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Dear Client,

The year end notes to assist you with the 2018 year end on your payrolls,
are detailed below. Please follow these notes very carefully.
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@ zm.belinapayroll.com

2018 Year-End Procedures

Prior to commencing your year end procedures, we recommend that you
download the Belina Payroll update via the link below (dropbox may ask
you to sign in, you can select the option at the bottom of the window to
proceed without logging in).

This update includes the tax tables for 2019 as well as various
improvements and features developed this year. Please refer to the release
notes which are accessible under the help menu for the listing of
improvements and features.

https://www.dropbox.com/s/5bsur8dusx2skoj/BelinaPayrollUpdate.exe?dI=0

Please contact us over email or telephone if you need any assistance.
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@ zm.belinapayroll.com

2018 Year-End Procedures

Once the final period of the year has been processed:

—_

Go to “Setup” - > “Periods” - > “Pay Periods”.
2. Click on “Create periods”.
3. Type in the year start date i.e. 01/01/2019.

= Create Periods ﬂ

Period Start Date: [01/01/2019 [~ |
No.Of Periods: |12 G

Ok Cancel
4, Input the number of periods in the year i.e. 12 for a monthly payroll, 26 for a
fortnightly payroll and 52 for a weekly.
5. Click on “OK”.
6. Check that the average hours and days per period are correct.
7. Go to “Setup” - > “Periods” - > “Pay Periods” -> “Select Pay Periods as below”.
= Browse Payroll Periods
Period Open/Closed Days/Per  Hours/Per Weeks/Per StartDate End Date Acc Period Borus Run  Pay Date
20190 O 2200000 176.00 4.00 01/01/2019 3170172019 Jan 2019 M “NOT SE...
201902 O 2200000 176.00 400 01/02/2019  28/02/2019  Feb 2019 N “*NOT SE.
201903 ©O 2200000 176.00 5.00 01/03/2019 3170372019  Mar 2019 N “*NOT SE.
2019/04 ©O 2200000 176.00 400 01/04/2019  30/04/2019  Apr 2019 N “NOT SE.
201905 O 22.00000 176.00 4.00 01/05/2019  31/05/2019 May 2019 N “NOT SE...
2019/06 O 22.00000 176.00 5.00 01/06/2019  30/06/2019  Jun 2019 N “MNOT SE...
2019407 O 22.00000 176.00 4.00 01/07/2019  31/07/2019  Jul 2019 N “MNOT SE...
201908 O 22.00000 176.00 4.00 01/08/2019 31/08/2019  Aug 2019 N “NOT SE...
201909 O 2200000 176.00 4.00 01/09/2019  30/09/2019  Sep 2019 N “NOT SE...
201910 ©O 2200000 176.00 4.00 01/10/2019 3171072019  Oct 2019 N “NOT SE...
21911 O 2200000 176.00 4.00 0171172019 3071172019 Nov 2019 M “NOT SE...
2019412 O 2200000 176.00 400 01/12/2019  31/12/2019 Dec 2019 N “*NOT SE.

Create Periods Note:

Enter the correct Start and End dates.
The days and hours entered here
affect CILL and Overtime calculations

Global Change

Delete Year
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@ zm.belinapayroll.com

2018 Year-End Procedures

8. If the default average units per period are incorrect, input the desired days and
hours required per period by clicking on Global change and update details
accordingly.

=4 Global Change Periods

Period Year: 2019
Hours Per Period: | 152

Days Per Period:

Apply changes to
(®) Closed Periods () Open Periods () Both

- Ok I Cancel -

9. Click “OK” to save New Period changes.
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@ zm.belinapayroll.com

2018 Year-End Procedures

1. Print any Year-end reports. Remember most reports can be printed afterwards.

2. Backup each payroll onto reliable media such as CD, DVD. We suggest that a
backup is also done on computer hard drive as an additional precaution.

3. Run a period end. This will take you into the first period of 2019.

(o) Year End

Next Period |2013/01

Before Proceeding ensure that -

A proper backup of data is taken for this current period
and carefully maintained together with 2 good depth of
backups spanning several periods.

W

Reports are printed and carefully maintained for the
current pericd. In particular print, for historical purposes,
- Payslips
- Period Joumnals

W

- Leave Reports
- Loan Reports
- Earnings and deductions reports
- Returns including:-
NAPSAP16.P18
I have taken a Backup and can proceed with Period End [ ]

4, Click “OK” start to action period end.
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@ zm.belinapayroll.com

2018 Year-End Procedures

1. Go to “Data” - > “Payroll Maintenance”.

2. Check that the number of periods is now 12 (monthly), 26 (fortnightly),
52 (weekly), etc.

=l Payroll Maintenance
Mame Payroll Type Mo. of Periods  Dormant Payroll  Cument Period Database
GARDEN ENTERPRISES LTD Period 12 No 201501 GARDENENTERPRIS...
< >

3. Go to “Setup” - > “Periods” - > “Pay Periods”, check that each period has the
correct start and end date, and that it has the correct “Accounting Period”.

Setup - \Utilities - Date =~ ReportDesigner - Help -

Security (= A= [ =] ’ =
s FEEm@ oMY e b
Periods 3 Accounting Periods

X - Tax Other Calendar Security Pay Periods Accounting
Pay Periods | Leave - Periods

Preferences

4. Go to “Setup” - > “Calendar”, check and setup calendar for 2019. Click “Insert” - >
“Common Public Holidays”. (see following page)
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@ zm.belinapayroll.com

2018 Year-End Procedures

=4 Calendar Setup

Event Description Category Day Date

New Year's Day Public Holiday Tuesday 01-01-2019
Public Holiday Public Holiday Wednesday 0201-2019
Good Friday Public Holiday Friday 1504-2019
Easter Public Holiday Sunday 2104-2019
Easter Monday Public Holiday Monday 22-04-2015
Labour Day Public Holiday Wednesday 01-05-2019
AMrica Freedom Day Public Holiday Saturday 2505-2019
Heroes Day Public Holiday Wednesday 0307-2019
Uity Day Fublic Holiday Thursday 04-07-2019
Farmers Day Public Holiday Wednesday 0708-2019
National Day of Prayer Public Holiday Friday 18-10-2019
Independence Day Public Holiday Thursday 24-10-2019
Christmas Day Public Holiday Wednesday 25-12-2019
Boxing Day Public Holiday Thursday 26-12-2015

5. For Public Holidays that have recently been gazette, you will need to insert them
as new public holidays.

Do so by simply going to Go to “Setup” - > “Calendar”,-> “Insert” - > “New” and
proceed to fill in the applicable text fields that will come up on your screen.
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@ zm.belinapayroll.com

2018 Year-End Procedures

Month1 or NORMAL Computations

Monthl is the method for calculating TAX as you earn in that pay-period and each pay
period is treated as its own tax period (where an employee was not employed by you
at the start the tax year)

Normal is the method for calculating TAX cumulatively after your earnings accumulate
and are forecasted over a number of pay periods (where an employee is employed by
you at the start of the tax year)

As a precaution we would like to ensure that new employees taken on during 2018
that were not on Normal are now correctly converted from Month1 onto Normal tax
method.

Bulk conversion of employees at beginning of tax year from Month1 to Normal:

Click on “Data” -> ” Bulk Routines” -> “Tax Method Convert”.
Select “NORMAL” under “Tax Method”.

Click on “Options”.

Ensure the “Use Tagging” option is ticked.

N

Click on “Employee”.

Digcharged [H

Sumame First Names Initials 1D Number Disch
MUGALA 133516101
Munakombwe 1012121141
Eanda 2536211171
Mugala i 133568101
MITTI 101236101

HEEEE

08



@ zm.belinapayroll.com

2018 Year-End Procedures

Click on “Tag All”.

Click on “Ok” then “Ok” again.

Click on “Apply” against the “Tax method” option.
Select “Default” under “Tax Table Type”.

10. Click on “Apply” against the ““Tax Table Type” option.

© o N O

= Tax Method Convert
Tax Method: v Apply
Tax Table Type: | Default W Apphy

All records will be changed to use the Tax Method selected above except
discharged employees.

. Click “Close”.
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@ zm.belinapayroll.com

2018 Year-End Procedures

The Government of the Republic of Zambia through the Ministry of Finance and
National Planning (MOFNP) has not made changes to the PAYE Tax tables for the year
2019. The 2018 PAYE TAX regime is still in effect.

It is therefore imperative that our payroll users apply the TAX tables onto the 2019
financial year.

Click on “Set Up” ->” Tax” -> “New”

Change Effective date to “01/01/2019”

Tax Table should be set to default.

Click “Insert” to introduce applicable TAX Bands on tax table settings

Click on “Insert” and enter TAX Credit settings for the blind and elderly persons.
Please note Tax Credits are set to ZMW3000 per annum.

6. Insert NAPSA Age Limit in the Text field and assign the applicable NAPSA
transaction code.

I N N

El Tax Parameters

Tax Table | Tax Method | P6 Fields

Effective Date: [01/01/2019 | w|[. | 12Credis PDEd'_"dib'E 0 =
ension: 0. 5
Tax Table: | Defautt b Name Amourt
Blind 3,000.00 or: |0 % | Eamings
Tax Band Upper Limt % Disabilty 3.000.00 NAPSA Age Limt: |65 Years
SHELILD | D NAPSA Code: 630
45200.00 2500 Insert h Delet
7440000 3000 nee L =
100,000,000,000,000,0... 37.50 Medical Credits: %
Gratuity
Insert Chi Delet
nse i i Tax Band Upper Limit % [] Minimum Years Service
Tax Free Limited to % | Emoluments
Retrenchment :
Insert Delete

__EmEa
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zm.belinapayroll.com

2018 Year-End Procedures

Please note that there are no changes to the NAPSA Ceiling for the year 2019 that have
been announced. We will however, endeavor to keep you well informed accordingly if
there are any changes announced by the National Pension Scheme Authority.
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zm.belinapayroll.com

2018 Year-End Procedures

You are now setup and ready to proceed to process your January 2019 payroll run. We
are committed to providing you with good service. We do appreciate any feedback that
you may have so that we can improve further.

Email: payroll@belina.co.zm

Tel: +260 (0211) 296458
Mobile: +260 950 930 098 "Ss \3_ BELINA
PAYROLL

> - SOFTWARE
zm_belinapayroll_com y = Streamlining your business processes

Plot 7a, Omelo Mumba Road, Rhodespark, Lusaka, Zambia




