
Deductions



Deductions Overview
Deductions can be applied to employee's
pays as needed. To be able to apply you need
to:
 
- Have the deduction set up as a Deduction
Type.
 
- Choose how to apply the deduction: one off,
spread over multiple payments or recurring.
 
- Apply the deduction to the employee's
profile or direct on their payslip (if
timesheets have already been generated).
 
Reports on unprocessed and processed
deductions can also be accessed via
Reports, Financial Reports.
 
 



View Deduction Types
To view your existing deduction types:
 
1. Go to the full menu (hamburger icon)
2. Click Payroll Settings, Deductions. This will show existing deduction types.
3. Click Edit to view the specifics of how the deduction is set up.
 
 
 



Add Deduction Type
To add a new deduction type:
 

1. Click the Add Deductions tab.
 

2. Enter the deduction type Name. This will be the label
shown on payslips.
 

3. Select the Value Type for the deduction: $ or %
 

4. Select where to Deduct from i.e. if it is to come off
the Gross Wage or Net Wage amount.
 

5. Deduction Type in most cases will be 'fees' unless
its workplace giving (donations). These are ATO types
used for Single Touch Payroll reporting purposes.
 

6. Select Yes or No to Pay to Another Account. Leave
as No if you do not wish to pay out to another account.
Please note: This cannot be added if the timesheet has
already been generated for the employee.
 

7. Tick 'Candidate Managed' if the employee should
have the ability to set up their own deduction in their
employee portal. 
 

8. Leave blank when adding. Disable can be used for
existing deduction types can be disabled across the
platform if required.
 

9 . Click Save.



Apply Deductions
There are 2 ways to apply a deduction to an employee:
 
1. Apply Deduction to Employee's Profile:
Deductions can be applied against an employee's profile which means the deduction will
automatically apply to the relevant employee's pay. This can be used for:
- one off deduction payments
- recurring payments
- split over multiple pays
 
Please note: Deductions can only be applied here if timesheets for the corresponding dates of the
deduction/s have not yet been generated. If the deduction is applied after timesheets have been
generated it will not go through to the employee's pay and needs to be applied manually. 
 
 
2. Apply Manually on Employee's Pay:
Deductions can be applied by editing an employee's pay (during payroll). This is useful if
timesheets have already been generated.
 
 



Apply Deduction to Employee Profile
1. Go to People, Approved
People. Find the employee
and click on their name to go
to their profile.
 
2. Click on the Financial tab.
 
3. Select
the Deductions section.
 
4. Complete the deduction
details (view next page for
definitions).
 
5. Click Add.
 
The deductions will now
automatically apply to the
employee's pay dependent
on your chosen dates and
rules.
 



Deduction Set Up Definitions
Type:
This dropdown contain Deduction Types set up in your platform. (Deduction Types are created in Payroll
Settings > Deductions).
 
Amount: 
The total amount that needs to be deducted from the employee. Please remember that if per paycycle amount is
NOT defined then it will simply take this total amount each time a paycycle is generated for the employee. If a
per paycycle amount IS defined, then this Amount value is the total that needs to be paid off over a period of
time until the amount reaches $0.00.
 
Recurring: 
Is this deduction a recurring deduction? If you are paying off a total amount over a period of time by entering a
value per paycycle, be sure to select NO.
 
Per Cycle Amount: 
If an amount per paycycle is entered, then it will treat the above Amount as the total you would like deducted
from the employee and then will take away the amount per paycycle until the entire deduction amount is paid. If
you would simply like an ongoing deduction to occur do not enter a value here.
 
Threshold Amount: 
The threshold amount of gross earnings that must be earnt before the deduction can be taken.
 
Start From: 
Select the first period end date that you would like this deduction to apply to.
 
Recur till: 
This allows you to select a date in which you would like the deduction to stop if desired.



View deduction on Employee Profile 
Once the deduction is applied, it will be listed on the employee's profile and will automatically appear on
the employee's pay.
 
 
 
 



View deduction in Pay
Once the deduction is applied it will automatically display on the relevant employee's pay.
 
 
 
 



Apply Deduction directly on Pay
1. Go to Payroll, Pay.
2. Under Draft Payslips, select the relevant Period Ending.
3. Use the search bar to find the relevant employee's pay.
4. Click Action, Edit.



Apply Deduction directly on Pay
5. Click Add Deduction.
6. Select the Deduction Type and enter the Amount.



Apply Deduction directly on Pay
7. In the Totals section, click Calculate Totals.
8. Click Preview PDF to preview the update payslip with the deduction added below.
9. If happy, click Update Paycycle.
10. Enter a reason for the update for tracking purposes and click Save Changes. 
The deduction is now applied as a one-off deduction. Process payroll as per usual. 



Deduction on Payslip
Once the deduction is applied it will automatically display on the relevant employee's payslip.
 
 
 
 


