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To make sure that leave requests work correctly between EmployeeConnect and MYOB,
please ensure the following settings have been configured.

Before proceeding, please ensure that EmployeeConnect and MYOB have initially been
connected.

MYOB uses timesheets to process both timesheets and leave requests. Any manual changes
that are made to timesheets directly in MYOB will affect both timesheet and leave data sent
from EmployeeConnect.

Leave request data sent to MYOB (from EmployeeConnect) will add to an employee’s
‘Standard Base Hourly Pay’, which will need to be manually adjusted when processing pay in
MYOB. This is a limitation on the MYOB application.
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Step 1 - Ensure that timesheets (in MYOB) are used only for “Payroll”, not “Time Billing
And Payroll”

¢ Go to the Setup menu and choose Preferences. The Preferences window appears
¢ Inthe System tab, select “I Use Timesheets for”
¢ Select the “Payroll” option

e Click OK
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Step 2 - Ensure that all relevant Entitlements (in MYOB) that you wish for an employee to
apply for as leave, or display as leave balance data (in EmployeeConnect) are ticked

¢ Open the Card Information for an employee

¢ Inthe Payroll Details tab, select Entitlements from the left menu

¢ Tick relevant Entitlements that you wish the employee to have access to for leave
and leave balance data in EmployeeConnect

e Click OK
| A% Card Information ==
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EMP00001
| Erofle | Card Detais Payment Detais | Contact Log | story |
‘ Personal Details
— Start Date: |1
Termination Date:
Entitlement A | Carry Over | Year-to-Date Total
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Note:
Ensure that the above steps are repeated for each employee that will be using leave in
EmployeeConnect



Step 3 - Ensure that all relevant “Hourly” Wage Categories, which are related to leave are
assigned to employees (Annual Leave, Personal Leave etc.)

¢ Open the Card Information for an employee

¢ Inthe Payroll Details tab, select Wages from the left menu

¢ Tick relevant Wage Categories that you wish the employee to use for leave in
EmployeeConnect

e Click OK
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Personal Details
Pay Basis: |Hourly
m Annual Salary: S 0 |

‘ Superannuation Hourly Rate: $30.00
’ Entitlements Pay Frequency: |Fortnightly
‘ Dedrian Hours in Fortnightly Pay Period: 76.00
I E ver E Wages Expense Account: © [6-4100 Wages & Salaries Expenses Q l
‘ Taxes Select all the relevant wage categories for this employee
| standard Pay @ | wage A
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‘ Time Biling © Annual Leave Pay Hourly

@ © BackPay Hourly

© Base Hourly Hourly

@ © BasesSalary Salary

@ © Bonus Salary

Note:

Any leave type(s) that you wish for an employee to apply for and successfully push from
EmployeeConnect to MYOB, please ensure that the respective Wage Category linked to the
Entitlement (in MYOB) is assigned to the employee.

Ensure that the above steps are repeated for each employee that will be using leave in
EmployeeConnect



