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1. Introduction: PayEasy payroll and HRM system

1.01 Help system

Help Index:
e To access a help topic, choose Help > Index > F1, and select the topic from the Topics list on the
left.
e Todisplay a See also topic, click on the blue underlined text along the top of the PayEasy+HR
Help window.
PayEasy Help. File Size: Data 8MB, App 227TMB
Select rom 221 topics: Sesalsn Learning PayEasy+HR
| y ] 2o ®
| [Activiies for D aly Processin P 0
x-‘«dld aln employeg & Topic  [Introduction to PayEasy+HR | PayEasy II:la
Adjust Leave
Adjust loan
Adivst records Help Index
Adjustrrients far the makith . o
Advertize Jobs » Select a help topic from the Topics list in the left panel. S fﬂ‘.;:i’;ﬂ___”“"““u
x}}!acate hifts » Todisplay a See also topic, click on the blue text along the top of this window. HERTS

Context sensitive help:
¢ Most data fields have balloon help — place the mouse pointer on the field for it to appear:

¢ In any form, press function key F1 for context sensitive help. el sl
e Click on the LYJ button for specific help. Lisar name =)
Fazcveard | Py
Learn about PayEasy+HR: Enter your password,
e Open the training file TrainingPE.mde to see what data to enter, —“J'“'”““"ﬁc::“.“‘E":"“'"
and what the reports look like. T

Assistance:

e If you experience problems with this software, send the developer an email: select the option Help
> Email Error report.

¢ Did you forget your password? Contact info@payeasy.co.tz and mention your company’s name,
phone number.

¢ Note that PayEasy+HR software comes with a three months’ free helpdesk included. After that,
you will need to have a support agreement: www. payeasy.co.tz/support

1.02 Navigation buttons

Purpose Navigations buttons let you move between records.

Current Last Number
record record of records

Record: [E] [ 2 (- J1]kH

New
record

Previous Next
record record
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1.03 Menus

Purpose Use menus to select options.

PayEasy has nine menu tabs:

e Home File management commands for backing up and restoring your company
file.
Options that affect all data like reset, recalculate, post and others.

e Dataentry Enter employee data.

Configuration of drop down values, rates (for example: PAYE table).
Set user rights

e Payments

e Statutory Make outputs, such as salary slips, summaries, official forms for TRA,
pension funds, banks, and others

e Summaries

¢ HRM Processing Included with an HR license. Enter Human Resource data.

¢ HRM Reports Included with an HR license. Make outputs for Human Resource
management information.

e Options

e Help Options for assisting users with using PayEasy.

Ribbon Commands may be greyed out and inaccessible because either:
e The current month was already posted.
¢ Your rights do not allow you to access these options. Set user rights with Options > Users

.'t!n ca 3 @ N
W
- Home Data Entry Payments Statutory Summaries HRM Entry

o WBEy T g g e g

COpen Data Back Restore QuickBooks Make Recalculate  Set Reset  Post
File - F5 up IF Export File || payroll - F9 Current
File Montn Sreyed

In this menu commands (or “options”) are referred to as Tab > Group > Command, for example
Home > File > Backup

If the resulting form has its own tabs, and is divided in sections, then the complete reference may be

like:
Data entry > Data > Employee Info > Tab: Personal > Section: Education

1.04 Function keys

Help F9 Recalculate

Employee info F10 Basic salary calculator
Payroll for month F11 Compress

Backup F12 Calculator

Set Month 3] B0 B Open File

Detailed Overview report CTRL+P Qi

Spelling Checker G HETE | ock PayEasy

Configuration S REAR Users
SlallFEi s Validate PayEasy
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1.05 Learning to use PayEasy+HR

Purpose Provide guidance in learning to use the PayEasy software
Menu Help > Tools > Learning PayEasy

Learn about PayEasy’s options by studying help screen, running an audio visual demos
session, and trying out your skills in a selected entry screen.

Learning PayEasy+HR

Tick "Done" as you have studied a feature. Brsel

E Keep track of your progress in learning PayFasy+HR. Frirt

B = available

Area Feature Help Video Try Dane
system itout  7/so
Using the interface Registration of the software [ | | A
Ways of getting Help [ ] 1 | | O 0
Exit from the software | | 1
Move between records, make @ new record | | 1 |
Learn about the date farmat used l
Learn how to insert pictures | | I O
Program Configuration  Enter Company data [ | | |
Enter PAYE data [ | | |
Cat tho NI narrantana ] Ll R

1.06 If you experience problems

If the software produces errors:

e Choose to see the answers to Frequently Asked Questions: Help > Help Index > FAQ1, FAQ2

e Choose Help > Email Error Report. See section 5.2 for instructions.

¢ Send an email to info@ payeasy.co.tz and ask for assistance. Note that PayEasy+HR
software comes with a three months’ free helpdesk included. After that, you will need to have
a support contract: www. payeasy.co.tz/support.

1.07 Network

The software can be used

stand-alone or multi-user

on a network. To make it
multi user:

e Use the Windows
Explorer to copy your
DataPE.mde file to a Usor: R
shared drive. PayTasy

e Link toit using File > program
Open.

User: Server:
PayEasy paykasy
program = Data file

Note: the company data file
DataPE may have been

User:
renamed. = b

PayEasy
program
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1.08 Multiple companies

The software can be used for multiple companies. You need to purchase a license for each
additional company file.

To open another company use the Home > Open Data File option — refer to section 2.07.

1.09 Calculations for the payroll

This is the algorithm used in calculating payroll values:

Calculate Overtime

BasicPerHour = Basic / Hours in month

TotalOverTime = OT rate144 * OT hours14.4 * BasicPerHour
Calculate Gross

Gross = Factor * Basic + TotalOverTime + Earnings Taxable - Deductions Taxable
Calculate Pension

PensionBase = Basic for ZSSF, Gross for all others.

Pension Employee = EmployeePercentage * PensionBase

Pension Employer = EmployerPercentage * PensionBase
Calculate Taxable

Taxable = Gross - Pension Employee + Housing Taxable + Loan Taxable
Calculate PAYE

PAYE = Offset + Percentage * (Taxable - LowValue)
Calculate Take Home

Take Home = Gross - Pension Employee - PAYE - DeductForLoan — Deductions + Earnings

1.10 Date format

PayEasy requires the date format to be dd/mm/yy. If your PC is set to another date format, for
example US with mm/dd/yy, then change it as follows:

Start

Settings

Time and Language and Language
Region

Set regional format to "English (Tanzania)"

Regional format

Current format: English (Tanzania)

English {Tanzania)

Use the / symbol as a date separator. So you would enter the year’s last day as 31/12/18 and
not as 31.12.18 or 31-12-18.
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1.11 Download Updates

Updates are posted on the web:
www. payeasy.co.tz/payeasyupdates

The files are:

e Program file - PayEasy.accdr
e Help file - PayEasyHelp.mde
e User manual - Manual.pdf

To update:

¢ Downloading the file HRM_updater.exe,
e Exit from the PayEasy+HR software.

e Run PayEasy_updater.exe

If you are using a network, copy the three
downloaded files to the program folder on
each client PC: C:\PayEasy

Updates do not delete your data. It
changes data structures and adds data
tables.

Client Q)
Program file PayEasy accdr
Help file PayEasyHelp mde
Server

Drata file DalaPE.mde

Client
. Program file PayEasy.accedr
Client Help file PayEasyHelp mde
Pragram file PayEasy accdr

Help file PayEasyHelp mde

Program file PayEasy accdr
Help file PayEasyHelp. mde

PayEasygdglfd Payroll and Human Resources Software
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2. Home Options

2.01 Set Month

Purpose To choose the active month.
Menu Home > Month > Set Current

e This option sets the month for payroll
processing.

o The selected month is displayed along the top
of the screen.

e Only if you select the current month, the
payroll options on the Data Entry menu can be
selected. Below you see that payroll entries
cannot be changed for April 2017 which had
already been posted.

a0y O e T
) et
— Hume Creilu Enlry Paymenis Slalulory Sunemars Ak By

Tl Szl prdimeniy

2.02 Recalculate Payroll

Select a month [press F1 for help]

HM Repails

$

Caplions Hilp

March 2017
February 2017
January 2017
December 2016
November 2018
October 2016
Sentemher 201A

FY rmpiopee intn om Lesve Requnst
54 Appraal Saares
2 wamthiy o

[hla Colleelizr

Purpose  To refresh all calculations used in PayEasy

Menu Home > Month > Recalculate Payroll

Recalculating . ..

I
28 %

e Use this to update the payroll with changes made in the Employee form, or configuration

values.

Overtime, Leave taken, Loan or Advance will remain as you had set them.
To reload default values for all fields, select the option Home > Month > Reset. All values for

this month are reset to their standard values.
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2.03 Reset Payroll

Purpose To load the default values for this month.

Menu Home > Month > Reset.
e Use this option to set all fields to their default Reset Payroll [press F1 for help]
values.
¢ Any changes that you made to Overtime, Leave
: Reset payroll for CAUTION:
taken, Loan or Advance will be reset. this month. When you reset this month's
. . payroll, all salary |n_f0rmahon is
e Torefresh all calculations select the option Home el
> Month > Recalculate Payroll, but keepin
tor. Overtime, Lo Beset
changes you made to Factor, Overtime, Leave

taken, Earnings or Deductions.

2.04 Make QuickBooks IIF file

Purpose  To export the monthly accounts’ summary to an IIF file that can be imported by
QuickBooks

Menu Home > File > QuickBooks IIF
Options > Setup > Configuration > Tab: Docs, Scores

1. Select the menu Home > File > QuickBooks IIF You see to which folder the IIF file will be
exported.

Make a QuickBacks TIF file. [press Fl for help]

Make an IIF fie for QuickBooks.
Lol Fle: C:\PayEasy\PayEasy.if

[ Makes | [ ext |

2. To change the destination folder, select Options > Setup > Configuration > Folders, Localize
and select the path:

QuickBooks IIF path C:'\PayEasy) Browse |

3. To import the data into QuickBooks:
a. Log on as the administrator
b. Select Single user mode: File > Single user mode.
c. In QuickBooks, import the PayEasy.iif file with File > Utilities > Import > IIF files...
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2.05 Make Export file

Purpose To make a data file to be imported by the optional PayEasy Integrator software.

Menu Home > File > Make export file

Options > Setup > Configuration > Tab: Company

The optional software “PayEasy Integrator” imports data

files from several PayEasy company files.

e To make such a data file, select File > Make export All monthe

file. Select either all months, or a single month.
Data files for all months may be large.

e Each data file must have a uniqgue number
corresponding to a company file, in a range of 1
Configure this number in Options > Setup >
Configuration > Tab: Company.

2.06 Post Month

= Export data [press FL for help] &3

Expart Mode

Export the complete data
set with "All months™,
For a smaller fie size,
May 2017 El choose "Select 2 month”,

@ Select a month

[ epot | [ Exit

9 Integrator. m;mber 1

Purpose To permanently store this month's payroll information.

Menu Home > Month > Post

e Use this option after you have printed all
payroll reports and are sure no more
changes are needed.

e After posting the payroll, that data can no
longer be changed! You are asked to enter
the word “yes”.

o Click Post Month:
o The current payroll is recalculated, and
stored.
o The payroll information for the next
month is automatically initialized.

e You may view the reports of previous months
with the option Home > Month > Set Current.
You cannot change payroll values while in
previous months.

When you are using PayEasy+HR in demo
mode, you are unable to post the month, and
continue with a next month. You will have to
register & validate it first using SHIFT+F12.

FostKlamh [press F1bor hedpl

Type YES' I this b, CALTION
¥ E; Fake cure =l usercore

:—.P_, amd clck Fust Munts e

i | AFEF Wi e POt T
L]
==

ments papm L s b
LOMSE be ecicdl

[Parst Maonth Exit

Dema mede restrction t: ’ ']

i , PayEmspwHR s in demo mode, soyou cannot post,
D yoou wanit to register PayEssy- HA?
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2.07 Open File

Purpose  To open another data file.
Menu Home > File > Open Data file

e Use this to option to:
o Use another data file
o Use a data file placed on a server, shared by others.

e To select a data file:
o Click Browse, and select the file.
o Click “Link to Data file”

w Select a PayEasy Data filz X
™ » This PC » Llocal Disk (Z:) » PayZasy » Deta - '] Search Cata

Organize = New felder ==~ O o

~ Mame Date modified

3 Quick access
3 TrainingPE.mde 15
[ Desktop —
) @ TrainingPE - Copy.mde
~Clients 2 Select your data filemde

MDE Datzbase
VIDE Datzbase
MIDE Datzbase

PayEasy 17, A2 _Payroll.mde Microsoft A VIDE Datcbasc
L Google Drive @ AL _Payoll - Copy 3).mde Microsoft A MDE Datebase
Program Files ‘Z AL PayrollA.mde Microsoft & VIDE Datzbase
WerkShopBa:# , o >
File name: | TrainingFE v| PayEasy Data files (*.mde) ~
Tools = Cancel

o If thefile is located on another PC, it may take up to a minute to link.
e You have re-logon.

2.08 Back up

Purpose To make a spare copy of the data. Before backing up, the data file is compressed.
Menu Home > File > Back up

Before backing up, make sure that all users are logged off!

e The data is stored in the data file. Its
standard file name is DataPE.mde.

3ack up the company file

} Nesurannn: N 1sers NI Iraphot FayFasy’

° The BaCkUp path is setin OptionS > Setup = Make sure that all users are legged off

> Configuration > Tab: Docs, Scores

[ Backup I | Exit

e The backup file receives a suffix consisting

of the date and time, for example: Backups

DataPE_180126_1135.mde was created on | pariidamer | s lsesgions

26" January, 2018, at 11:35 hrs. —————

Backup path  Ci\Users\MD'\Dropbox|PayEasy) —

e To restore the file, see the next section.

e Set a back-up reminder in Data entry >
Configuration > Tab: Folders
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2.09 Restore data file

Purpose

Menu Home > File > Restore

To return data of a previously made backup.

Before restoring, make sure that all users are logged off!

e The data that is used by the
software is stored in the data file,
called DataPE.mde by default.

e The backup files have suffixes
consisting of the date and time.
For example:
DataPE_200408_1143.mde was
created on 8th May, 2020, at 11:43
hrs.

Restorz a Backup file. [press F1 for help]
Get Company Backup from:

¢ Backup file
= Backup folder

TrainingPE_180313_0944,mde
C:\PayEasy\Backups)

Restore Company Backup to:
(] Restored file TrainingPE.mde
5 ﬁ Folder for restore |C:\PayEasy)

If you are sure to restore, yes
then type in "YES'

Browse

Browse

Restore | |
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3. Data Entry Options
3.01 Employee info

Purpose 1. To enter employees' information for reference.
2. To supply information for payroll reports.
3. To track employees' information over time.
Menu 1. Data entry > Data > Employee Info
2. Define entries in pull down fields: Options > Setup > Configuration.
e Options in pull-down lists are managed in Data % =mustbe  Datzcfbith *(22/01/1966 |

' . fille:d ity MNatienality 3 Tanzania
Entry > Configuration. [=]

e Tabs are displayed or hidden as set in Users >
Employee Info tabs

e Fields with a blue asterisk must be filled in.

¢ Run the “Missing” report by clicking

List Missing Fields ‘ to find incomplete fields.

e To attach reports, click on the blue arrows and  Seanped docs = |Docs\AttendanceProcessing, docx
browse to the target document. _
¢ To add a photograph: open a picture of
approximately 100x 120 pixels in an editor
program. Copy it with CTRL+C. Select the
picture box in the employee info window, and
paste it with CTRL+V.

) E [pteas % =]
e  Only users with the Sysop level see the Stats Pad
Deceased 0]
button. Only Delete employee who were E e
added by mistake. Maternity leave fesg
e When Employees leave employment, make Pensioned No
. . . . . Sick Leave Yes
them inactive with the Status field: Study fTraining leave Yes
Terminated Mo

3.01.1 Employee info - Codes

Purpose  Codes used for employees; the Admin Code, the Clock Code

Menu Data Entry > Data > Employee Info
e Every employee should be assigned Codes
an Admin code, and if attendance Admin 2 M-001
clocks are used, a Clock code also. Slock " |1901

e The Admin code may consist of up to
10 alpha-numeric characters.

e Depending on the Clock model, Clock
codes are often numerical only.

NOTE: The Admin code is compulsory.
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3.01.2 Employee info - Status

e The Status field captures the current Category
employee status in ;’LTJ %k Employee - full time -Mamt w
. il 5 Z:] Pos |!
Data Entry > Data > Employee info - = ~
status Paid
(ther ACIvils Deceased Mo
End of contract No
Maternity leave Yes
TN On Post
Pensioned Mo
Secondary | Resigned Mo
O-Level | SickLeave Yes
Ibaru Sec,| Study Training leave Yes
Terminated Mo
o Edit the status fields in Options > Setup > Active Employment status - K| 2
Configuration > Tab: Employment. _#| [ Deceased
, . N [0 End of contract
The act/ve.tlc.k box mt#cates whether an — Mateity eave
employee is included in the payroll, and ] 0On Post
receives salary. __| [ Pensioned
| [0 Resigned
Sick Leawe
] S Training leave
Bl D|ﬁclr_ if sheuld be included on the payroll

3.01.3 Employee info - Type of contract

Purpose  Set the type of contract.

Menu (1) Data entry > Data > Employee info.
(2) Options > Setup > Configuration > Tab: Employment

e The Type field captures the type of contract in
Data Entry > Data > Employee info:

Category Filter Search names, Codes
IR Y = rriployee - full ime -Marnd e Status | Active V First
? Status ¥ | contract notes Process Finger Print
Employee - full tme -Support Minimum 45 hrs/week Fixed Yes
Crher Arfvise Seasonal Daily Yes

Employee - full tme Mamt

e The process field determines how salaries are calculated:
o Fixed: for monthly processing
o Monthly: for monthly muster roll processing
o Daily: for daily muster roll processing, using finger print scanners
o Confidential: Fixed, and only visible when logged in as Sysop.

e Edit the Type fields in
Options > Setup > Configuration > Tab: Employment

Type of contract Motes Proczss Finger Confi- WCF .4
Printing dential Category
Employee - full time Mamt Fixed |. | [] |permanent |-
Employee - full time -Support Minimum 45 hrs fweek Fixed | [] |permanent |..
Seasonal Daily |+ [] |Temporary |
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3.01.4 Employee info - Withholding tax

Purpose  Pay Withholding Tax for foreign consultants

Menu (1) Options > Setup > Configuration > Tab: earnings, deductions.
(2) Data entry > Data > Employee Info > Tab: Financial

Monthly fees for foreign consultants (individuals not companies) are paid with 15% withholding tax.
They are not subject to PAYE, and pension contribution is optional.

To configure this: @Q@\«, s

1. In 0,0 tions > SetuP > Deductions —D gfcjﬁecfi:'r:guage Type Qty ¥ f“’@&%\ﬂ?&
Configuration > Tab: earnings, Withholding = - resident %GR | 5.00
dedUCtionS Create a dedUCtion Withholding tax - foreigner SGR 15.00
“Withholding Tax”, choose 15% of

Gross salary:

2. To skip paying PAYE, check the Do not pay PAYE
tick box “Do not pay PAYE” in
Data Entry > Data > Employee
Info > Tab: Financial:

3. Set a recurrent Deduction for the 3 Recurrent Deductions
employees with Withholding Tax
in Data Entry > Data > Employee
Info > Tab: Employment Details:

Withhclding fax - resident e

4. Print monthly reports with
Statutory > Monthly Payments >
Withholding Tax.

5. Print semi-annual reports with
Statutory > Semi-Annual TRA
Statements > Withholding Tax.

3.01.5 Employee info - Picture / Logo

Purpose  Paste pictures and logo into forms.

Menu (1) Data Entry > Data > Employee Info > Tab: Personal
(2) Options > Setup > Configuration> Tab: Company)

Pictures / graphics are set in two places: ReEspatt pcture
Display mode

o Employee’s photograph.
o The employee photograph is used in the
report “Employee Info sheets”.
o To add a photograph:
=  Open a picture of approximately 100x 120
pixels in an editor program.
=  Copy it with CTRL+C.
= Select the picture field in the Employee
Info window, and paste it with CTRL+V.

Set Clip

Print ID cards

Single Al
[J Mo company name
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¢ Organization’s logo. =]
o The logo is printed at the top of all reports. I FE'F:W;;'Z I Qs::.; ||
o To add a logo:
=  Open a graphics file of a logo of

approximately 100x 500 pixels in an -
editor program. M ABC I-td-
=  Copy it with CTRL+C.
= Select the picture box in the Configuration
— Company window, and paste it with
CTRL+V.

Logo

3.01.6 Employee info - Contracts

Purpose Record employees’ contract data

Menu (1) Options > Setup > Configuration > Tab: Financial
(2) Data Entry > Data > Employee Info > Tab: Employment Details

e Select Employee entry form
Options > Setup > Configuration > Tab: Show single contract E
Financial and tick Show single contract
to use only one contract, or leave it
unticked to record multiple contracts for
each employee.

e Enter contract data

Contracs Rearert Time
ﬂ =i s lilke, specifiuation, dexciplion mﬁllu‘urm:nlkw,ﬁr:d: Rewnienl Eavings [3 Rewr ol L Seduclues @ Leave, days, bous
b | Peried # 02/25/2005 | 24 011172025 | |RLZLTO |Tia rswor L Courcing L B - 5 [La [oas] R
Zagic salary 3k 725 [ 1,000,000 | | [Housng Atewanosate =] [Fes Marthly leave | 2,33
“actor <0700 Advises manzgerent on loca s
_ i e werses, s = = =] | ot s a0c
Btaze of werk [ [HQ ManzgeTent:Senior = [ | LAy manth 353
I=partm=nr Salee Manager T
Siend Heac QJalters [=] =] =] | o
* | 2eriod * - | Edit | ﬂ - w o1 i5 Brnualleave | 000
Josic salory % 725 [w] b1 - ’z 'z' Munlily leave | 0.7
Sactor — 10000 B = ’i |i| Feurs fmend | 0,000
of >
A H = 5] | e ;:uurm 0.0
" = = [<] | Purafday 00

e When using multiple contracts, only the
most recent one can be edited. Previous
contracts can only be viewed.

3.01.7 Employee info - ID cards

Purpose  To produce a single ID card, or ID cards for all employees.
Menu Data Entry > Data > Employee Info > Tab: Personal

e Click Single or All to select one, or all ¥ ABCLrd.  ABC Ltd.
cards. —

e Print with Ctrl+P P.0. Box 1156, Arusha
Uhuru Rd 55

4255 27 2907777
1D # M-001
Jina: Frad Masawe
Cheo Coordinator
cha kazi Tarehe ilirotolsra:
Sahihi Mwajiri: 2503/ 2018 Sa hili Mwajiriva:
Valid uniil:
25103/2021
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3.01.8 Employee info - Licenses

Purpose Define additional licenses for employees
Menu Data Entry > Data > Employee Info > Tab: Personal
Options > Setup > Configuration > Tab: Documents

e  On the Personal tab sheet of employee Info,
there are two pre-programmed licenses: Driver’s
License, and Passport.

e You can add three licenses by selecting
Options > Users > Configuration > Documents >

Licenses

Drivers License
Passport
Advertizing

H-246801

Document types, for reminders:

Type 1 Advertizing
Type 2
Type 3

3.01.9 Employee info - Employment Details

Document number  Expires on

AD12345678 15072015
A513534150 30/08/2018
15/06/2008

Purpose Enter 