Instant Payroll Set-up and Quick Start Guide

Logging
7 BEESMEIR TN §, Contact your Private Banker Ing
News My Rewards r:y Boi::\s Transfer Pay Buy Send

Login to your FNB Online banking>>Click on My Accounts Menu >> Instant Accounting, once redirected to IA Home page, select Instant

Payroll under Home

After reading the Terms and Condition, tick the checkbox to continue.

Dashboard

ransactions DOebtors Creditors tems Budgets Reports Configure

Dasnoosra  Keylndicators  Select Business/Portolio | InstantPeyroll | instantBEE ¥ More
I

... Once on IA, under Home, select Instant Payroll.

Instant Payroll

Instant Payroll is a free value-added service from FNB.

Instant Payroll is a complete web-based payroll processing solution that helps you to manage your business’ payroll quickly and easily. It allows you to generate payslips and pay your
employees and third parties with minimum fuss.

Once you have loaded your business and employees on the system, preparing your monthly payroll and generating payslips is quick and easy. Instant Payroll also ensures that you, as an
employer, adhere to current SARS requirements. Instant Payroll allows you to have access to the system wherever you have an Internet connection.

Please read and accept the Terms and condltio

Setting Up new Entity/Business
The first time you login, you will need to fill in the following Business details:

. Enter your Business name

. Registration number

. PAYE NUMBER

. VAT Number

. Select your VAT Trade Division
. SARS UIF Number

. DOL UIF Number

. SDL Number

. Select SIC

After capturing all the fields then click thg,Save button

Name Name of byfiness * Registration Number Enter Registration Number
PAYE Number Entgf PAYE Number VAT Number Enter VAT Number
VAT Trade Division Choase - SARS UIF Number Enter SARS UIF Number
DOL UIF Numbér Enter DOL UIF Number SDL Exclude? -
SDL Number Enter SDL Number
sic Start typing to get a list of possible matche -~ -
m Cancel
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System will display the below panel for Contact Details , Physical Address, Postal Address, Business Bank Details, once updated click save.

To initiate the pracess of loading details click the Add/Edit Icon.‘

Contact Details

Physical Address &

Postal Address

G :

Bank Details

G £

Update Contact Details and then click Save.

Contact
Name Name *
Phone number(H) (999) 999-99999
Phone Fax(H) (999) 999-99999
Phone number(\W) (999) 999-9999
Phone Fax(W) (999) 999-9999
Mobile (999) 999-9999
Email joe@company.com
Close
Update Physical Address and then click Save.
Physical Address
Unit number Unit number
Complex hame Complex name
Street number Street number
Street name Street name
Suburb Suburb *
City City *
Country Choose... M *
¥
Postal code Postal code
Close
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If the Postal Address is the same as Physical Address, then click on the checkbox to copy the address, if not capture Postal address details then

click Save

Postal Address

|s the postal address same as the physical addressD

P.0 Box Address Line 1
Private Bag Address Line 2
Suburb Suburb
City City *
Country Choose... *
Postal code Postal code *
Close
Update Bank Details then click Save.
Bank Details
Bank Choose... *
Name Account holder name *
Number Account number *
Account Type Choose... *
Account Choose...
Relationship
Branch Choose...
Branch code Choose... *
Close
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Create Employees

How to load employees on the system.
Click on the Employees tab>> Then click on Create new employee to add employees into the system.

Employee List | =S Payrolls Reports  Configure EasyFile Export

Employees

First Name/Surname/Employee Number or ID number

Employees

First Name/Surname/Employee Number or ID number

Employee Number First name Surmame Identity Number Active

After clicking on Create New Employee, system will pop-up the below Demographic and Employment details to be captured.
Important Note for PAYE Purposes: Engagement Date — should accurately be updated, as PAYE (Tax) is calculated taking into account the day
the employee started.

System will display the below panel for Contact Details , Physical Address, Postal Address, Bank Details and Tax Details for updating, once
done click Save.

Title Chocse . First Nama Ermgployes First Mame -

Last Narme Empicvee Last Mame - Initiads Emgiayee indtials
Priferrod Narmi Emplcryee Lt Mame Khartity Typa Ol .
Icheentity Mumiber Empioyes identity Mumber » Date of Birth Date G Birth -
Cirrclirr Ly = Bk Cnode . -

Physical Disabilty Chocse . Hature of Person Chasse .

Job Tithe Emplcree Job Tithe Ernployes Numbar Emaploves Muimiber L]

e ECgaEr e Date 2017 /0301 - Discharge Date Dischsnge Date
Temporal Empicyes? Paymant Mathced Choase . ®

I e
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To initiate the process of loading details click the Add/Edit Icon.

Contact Detads cC . Priysical Adoress G = POsStal Address G = Bank Details G om
Leylor Lorts Uit Number: 234 Unit Nusber: 234

M (012)34 771 Complex Number Ror, Complex Number: Rowyal

v } Street Number: 450 Stroet Number 456

M 29 Street Name: Crescent RD Street Name: Crescent RD

€ nlordip co Suurty Mavand Suburty Mo

Crty. Johannesturg Oty Sorarreibury
Postal Code: 2000 Postal Coder ¢

Tax Details G m

EffectiveDate 2(017/03/01
Reference N 2773547159

Ensure the correct Number of Dependents is captured for PAYE (Tax) purpose and click Save

Taxation
e
Tax Status Normal Vvl
Tax Reference No. 1234567 »*

UIF Exempt? i

Pays Own Medical i
Aid?

No. of Dependants v *
(excl. Main Member)

Close

Important note — Employers should obtain proof from Employees at all times should there be any changes in their medical aid dependants
as medical aid tax credit reduces the employees’ PAYE liabilities.

Capture the following and Save
1.  Tick “Pays Own Medical Aid” checkbox for employees who pay their own Medical aid.
2. Specify the number of Medical Aid dependants. Note this exclude the main member as the system is configured to read the Main
member in, once you select “Pays own Medical aid”
3. Current Tax Year 2018 — Medical Aid Credits. (This amount changes, annually with Budget speech) update to the system will
automatically be done for all Clients.
. R303 Main member
. R303 Second dependent,
. R204 Additional dependent, with no limit applied to additional dependents.
Repeat the process until you have captured all your employees.
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Upload Employee’s List

You can also upload a list of Employees into the Instant Payroll.
The system provides a template with all mandatory fields to be captured.
NB: Please note the system will reject any file with blank records or with missing mandatory fields.

For more information on rules and how to upload employees list click “Help” Icon
To download the “Employee Template” click download icon

Employees Upload Employees Payrolls Reports

syFile Export \

File Uploader

'Drop ﬁles to upload

(or click)

To initiate the process of uploading your employees list >>> Click “Upload Engloyee List”

P

Employee List Payrolls Reports Configure EasyFile Export

Employees First Name/Surname/EmMNgyee Mumber or [0 number All Employees Q
Employee Number First name Surname Identity Numbe Active
123 Machaba Lebogang 9005076108086 v

Size: 10 w Pagezlof1

Create New Employee Upload Employee List

To proceed with uploading the employees list you have to provide “Cgpsent” by ticking the checkbox
And then click “Accept” 7’1

Client Conse Employees  Payrolls  Reports  Configure  Eg#{File Export

Client Cg/nsent

Please select the tickbox to consent upload nfﬂlanewempluveel

Decline
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For uploading the employees list, drag and drop the file or browse and select it.

Employees Upload Employees Payralls Reports Configure EasyFile Export

File Uploader e @

'Drop ﬁ’es to upload

(or click)

Success

35 Out Of 35 Employees Successfully Uploaded.

After you have successfully uploaded the employees list, you can check for uploaded Employees by
Clicking “Back To Employees”
=

7[%
Employees Upload Employees Payralls Reports Configure EasyFile Export

File Uploader e | ®

"Drop files to upload

(or click)
Back To Employee:
T
Employee List Payrolls Reports Configure EasyFile Export
Employees First Name/Surname/Employee Number or ID number All Employees a I
First name Sumame Identity Number Active

123 Machaba Lebogang 9005076108086 -~
1 Sarah Matlaila 7005157679787 -
2 Laurelle Simonetti 8107048876543 ~
3 Estia Copping BE07206543213 -~
CHNOO1 CATHY NAIDOO 7210018765432 -~
4 Tania Elizabeth Fourie B704229876547 -
s Irene MBbonambi 7209179877666 -
= Elizabeth Mbongwe BE06275545665 -
T Sheree McGillycuddy 5905076546678 -
& Minnie De Beer 7101046889876 -
Size: | e PaEe:lofs

Create New Employee Upload Employee List
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And you can also download or view a report for uploaded Employees.
I

W
Report List Emplayees Payrolls WGELIGEM  Configure EasyFile Export
rFe

Name Description
IRP5 IRPS
EMP201 EMP201
EMPS01 EMP501
Costing Costing
Period Net Pay Period Met Pay
Employee Deductions & Employer Contributions Employee Deductions & Employer Contributions
Payments Payments
Payslip Payslip
Provident / Pension Fund Provident / Pension Fund
Employee Details Employee Details
Employee List Employee List

Employee Upload
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Payroll & Payrun

Create Payroll

NB: Payroll is a Tax year which is from 1 March YYYY - 28/29 February YYYY

Payroll will only be created according to the Tax year, therefore there should only be one payroll for a tax year.

Important Note: An employee should only have one record per Payroll and not more than two within the same entity as the year to date
calculation will not balance.

Current Tax year:
1 March 2017 — 28 February 2018
2018 Tax Year End

Click on Payroll >> Create New Payroll

r
Payroll List Employees Reports Configure  EasyFile Export

Name Type Tax Year Start Tax Year End Status

Create New Payrall

A new window will pop up, allowing you to capture the payroll details such as Name>>Type>> Tax year Start date.
Tax year End date will auto be populated and it cannot be amended. This will always be greyed out.

Payrall
Marne ABC Salaries
Typa MMonthiby -
Tax Year Start 2017/03/01
Tax Year End 2018f02/28
Click Save.

After successfully creating a Payroll then click on it “ABC Salaries” to create Payruns.

Name Type Tax Year Start Tax Year End Status

ABC Salaites Month 2017/03/01 2018,02/28 Oper 2017/11/02 p

Create New Payroll
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Create New Payrun

Create New Payrun = A monthly / Weekly payment in respect of employees’ salary/wage.
All payslips should be created here to effect payments to employees and to determine PAYE, SDL, UIF, and Pension limit of R350k/27.5% of
remuneration per annum when calculating employees’ Net salary.

The year to date (YTD) calculation will take into account all payruns within a “payroll”

. Each Payrun is checked and verified monthly by “Clients”.

. Each Payrun has to be verified and accepted as correct, employer cannot reopen and recalculate previous months, salaries /
payments.

. The only exception would be, to allow Clients to keep the Payrun open until the 5™ of each new month to apply any corrections
referring back to the previous month Payrun. After the 5™ of each new month, Clients will have no access to amend / adjust any
records going back historically as this will impact your payments & submissions to SARS.

. New Payrun creation, the system will auto close the previous month Payrun irrespective of the cut-off date being the 5t

Payroll: Luminous Salaries
Tax period: 2017/03/01 - 2018/02/28

Period # Period Start Period End Closed

Create New Payrun

Capture the Payrun details and click Save:
Once the Period Start Date is selected system will automatically populate Period Number.
. 1 March 2017 — 28 February 2018 = 2018 Tax Year End

Payrun
Period number 1
Period Start Date 2017/03f01
Paeriod End Date 2017f03/31
Pay Date 2017/03/25
Run Message 1st Payment

Payrun successfully created, now create payslips for employees by clicking on period 1.

Payroll Lumingus Salanes
Taxperiod: 2017 /03/01 - 2018/02 /28

Pariod # Pericd Start Period End Closed

1 2017/03/01 2017/03/31 - -

Create Mew Payrun
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Create Payslips
Click on the Payrun which was created and initiate the creation of payslips by clicking “Add Payslip”
Payroll: Luminous Salaries

Payrun #: 1 for period #: 1 [Period: 2017/03/01 - 2017/03

Employee Employment

Add Payslip

After clicking Add Payslip, the below window will open.
Select the name of the Employee you wish to create a payslip for

Payrolk: Luminous Salaries
Payrun #: 1 for period # 1 [Period: 2017/03/01 -2017/03/31 )
Employee:

Choose employee

Earning(s)

Deduction(s)

Total 000 Total 000 Tozal 000

Contribution(s)

Tos (=]

Summary
Remuneration 0.00
Deductions -0.00
Net pay: 0.00

Earnings, Fringe Benefits and Deductions

Payroll: Luminous Salaries
Payrun #: 1 for period # 1 (Period: 2017,/03/01 - 2017,/03/31 ]
Employee:

Chocse emplopes

Fringe Benefits Deduction(s)
Total 0.00 Toral 0.00 Tatal Q.00

Summary
Rermuneration 000
Deductions - 000

Met pay: 0.00
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To capture the values click on the Add/Edj capture values and Save

Earning(s)

Fringe Benefits

Total 0.00

Capture all the applicable earnings for the selected employee.

Important to note:

The system will auto populate the previous payslips into the new month’s payslip but the client should ensure that the amounts captured
are correct.

Pavyslip - Earning(s)
Basic Salany & ss01 a
Basic Salary (Caloulated) & ze01 m o
Bonus & zeos o
Commission @ zcos o
Leave Encashment @ z=sos o
Other Allowance {(Mon-Taxable) B =71z o
Other Allowance (Taxable) @ z7is o
Owertime 1.0 © ss01 o
Owertime 1.5 O zs01 o
Owvertime 2.0 O zs01 o
Reimbursed Kilometres Owver Limit @ z7voz m o
Reimbur=sed Kilometres Under Limit @ z7os ] o
Trawvel Allowance @ z7o1 o

Capture all the applicable Fringe Benefits for the selected employee.

Fringe Benefits
Employer Pension Fund Contribution ﬂ 3817 o
Ermnployer Provident Fund Contribution ﬂ 3825 o
Employer Retiremant Annuity Contribution ﬂ 3828 o
General Frings Bensfit - Taxahle ﬂ 3801 o
Medical Aid O =510 o
| . |
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Capture all the applicable Contributions / Deductions:

Before loading any private Pension / Annuity / Provident all employers are required to obtain the relevant certificates / proof of membership
from their employees, in order to allow the deductions on the payroll system.

Pavslip - Deduction(s)

Advance © spvance
Employes Pension Fund Contribution {PC) © oo
Employes Provident Fund Contribution (PC) O :pos
Employes Retirement Annuity Contribution (PC) ﬂ 4006
Emplover Pension Fund Contribution 5 La72
Employer Provident Fund Contribution ﬂ L4T 3
Employer Retiremeant Annuity Contributionn ﬂ L4TE
Interest on Loan O NTEREST
Loan Repayment ﬂ Loan
Medical Aid O :oos
Other O other
Paye As You Earn (PAYE) 9 10z
PAYE Bonus O 1oz
Savings B saving
Unemployment Insurance Fund (UIF) ﬂ £141

Deduction(s)
Advance -300.00
Paye AsYou Earn (PAYE) 621.00
Unemployment Insurance Fund (UIF) 100.00
Employee Retirement Annuity Contribution 100.00
Employee Provident Fund Contribution 100.00
Employee Pension Fund Contribution 100.00
Total 721.00
1. Employee Pension Fund Contribution (4001) = R100.0d
2. Employee Provident Fund Contribution (4003) = R100.00
3. Employee Retirement Annuity Contribution (4006) = R100.00
4.  Advance (Total) — R300.00

The Sum of Code; 4001; 4003; and 4006 should be incorporated into Advance with a negative (-) as per above diagram, to ensure that the

employees’ net salary is not reduced.
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The purpose of this exercise is to allow PAYE relief on the payroll system for employees who already have their own Private - Pension/ Annuity
/ Provident with registered Private Financial Institutions.

Finally after capturing all the relevant values click the ‘Calculate’ button to generate a payslip.

Eaming(s) Fringe Benefits Deduction(s)
Total 0.00 Total 0.00
Contribution(s)
Total 0.00
Summary
Remuneration: 0.00
Deductions -0.00
==
Net pay: 0.00

Repeat the same process until you have generated all payslips for your employees.
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Processing the payment

To process payment do the following
Click Payrolls >> Payrun then click on the drop down arrow on the far right of the Payrun/period you want to process and click on pay.

Period ¥ Period Start Period End Closed
1 2017/03/01 2017/03/31 ) | -
Eait
Create New Payrun Remove
Close
[_Pe |

Once you've clicked Pay, you should choose the Account you want to pay from, the Service Type, Action date and Reference then click Send

payment.

Under Service Type consist of the following options:

1.  SargeDay - this means that once the ACB file has been uploaded and processed, the payment(s) will be made on the same day.
keep in mind, in order for the payment(s) to be processed on the same day, the file needs to be uploaded and processed
13H00 each day (in other words, reflect in the employee’s account on the same day).

IF’aymgnt i ln-;,m-,\w, Payrolls Repors Configure EasyFile Export

Please note that once sgnitted, EFT payments can take up 1o 30 minutes 1o reflect on FNB Online Banking
Account Choose account .
Service Type Choose service type .
Action Date 2017/25/03
Reference Referaence
Empiloyee Number Employee Account Detalls Amount
S

Success

File: Uil to FRE online Danking

Once you select “Send Payment”, an ACB file will be generated and uploaded into the FNB online banking account (this takes between 15 to
30 minutes). To process with payment, complete the following steps:

15|Page



1.  Loginto your Online Banking

7 TN X, Contact your Private Banker B Inkf

My Bank

Accounts TR Pay Buy Send

Mews My Rewards

2. Select “Pay” then select “Pending Payment”

CoFNB

Neran My Rowards

e [ rm]

12345678%0

2017/03/25

500.000.00

Recipient Account Recipient Reference

1234567890 Salaries_123

TRy T RIS ORTEe

3.  Select the pending payment by ticking the checkbox and confirm payment

? Help \{ ContactUs

My Elank

My Rewards v o Sond Money

Pending Payments
EIZTR

An Batch Name

Salaries_170325 25 Mar 2017
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Enter OTP and submit

Please enter your OTP

One Time PIN (OTP) | sasuss m
Didn’t receive OTP? Resend to pnmary option 072***7133

Download the Banking App and experience
Smart inContact to approve transactions securely

Smart inContact, our interactive messaging system has
replaced your OTP to approve transactions securely.

iy’ ==
-+ = = <
L=}
e ——

0 Appsiore
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Reports

You can print/e-mail various reports from the system including payslips
Click on reports, select the report you wish to view.

Report List Employees Payrolls - Configure

EasyFile Export

Name

IRPS

EMP201
EMP501
Costing

Period Net Pay

Employee Deductions & Employer Contributions

Payments

Payslip

Provident / Pension Fund
Employee Details

Employee List

Description

IRP5

EMP201

EMPS01

Costing

Period Net Pay

Employee Deductions & Employer Contributions
Payments

Payslip

Provident / Pension Fund
Employee Details
Employee List

You can view the report on screen by clicking “View” and you can download it by clicking “Download”

IRP5 Employees Payrolls Configure EasyFile Export
s

Payroll:

2017: CherryBerry Salary Tax Year 2017-2018
Payrun:

1: 2017/03/01 -2017/03/31
Emploree:

All

The request filed with HTTP skatus 404: Not Found.

TwtterpttrrorreTt to the report server failed. Check your connection information and that the report server is a compatible version.
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Support User Access

You can allow the Instant Payroll Support Team to only have viewing access to your entity in-order to help in resolving your queries.

NB: You have the functionality of setting the access expiration date and you can manually revoke it at any time.

NB: The set expiration date should not exceed 14 days and when the expiration date is not specified, system will apply the default expiration
date to 24 hours before access is revoked.

To grant access to an entity, you should log into that specific entity and follow the below steps:

Click “Configure” >> click “Access Management”

And then accept “Consent” by ticking the checkbox.
T

Create Employees Payrolls Reports Configure EasyFile Export
rFs

Business Details

Lebogang 1

| hereby confirm granting access to FNB Support Usel@

Save Changes

Tick the “Grant Agcess” checkbox and specify the “Expiration date”, then click “Save Changes”

EasyFile Export

7
Create EmplDyeE\Paymlls Reports

Business Details

Lebogang 1

| hereby confirm granting

nccess to FNB Suppoft Users

Note: Expiration date should not exceed \& days

Expiring Date: Access end date

Create Employees Payrolls Reports Configure EasyfFile Export
rFy

Business Details

Lebogang 1

| hereby confirm granting access to FNB Support User &

Mote: Expiration date should not exceed 14 days

Expiring Date: 2017/05,@

To revoke/access Untick the checkbox
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If you have multiple entities you can also grant them access by logging into Instant Payroll then follow the below steps
Click “Access Management” >>

| &

Select Business Employees Payrolls Reports Configure EasyFile Export
Ll

Business Details Access Management
il

Businesses

11490

Lebogang 1
Machabal

Accept the Consent for granting access to Support team by ticking the checkbox

Create Employees Payrolls Reports Configure EasyFile Export
ry

Business Details

Lebogang 1

| hereby confirm granting access to FNB Support Userl

Save Changes

Then set expiration date for entities to be accessed by Support Team
., e

Select Business Employees Payrolls Reports Configure EasyFile Export
.

Business Details

Grant Access to businesses

| hereby confirm granting access to FNB Support User &

Mote: Expiration date should not exceed 14 days

~ Name Sel AnCl Expiration Date
11480 2017/05/11
Lebogang 1 =] 2017/05/15
Machabal 1=} 2017/05/18

Save Changes
,

Zz=
To revoke access untick Entity/entities then click “Save changes”

For further support and feedback please contact the Instant Solutions Team on:
Email: instantaccounting@fnb.co.za
Telephone: 0860 22 22 55
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