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It is important that Ace Reports are provided in PDF format. We are unable to convert the
contents of reports that have been printed/scanned.

Employee reports

Reports > Miscellaneous > Employee Selection: Current > Report contents tick on all boxes.
Print icon (top right) > Select printer > Change to PDF > GO > Save

Ermglope Slaction

A8 L JONES. Melarie Ruth
O Cunend Ermnasl Phane: 356 1569
Teemnabed Pastal Furst Hames Melanie Ruth
Repon Corterts Agpariment 35C Sumame JOMES
B Cortact Sicykne Towers - 15 Cueen 52 Occupation Accourts
8 Peond CENTRAL AUCELAND Bt Dt O2M121985
: e Calghone 021445 353
=1 =i Saan Date 2900172001 IRD Ho 055432123 Tacx Code M
B Hous b Poates Finish Date Pay Freq Weekly How Paid Cheque
B o Last Pay Date 050272023 Salary $42.000 Dt Admin
Fogeor Dhaplay Mo deect credd bank accounts loaded
B Shwe Tabie Busded s B This Pay Usial
Er-t;v:-S-h-n'& L scription Oty s Oty
E:: L 1 Travel 0.00 000 000
Heggmid gl R 5 S Mestng 000 000 0.00
= [ Abematr Colonrs
;‘;‘“ Rate This Pay Usual Pay H
] h:; KraSawer Yes Employes: 4% Employer: 3%
Gimen ESCT Cale: Regular ESCT Rate: 17.5% Sawngs Suspensicn’ No
B Velow W MCDOUGALL, Walter John
Ernasl Pt 385 3535
Pastal Fust Hames Walter Jobn
27 Moding Road Sumams MCDOUGALL
Black Birch Gulley Occupation Accourts Reconable
RD 6, AUCKLAND SOUTH Blrth Daate
Callphone 027 433 2765
Start Date 15042002 IRD Mo 084-564-221 Tax Code M
Furush Date Fay Freq Fortnightly How Pad Cheque
Last Pay Date 2002002 Salary 545,000 Dapt Adimin

Mo dewct cnedht bank accounts loaded

This Pary Usual
Rel Description

-
L |

Qrity

Reports for Historical Leave Earnings

For Gross Earnings
Reports > One off report > select dates to & from > Go > Print to pdf.

For Hours worked

Reports > Hours Worked > tick public holiday worked (top left) > print/save down.

Note: this report is not a true representation of total hours paid as it does not include leave taken
(except for public holidays worked)

Reports > Leave owing > Go > Current Status > print/save down.



Dummy Termination pay info

Calculate pays > on each employee go to Options > Termination Pay > Go Click on keyboards,
and confirm.
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1. Available leave

2. Daily rate (AWP v OWP)

3. 8% accrual from last anniversary

4. Leave liability $ value (term pay)

It also confirms for us the leave rollover date for all employees

For them to look at leave paid in Ace:

Reports > Leave paid,

Bottom right, select date range - This will show the leave $ value. For amount of hours / days
- the customer will need to go to Employee > Modify Employee Details > Leave > Leave
Report - Click on each leave type to see all leave processed.

Reports > Summary Report > Date Range > Go, go again > Expand Holiday Leave > on each
employee click + icon to show leave taken.

Print to pdf.

Sick leave, holiday leave, public holiday taken, bereavement



