Paymaster Online Tutorial
Creating Basic Components
When you have employees, you need to pay them a wage or a salary. Often, you will need to pay
items like commission, overtime or medical aid. This module gives you a basic idea of how to setup
some of the components. Basic pay and Leave pay are already setup as default components.
These are the components we will be setting up in this tutorial:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.
11.

Overtime
Commission
Bonus
Miscellaneous taxable payments
Gross up payments
Basic deduction
Loan
Provident fund or pension
Medical aid
Garnishee
Personal medical aid and Retirement Annuity

To add new components or edit components you have already setup, click on company, Allowances /
Deductions / Company contributions / Fringe Benefits and select the first option – Payroll
components.

To add a new component, you click here

1) Overtime
Most companies offer overtime to their employees for working beyond their stated hours, and
so you will need to have this earning setup for when you need to pay your staff overtime. Once
you have clicked on add a new component, you will see this screen:

This is that very long list from the company setup. The easiest way to find what you need, is to
type in the search bar at the top right corner. In this case, you can type in “overtime” and some
options will be filtered from the full list.

The components most often used for Overtime is Overtime @ 1.5 and Overtime @ double time.
These have already been setup to calculate your input x 1.5 or x 2 depending on your
requirements. In this case, we will select Overtime @ 1.5. Click on the option you want to select.

In the Payslip Name bar, you can type what you would like to appear on the Payslip for Overtime
1.5. If you are happy with the name as it is, you can leave the Payslip name bar blank and the
system will call your new component Overtime @ 1.5. You need to tell the payroll how you want
the overtime to be calculated. It would normally be employee rate per hour x hours inputted.
Click on the blue link “Click here to add overtime income to this component” to set this up. A
smaller screen will pop up.

Next to “How many sources define this income” – this is where you decide how the calculation is
setup. If your overtime is only based on the salary, you would put a number 1 in the block. If
perhaps you have overtime based on basic pay + sick leave (for weekly paid employees for e.g),
you would put a number 2 in the block. This number tells the payroll how many components or
options it needs to take into account for your calculation. In this case, we will only put a number 1
since we will use the salary. Once you have put the number in, click on create lines.

Now you need to tell the payroll what to use for your calculation. It defaults to recurring package
rate, which is the salary. If you are using the salary, you can leave it like this. Below you will see
some of the options you can select. Your calculation can get quite complicated!

Once done, click on add income base. You will now be taken back to the component setup
screen. You can now click on save.

Your new component is setup and ready to use on your employees.
Please note: Not all components require an income base setup. This is only for the components
that require a calculation.

Your new component is now showing in the list of available components.

If you click on edit next to the component, you have access to some options. These include
changing the description, changing the income source for the calculation, as well as these extra
options:

You can now customize your new component to have different options. Each component can be
setup differently, so you can have your payroll exactly how you need. Once you are done, click on
Update.

2. Commission
Commission is a nice and easy component setup as there is not calculation to setup – you are
going to be inputting a Rand value.
Click on the add new component link

And type Commission into the search bar. This will bring up these options:

Select the first option for the basic setup. You can now rename the item in the Payslip name bar,
or leave it blank to keep the name as Commission. Then click on save.

You now have Commission in your earnings selection list.

3. Bonus
A payment made only once a year, such as a bonus or leave pay should your employees leave,
have a different tax code to normal every month earnings. This tax code tells SARS that the
payment was only made once in the year. It also has a slightly different tax calculation due to
being a “once off”. The tax code for these payments is 3605.
When you go and add a bonus, you can type bonus in the search bar when you add a new
component. The best selection to use is advised bonus. If there is no calculation, and it is a
straight forward payment to your staff, this component is perfect.

Click on the option you need, rename the component in the Payslip name box, and save. You are
really getting the hang of this!

You now have performance bonus in your earnings list

4. Miscellaneous Taxable payments
You are paying your staff an acting allowance, or backpay for an employee who received an increase
last month but you are only processing it in your payroll this month. These types of payments all have
the same tax code – 3601 (normal taxable earnings), and are just rand values you need to input to
your staff. You can use other taxable in your search bar.

This component is like the Uncle Bob in the family. Everyone has one, and it kind of meets the needs
of the basic taxable earnings you need to set up.

5. Gross up payments
If you are paying your staff a bonus, or special incentive amount, and have said that each employee
will get R1000 in their pocket, you can use this next setup to create a component that will
automatically calculate the tax, and give the employees R1000 in their pockets (or bank accounts).
There are two options – one for amounts paid often (tax code 3601) and one for once off amounts
(tax code 3605). Remember to select the correct one as the tax calculation is different for each
option.
In your new component search bar, you can type in gross up

Once off
payment

Regular
payment

This allows you to advise the payroll how much your employees must take home, and the system will
calculate the tax. For this example, I have used Incentive bonus. This now shows on your list.

6. Basic Deduction
This component is the general deduction option. Your employee asked for a salary advance, or owes
money for lost tools, you want to use this deduction option to take money back from your
employees. The answer? Advised deduction. Type this option into the search bar, and select this to
create a standard “give-back-the-money” option.

I have added two new deductions using the advised deductions option. These now show in my
deductions list.

7. Loan
When times are tough, employees often come to you for a loan. You have been kind and generous,
and have granted the loan. Now the employee needs to pay it back. The agreed terms were R500 per
month over 6 months, with a starting balance of R3000. You want your payroll to show the balance
on the employee’s Payslip so that they can keep track of what is still due, plus you don’t want to
have to remember to add in the R500 deduction each month. Add a Loan component! This one does
all this for you. Once set up, when it is added to an employee’s profile, you advise the starting
balance and the monthly payment amount, and the system does the rest. Type loan into the search
bar when you add a new component, and select the loan deduction option.

Once saved, this component will show in your deductions list.
NB NOTE: When you add this component to an employee, it cannot be added onto the Payslip as a
once off item due to the nature of the setup. It must be added under the recurring components
section, as it will be on the payroll for multiple pay periods, but more about that in the recurring
components module.

8. Provident or pension fund
Your employees are saving towards their retirement. This is great news. Now you need to make sure
you are deducting the contributions correctly. When you add a new component, you will type in
pension or provident fund. I will select provident fund in this case.

Here, you need to add a separate component for deduction and company contribution if you have
both. The setup for the actual provident fund however only needs to be done once. If you do the
deduction first, and set up the details, when you go to add the company contribution you will see the
details are already setup. As this component needs a calculation, let’s get to it. Click on the blue link.

This will bring up a smaller screen, giving you options for your pension or provident fund setup. Note
that this screen is the same for pension or provident fund, you make your selection here.

In fund type, you select pension or provident from the drop down option.
In fund, you select who your pension or provident fund is with from the drop down option. I will
select Momentum for this example.
Effective date can be the beginning of when your company started, or if the provident fund is new,
the date your employees will first start paying.
Retirement funding income is the calculation telling the payroll how much provident fund to deduct.
In this case, I am going to use salary again. It looks the same as the overtime calculation option.

In the employer and employee percentage section, you need to put in what percentage is
contributed. For this example, I will use 5% deduction and 5% company contribution. Here are all my
options setup. Once done, click save.

The setup is now in the fund section of your setup

When you are done adding the different percentages (if required), scroll down and click on close.

You are now back on the component setup screen, and can click save.

Repeat these steps with the company contribution of pension or provident fund, if required.

These components will now be available in your list.

9. Medical Aid
With visits to the doctor being so expensive these days, it’s a good idea to have medical aid. This
setup is very similar to the pension/provident fund setup. All the setup is done on the deduction or
company contribution, and when you add in the other one, setup is already there. Type in medical
aid into the search bar when you add a new employee, and select the option you need.

I have selected to do the deduction first. You must click on the blue link to setup the medical aid
information.

Just a note: You will see on some components the option of “allow to be part of package” and a box
you can tick. If you are setting up a cost to company type setup for your employees, the items that
are part of the package must have this box ticked. This would be company contribution towards

medical aid, provident or pension, group life, any company contribution that is part of the
employee’s package and reduces the basic salary.
You must now setup your medical aid.

Medical aid – who your medical aid is with. I will select Discovery in this case.
NB! If you have got different plans with your medical aid, such as Coastal Saver and Keycare Core
with Discovery, each different plan needs to be set up separately in order for it to show the full name
on the payslips.
Percentage of employer contribution – leave blank if you are going to be advising amounts

Once you have selected your options, click on save. When you are finished adding all of your
different medical aid plans, click on close.

You can now click on save on the component screen setup, and repeat the steps to add your
company contribution as well.
Once complete, your medical aid will show in your components list.

10. Garnishee
Uh oh, your employee has gone and bought furniture on credit at a store, and not met the required
payments. He now has a garnishee against his name. This is a legal deduction that needs to come off
his wage and paid over to the advised attorney. Luckily, the payroll has a pre-set garnishee deduction
you can use. Type Garnishee into the search box in the new component setup section.

This deduction allows you to put in the attorneys details, reference number, bank account to pay the
deduction to, outstanding balance and monthly payment amount into the system when setting it up
on your employee’s profile. Everything you need in one place!
Click on save once you have selected the garnishee deduction from the list, and it will now be
available in your deductions section.

12. Personal Medical Aid and Retirement Annuity
Your employees pay their own medical aid, or they have a retirement annuity in their own name.
Did you know they can have a tax break if this information is in the payroll? Yes, that’s right. All
you need is the value of the medical aid and amount of dependants, or the RA details, and you
can give your employees a bit of tax relief.
To add this to your payroll, type personal into the search bar when you add a new component.

You can select either medical aid or retirement annuity, depending on which one you need. If you
have no other medical aid, and are adding this option for your employees, you will need to setup
the medical aid options the same way the medical aid deduction and contribution is set up (see
point 9).

Once you are done, click on save. This will add these options to your component list in the
personal section.

You have now set up the basic components for your payroll. If you need anything else or
something more complicated, get hold of us and we will gladly assist.

