Employee Loan Repayment

This document outlines how to handle the setup and process of employee’s loan repayments.

Scenario: Employee John purchases either one item such as a toolbox or multiple items on a regular
basis using the businesses account, John would then like to pay off the purchase/purchases by
having his wages reduced by a set value each week/month.

Setup Internal Accounts:

Account 1: Lists — Employees edit employee, Payroll tab under Deductions click in the next empty
cell and choose Loan Repayments, next cell on the right click on the square button with three dots.

In the Payroll section of the chart of accounts click New and fill out form as per image below
replacing John with your employee’s name.

ﬁ Account Details

|!.||:uhn$ Loan Accaunt

Sub-account of: I [Mane]

Account;

Account Mo.:

Type:

I Qther Current Azzet

Curmrent Balance: I $0.00

=]

Inactive |

(_<\

Ledger

Q

Cancel

Q9

Ok

Once filled out click OK, this will return you to the employee’s payroll form then enter the amount to

be deducted each week/month. Click OK to close and save changes.

] Employee Form
Last Mame |Smith First Name |John Middle Initial IE
Details T Payroll T Banking & Super T Comments
~ Payment: Totals
Type Tax  Super Quantity Rate Total Gross I $1,007.00
\Weekly base pay ol 33 $26.50|  $1,007.00 l—
Tax sis4.00 |
QOther I £50.00
Met | £783.00
Super @ |10 %
Super I £100.70

Type Account Quantity Rate
Employer super contribution Johns AMP Super
Income tax PAYG Withholding
Other deduction John Help Debt 1
Johns Loan Account ... I
— Sick Pay — Holiday Pay
Wages Account |Wages |
I 10 days per year I 20 days per year
Payment frequency IWeeldy jv I 9.027 days accrued I 26.056 days accrued
Hourly Rate for Labour Allocated I .00
U $0 — Rostered Days Off — | | Long Service Leave —
Entilement units Idays vl I 0 days per year I 0 days per year
Cost per day 0.00 Lar | I 0.000 days accrued I 0,000 days accrued

o
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Employee Loan Repayment

Account 2: Clients — New in the client form fill out the employee’s details, suggest minimum to be
Surname — Christian name — Address & Email.

'ﬁ Client Farm @
Client [smith W Private [ Business  Parent |
Contact DetailsT Profile T History T Tasks T Comments T Referrals T Drivers

Title - First Mame |John Address T Billng Address

Contact Salutation |
ABN
Ph (Work) Ph (Home)
Maobile

123 Harry Street

Suburb |Hamilb3n Hill

State/City Wi

=

PostCode Province |6 163

Fax
: 2
Emiail |js@azemail.cnm.au
Inactive [ Opt-out of all marketing r
7 P )
Cancel Vehides Estimate Search oK

Click on Profile tab and enter trading terms IE (Suggestion) 30 Days with $500.00 credit limit.

5]

Parent |

T Comments T Referrals T

Drivers

a Client Form
Client |[Smith Iv Private [ Business
Contact Details T History T Tasks
Account |C31 Charge Account [ Blocked [

Categaory |

Prefermed pagment tppe... |

Discount
Mone.

Set dizcount... |

Lopalty Programme
Trggered:
Points to date:

Account Keeping Fee [

Payment

Terms |3E| days vI

Credit Lirnit |$5EIEI.EID

Cheque Authorization [

Balance
Current:  $50.00
SalesYTD: $100.00

Pricing Profile
Standard ‘Wholesale Trad

Fived Price Services ¥ . .

techanical Services o - "
Labour v - .
Parts (v " .

I~ Prompt for arder number when closing job

How did this client hear of us?

[ Becommended | Justpassing [ Radio
[ Yellow Pages I Mewspaper [ T¥
[ Direct Mail [~ Intemet [~ Googl
[~ Facebook [ Tuwitter

Other |

=]

=]

Q =
Cancel Vehicles

o

Estimate

Click OK to close and Save changes.




Employee Loan Repayment

As the employee purchases items, process them as per normal through purchasing either as a Buy-In
or an Inventory item.

Processing Employee’s purchases on a monthly basis.

Process 1: Invoices — Charged Invoice — choose employee this will open an empty charged invoice,
click OK to save this will place the charged invoice in to Sales as an ongoing invoice you can also
access this invoice in the diary week view, bottom right hand corner under Open Invoices.

As the employee either purchases items or takes items out of inventory (Stock) you can then add
them to the charged invoice.

Process 2: Payroll, process your employee’s pays as per normal, this will add the loan repayment
deduction to the Loan Repayment account in the chart of accounts.

Process 3: At the end of the month close the employees charged invoice this will then show an
outstanding amount in Sales.

Process 4: Admin — Journal Entry, fill out journal as per the image below replacing your employee’s
name and monthly payroll deducted value.

@i Journal Entry E
Date [15/1722 | Rt [enews Memo
™ Recuring I ;I Mext I J

Account Mame Drehit Credit Tax Cods Tax Amt
Johns Loan Account $200.00
Accounts Feceivable .. John Smith

$200.00

Unallocated amount: I $0.00
Q 3 I | @ | |
Cancel Reverse Delete - Ok -

Click OK to close and save changes.

Process 5: Activities — Receive Payment, fill out payment form in order below.

Client = Employee Name.

Amount = Payroll deduction amount.

Media = Unapplied credits.

Tick Journal entry first.

Tick invoice if multiple invoices tick oldest first until journal value is used up.
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Employee Loan Repayment

W

— Chent Details — Payment Details

Client |J obin Smith _I Amount IW Date WJ
¥ Include subaccounts Media W
Fapment Terms W
Current Balance I$2UU.UU
Unallocated IM'— Accaunt | _I

Recard |

— Payment Allocation

Date Invit Client/Compary Yalue Paid Balance Payment

1541./22 a4 Srnith $200.00
1514 Journal 19 Srnith il

| Allocated | $000 | [ Remainder | g0.00 | Auto Apply | Resat |

Q X =
Cancel Payments Receipt

Click OK to close and save changes.
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Repeat processes 1 through 5 on a monthly basis.



