PayDay Version 12 & Later
Central Statistics Office

Earnings, Hours & Employment Costs Survey (EHECS) and National Employment Survey (NES)

The Central Statistics Office (CSO) has implemented a new XML file upload facility to ease the burden of paperwork that the quarterly Earnings, Hours & Employment Costs Survey (EHECS) and the annual National Employment Survey (NES) naturally engender. PayDay now incorporates a new CSO module to aid employers to produce the necessary data and to extract it in an XML file that can be sent directly to the CSO. For detailed implementation instructions see below.
After the 2007 year end cleardown has been run and you open the 2008 data for the first time you will see the following screen. Please note that if the required set up is not completed, the necessary data will not be collated and the required XML files will be incomplete. The Data will only start collating from the first payroll run after the setup has been completed.
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This screen tells the user what setup is required or missing on this DataSet on:


Pay Elements

Company Posts


Employees

Pay Elements

To setup pay element details use [Pay Element Parameters] button the screen or go to [Parameters] [Pay Elements] off the main menu bar. The amended Pay Element Screen requires the following options to be set, checked or amended.
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At the bottom of this screen a new section titled CSO Data Pay Element Categories has been added. For the CSO data to be collated correctly it is imperative that EHECS and NES options be set. This is done by choosing the relevant description from the combo box accessed by clicking on the down arrow 

For EHECS the following options are available. (Please note that these options are as defined by the CSO and are the only ones allowable)
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For NES the following options apply.
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Please ensure that all existing pay elements have these options set and remember to set the options on any new pay elements that are set up in the future – incomplete setup will result in incomplete data being collated and incorrect XML files being produced.

Company Posts
Every employee must have a post allocated to them. Setup of these posts can be accessed through the master employee record or through [Parameters] [Posts – CSO EHECS/NES…] from the main menu bar. You are required to setup the posts that best match the jobs that your employees undertake. As before the definitions are defined by the CSO. If you have problems or issues matching your employment types to the posts as defined the CSO, we suggest you contact the CSO for guidance. The necessary telephone numbers are on the top right of the Company Posts screen.
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them. To setup a Post, cick on the 'New Post' button, then enter the Post Name and EHECS: (021) 4535584/4535507/4535132

select the Post's Occupational Category and Status from the drop down ists. To
help select the Occupational Category and Status you may cick on the button beside
the Post Name. This wil display a searchabl Ist of over 5,000 possble Jobs, as
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(021) 4535585/4535623/4535240

(021) 4535553
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In the example above the company offers four types of employment. To setup a new post click on the [New Post] button on bottom left, a blank line is created 
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The user has two options.

Option A

By using the browse option on the right hand side of the Post Name cell the user will see the CSO Occupation Lookup Table (see screen shot on next page) appear and by scrolling up and down the table you may find the employment post that best matches your requirements. Highlight the necessary line and click OK – the new post is now setup and the required Occupational Status for the NES Survey and The Occupation Category for the EHECS Survey are automatically set and the corresponding data collated accordingly. A search facility is available to aid you – by typing in a job description in the top right search cell and click on [Search] the system will give a smaller list to choose from.
Option B

Using this option the user keys in the Post Name cell, the desired description. It will be then be necessary to choose an Occupational Status and an Occupational Category from the pop lists available from the drop down combo boxes on the right of each relevant cell. 

For a detailed explanation of the CSO definitions please refer to the appendix of this document or contact the CSO directly using telephone, email or website. Ardbrook Ltd will not be in a position to advise you what posts you should or should not be using.

For both options it is also necessary to fill in the number of Positions that exist for each Post within your organization. This information is then used to calculate the number of Positions available, filled and unfilled.
The CSO Occupational Lookup Table
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Occupational Status Combo Box Options
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22 Life science and heakh professonals
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33 Teaching assocate professonals

34 Other assocate professonals

41 Office derks

42 Customer services derks

51 Personal and protective services workers

52 Modek, salespersons and demonstrators

61 Market-oriented sklled agricultural and fishery workers
62 Subsstence agriculural and fishery workers

71 Extraction and buiding trades workers

72 Metal, machinery and related trades workers

73 Precsion, handicratt, printing and related trades workers
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Occupational Status Category Options
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Once the Posts are setup, it is necessary to attach a Post to each employee within the dataset, see employee section below.

Employees

On the Employee Master File there is a new CSO tab. Click on the tab to access the screen.
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Pay & Tax

Employment Contract Type

(©) Full Tme Employee - Indefinite Duration
(©) Part Time Employee - Indefinite Duration

Full Time Employee - Fixed Term (Contract)
(©) Part Time Employee - Fixed Term (Contract)
(© Apprentice/Trainee
(© Other Person

(©) Pensioner

Occupation

e

Status 31 - Physical and engineering science
assodite professionals

Category Managers, Administrators, Professionals
and Assodite Professionals

Central Statisi

Hours Duration
Number of Hours Paid per week 2000
Number of Days worked per week 000

Note: Hours worked per week is the same as 'Units
(Default) on the employee's Salary (Salary Paid) or
Basic Rate (Hourly Paid) Eement. Changing this value
WILL change the employees rates of Pay.

Central Statistics Office (CSO) Contact Information
;1890 313 414 (ROI) & 0807 8760256
(021) 4535584/4535507/4535132
(021) 4535585/4535623/4535240
: (021) 4535553
ehecs@cso.ie / nesoct2006@cso.ie

vww.cso.e





The following options need to be set.


Employment Contract type – choose as appropriate


Post – pick from the list as set up above


Hours paid per week – enter normal working hours per week (eg 40.00, 37.50, 35.00 etc)


Days worked per week – enter normal number of days worked per week (eg 5.00, 2.50 etc)

Once these options are set, they will take effect from the next calculation run and the data will be collated accordingly. The relevant data is only updated permanently when you run the normal Period Update option.

At any stage by using [CSO] [Central Statistics Office (CSO) – Data Check] option from the main menu bar, the user can check whether all CSO options have been entered. This option will warn what employees have information missing, likewise with pay elements. 
With no information missing, the screen may look like this
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To correctly collate the required data for the Central Stat ing' information below must be entered:

Pay Element EHECS/NES Categories

In order to correctly categories Pay Elements for the CSO reports three extra

fields and a new Element Type have been added. These are EHECS & NES.

Category, 'Units are Hours' and a 'Memo' Element Type, which alows numeric

values be recorded against an employee without effecting their pay. PayDay tries All Pay Elements have Central Statistics Office EHECS & NES
o assign the extra fields automatically, however it is up the you to manualy Categories assigned to them.

check these and assign those which couid not automaticaly be assigned.

Pay Element Parameters

Employee Detais - A new Tab 'CSO Data has been added to the Employee Detais screen to hoid the folowing addiional CSO fieds:

Employment Contract Type:

Employee have to be categorized in to one of
seven different employment types.
Occupation:

Each employee's job has to be categorised in
t0 one of three types for the EHECS and one
twenty six types for the NES reports. There is
also a requirement to track Vacant Jobs. To
manage this information the abilty to set up
Posts has been added. Posts for al the dfferent Al Employees have Central Statistics Office Data entered.
Job types in the company must be setup and
‘each employee alocated a Post.

Hours Duration:

The CSO reports require ‘Hours' be recorded.
Salary Paid employees must have their 'Weekly'
number of hours entered. This generates their
*Hourly Rate' and be muitipied by Insurable
Weeks to calculate Hours Paid per period etc.

s e

‘Show this screen on startup





If information is missing, the screen may look like this, and the necessary corrective action should be taken to ensure accuracy and completeness of the collated data
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job types n the company must be setup and
each employee alocated a Post.
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As alluded to above, the data is saved on period update and available for review through the [CSO] [EHECS – Earnings, Hours & Employment Costs Survey …] option.
Creating EHECS XML File

Take the [CSO] [EHECS – Earnings, Hours & Employment Costs Survey …] option, and review the various screens. Some screens require data to be filled in manually as the data is neither maintained nor available from within the payroll system.
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Quarter 1
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You may scroll from one tab to the next by using the slider bar on the bottom left of the screen.

Please ensure that all relevant fields are entered, as failure to do so, may result in your file being rejected by the Central Statistics Office.

On the following pages each of the screens are shown with comments where necessary.
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Professions
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-3 atfirst day of quarter

-3 atlast day of quarter

- hired during the quarter

AVERAGE NUMBER OF APPRENTICES

AVERAGE NUMBER OF OTHER PERSONS.
ENGAGED

JOB VACANCIES

NATIONAL MINUMUN WAGE

Create EHECS File





This screen auto fills – the data may be amended manually if necessary.
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This screen auto fills – the data may be amended manually if necessary.
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This screen auto fills – the data may be amended manually if necessary.
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This screen auto fills – the data may be amended manually if necessary. Maternity and Sick Leave if not being maintained within the payroll will need to be entered here.
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This screen auto fills if employer pension data is being maintained within the payroll, if not the data may be amended manually if necessary.
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This screen does not auto fill, as the necessary data is not maintained within the payroll and the required data will need to be manually entered. 
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This screen auto fills – the data may be amended manually if necessary.
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This screen auto fills if detailed BIK data is being maintained within the payroll, if not the data may be amended manually if necessary.
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This screen does not auto fill, as the necessary data is not maintained within the payroll and the required data will need to be manually entered.
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This screen does not auto fill, as the necessary data is not maintained within the payroll and the required data will need to be manually entered.
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This screen allows the user to enter comments that may help the CSO to interpret the data provided. 

Once the data screens are complete click on the [Create EHECS File] button, a standard save file dialog screen appears, allowing the user to nominate the path where the EHECS XML file will be saved. Remember where this path is, as you will need to know the filename and path when you upload the file to the CSO by secure deposit box. (See Appendix 2)
Creating NES XML file

Take the [CSO] [NES – National Employment Survey …] option. In order to produce NES file a full 2008 payroll year will need to have been completed, therefore the creation of the NES XML file will only be available from 2009. Instructions will be supplied in the 2009 Budget Update. Please note however, for the XML file to be created in 2009, the data will have to be collated in 2008. Therefore it is imperative that the setup be done now. If you follow the setup instructions above in respect of Pay Elements, Company Posts and Employees, the data will be collected and will be available in 2009 for output.
Appendix 1
The following pages contain detailed instructions for EHECS as supplied by the CSO.
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Appendix 2

The following is a document from the CSO outlining the use of the CSO’s Secure Deposit Box

INSTRUCTIONS ON THE USE OF CSO’S SECURE DEPOSIT BOX.

Note – This is for information purposes only.  If you wish to use this facility, please contact this Office (Central Statistics Office contact details are at end of this document) in order to be set up with a username and password.

The Central Statistics Office (CSO) Secure Deposit Box is a mechanism for you to lodge statistical files or text to the appropriate CSO survey area via a secure link to the CSO website.

Example only:

	Username

Below is the username that you should use for sending information to the CSO. Your password will be sent separately within the next day or two.

Username:  BLOGGS JOE

Survey name

Below is the name(s) of the CSO survey(s) that you are providing information for:

Survey = Earnings, Hours and Employment Costs Survey




Accessing the secure link to the CSO website

To send information securely to the CSO via the Internet, you will need to go to the Internet address (URL) https://lodgedata.cso.ie
Logging In

You will need to enter your username and password in the relevant spaces and click on the ‘Login’ button.

Note: The password is case sensitive. If you do not enter the username and password correctly you will receive a message advising you that you were unsuccessful in accessing the website. You have a limited number of attempts to login.

If you are unsuccessful in accessing the website, please contact the CSO staff member who arranged the electronic lodgement for you. 

Welcome Page

After logging in, you will reach the welcome page. This page has some background information on the Secure Deposit Box and allows you to navigate to the data lodgement page.

Note: Clicking on the ‘Cancel and go to CSO Home Page’ will take you to the CSO Home Page (www.cso.ie)

Data Lodgement Page

The data lodgement page provides the functionality for you to lodge data files and textual information to the CSO. There are three steps to take when submitting data:

1 Select the name of the survey you are providing data for by clicking on the drop down arrow next to ‘CSO Survey Name’.

2 Attach your survey data either as a file using the ‘Browse’ button to locate the file (only one file can be attached per lodgement) or as text in the box ‘Enter Textual Data’. You can also use the text box to add any comments you wish to send with the attached file or to give feedback on the Secure Deposit Box.
3 Press the ‘Lodge Data’ button to complete the data lodgement.

Thank You Page

After lodging your data and/or text you will get a message to confirm that the data has been lodged. 

Note: Clicking on the ‘Click here to lodge another data file’ will allow you to lodge another data file.

Exiting

To exit the system, close down the thank you page.

Further information

If you have a question about the CSO Secure Deposit Box you can:

1 Send an e-mail to ehecs@cso.ie; or

2 Phone Locall 1890 313 414 (ROI) Ext. 5584. 
