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PAYROLL COURSE OUTLINE 

 
 
An ideal course aimed at beginners and existing users. 
 
Purpose 
 
The payroll processing course is aimed at payroll operators and works through setting up 
employee details and processing a payroll.  Exercises include timesheets, termination 
pays, annual leave and reversing pays.  Employee leave accruals and payroll reporting is 
also discussed.  Hands on exercises throughout the course will ensure you will be 
confident to apply what you have learnt to your own payroll. 
 
Pre-requisites 
 
No prior Wage Easy knowledge necessary, however we would expect a basic 
understanding of payroll. 
 
Content 
 

- Creating and maintaining employees  
- Full time verses part time verses casual verses salaried 
- Setting up banks 
- Setting up pay rates 
- Setting up superannuation funds 
- Allowances and deductions 
- Overview of awards 
- Annual and sick leave 
- Overtime 
- Processing a payroll from start to finish 
- Adjusting payslips 
- Printing payslips 
- Producing reports 
- Generating bank files 
- Tax tables 
- Brief overview of HR functionality 
- Overview of general ledger link 
- Basic terminations  

 


