Processing Status | Capture Status Calendar Year Calendar Month Pay Period Number In Month | Pay Period In Tax Year Start Date EndDate  Business Days In Pay Period | Work|
» M - Normal A-Stop All 2016 07-uly 50f12 2016/07/01 2016/07/31 21
@ |L -Live M - Normal 0-Open 2016 08 - August 6of12 2016/08/01 2016/08/31 0
F -Future N - Normal 0-Open 16 03 - September 7of 12 201610901 2016/05/30 2
F -Future N - Normal 0-Open 016 10- October 8of 12 2016/1001  2016/10/31 2
‘
Pay Run(s) for selected Pay Period
Recordlof5 @ @ £ © &

Pay Run Definition Pay Run Status Active Process Last Transaction Date Actual Processing Date Release To Ess
T |5 MAIN -Main Payrun 2 -Processed v [u] 2016/07/01 2016/08/15 ¥4
ANN_BON - Annual Bonus 5 - Inactive (m} (m| 2016/07f01 <none> (m|
ADIUSTMENT - Adjustmen... 2 - Processed ¥4 (m| 2016/07/01 2016/08/15 (m|
ADDITIONAL - Additional 2 - Processed ¥4 (m| 2016/07/01 2015/08/15 (m|
INTERIM - Interim 2 -Processed ¥4 ¥ 2016/07/01 2016/08/15 ]

Click on Save.
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2.  Withdraw payslips from Web Self-Service

Payslips can be withdrawn from Web Self-Service for history periods and the live period,
from the Navigation pane:

Expand Company Management
Double click Company Rule

To withdraw payslips from Web Self-Service highlight the applicable pay period and un-
tick the ‘Release to ESS'’ tick box next to the applicable pay run.

{2 Company Rule | &2 Company Rule Detail |

Company 001 - Purple Productions Company Rule Code P_MONTH

Shert Description Purple Monthly Long Description Purple Monthly

Comments ~ | Rule Default Indicator ||

Status A - Active | Company Rule Currency | ZAR - South Africa, Rands

Company Rule Detzils

Pay Period Management | Genersted Pay Periods | Rollover History |
ooy Cyok efnten @ OrRousol|@| ] %X @ @ 0 @ 8 & =L
Business Day Definition BCEA Take On Periods 0 :
Default Rules
LeaveFay TaxYear
Pay Run Defirition Period Status Processing Status = Capture Status  Calendar Year Calendar Month  Pay Period Number In Month  Pay Period In Tax Year Start Date End Date Business Days In Pay Period
H - History N - Normal 0 -Cpen 2016 08 - August §of 12 2016/08/01 2016/08/31
& H-History N - Normal 0 -Cpen 2016 09 - September 7of 12 2016/03/01  2016/09/30
5 N - Normal 0 -Cpen 2016 10 - October 8of 12 2016/10/01 2016/10/31
F - Future N - Normal 0 -Cpen 2016 11 -November 9of12 2016/11/01 2016/11/30
F - Future N - Normal 0 -Cpen 2016 12 -December 100f12 2016/12/01  2016/12/31

‘

Pay Run(s) for selected Pay Period

Recordlof6 @ @ @ @ £

Pay Run Definition Pay Run Status Active Process Last Transaction Date Actual Processing Date Release T0 E3s
» i3 MAIN -Main Payrun 0-Open = 2016/10/01 <none>
2| ANN_BON - Annual Bonus 5 - Inactive (| [} 2016/10/01 <none> m|
ADIUSTMENT - Adjustmen... 0 -Open m] 2016/10/01 <none> [m]
ADDITIONAL - Additional 0 -Open m] 2016/10/01 <none> [u]
INTERIM - Interim 0-Open il [} 2016/10/01 <none> [m]
OVERTIME - Overtimie 0-Open il O 2016/10/01 <none> [m]

Click on Re Calc All to withdraw the payslips to Web Self-Service.

% ev|mul @ Q0@

Generate Rollove] ReCalc |Tax Tables Release Check  Broken Close
All Payslips to ESS Rules  Rules
Item Actions ‘ Other ‘
£ Company Rule Detai
Company 001 - Purple Productions Company Rule Code  P_MONTH
short Description Purple Monthly Long Description Purple Monthly
Comments w | Rule Default Indicator  []
Status A - Active ~ | Company Rule Currency  ZAR - South Africa, Rands
Company Rule Details
Pay Period Management Generated Pay Periods | Rollover History |
Foy cyee befiasan O © recodizoral @ X 0@ e een = +
Business Day Definitiorr BCEATake OnPeriods| 0 3
Default Rules
Leave Pay Tax Year +
Fay Run Definiton Period Status | Processing Status | Capture Status | Calendar Year Calendar Month | Pay Period Number In Month | Pay Period In Tax Year Start Date End Date
H - History N - Normal O -Open 2016 08 - August 6of 12 2015/08/01 2016/08/31
& | H-History N - Normal O -Open 2016 09 - September 7of 12 2015/09/01 2016/09/30
v @ N - Normal O - Open 2016 10 - October 8of 12 20161001 2016/10/31
F - Future N - Normal 0 -Open 2016 11 -November 9of 12 2016/11/01 2016/11/30
F - Future N - Normal 0 -Open 2016 12 - December 100of 12 2016/12/01 2016/12/31
1
Pay Run(s) for selected Pay Period
Recordlof6 @ @ © & &
Pay Run Definition Pay Run Status Active Process Last Transaction Date Actual Processing Date Release To Ess
» | & | MAIN - Main Payrun 0-Open 1% %) 2018/10/01 <none>
2 ANN_BON - Annual Bonus 5 - Inactive 0 O 2016/10/01 <nones m
ADIUSTMENT - Adjustm... 0 - Open =i O 2016/10/01 <none> O
ADDITIONAL - Additional 0 - Open % O 2016/10/01 <none> O
INTERIM - Interim 0-Open [~ 0 2016/10/01 <none: (]
OVERTIME - Overtimie 0-0pen W (] 2016/10/01 <none> (]

Click on Save.
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