CSO

Initial Setup:

We need to mark items in payroll for CSO.

1. Configuration — File Maintenance — Payments. Select a payment and go to the Extra References

screen. You have a reference called “CSO Type”. Click on this line and click “Edit”.
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You get a list the CSO Types that are available. Click on the line that applies. And then click
“Save”.
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2. You can set up standard hours that your permanent staff works. This can be done down to the

day level or the working period level. Please look at the documentation for working hours /

holidays setup. For each payroll period — you will be entering hours worked for standard hours,
overtime and hours not worked but paid e.g. holidays.




3.

For each employee — you need to setup some CSO information. Go into “Manage Employees” —
“Employees” and click on an employee. Then select “Menu Options” and then “Extra

References”.
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The first four on this list need to be filled in. Click on a line, click “Edit” — then select the option
that applies and click “Save”.

The Standard Hours / Minutes can be entered here if you are not going to be using the payroll to
record hours worked and entitled holidays.



CSO Options

On the payroll menu — you have a number of options for CSO.
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1. Employee Calendar Details — this option allows you to select a range of employees and range of

dates. You can then get an enquiry or an excel export showing the hours for each employee.




2. CSO EHECS Static Details — this option gives you a list of your employees and the static CSO
information you setup for them.
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3. CSO EHECS Export. This option creates the file that you need to upload to the CSO. The “Trading
Name”, “Address”, “Tel No”, “Email” and “Enterprise Number” fields can all be set up in your
parameters — so that you do not have to type this information every time you go into this
screen. Enter the year and quarter you are running the report for.
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Select the type of return from the drop down list. You then have a number of fields with information
that is not available within the payroll. You need to fill these in if any of them are applicable.
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Once you have the information entered — you have two options

a. Create File — XML: this creates the file that you upload to CSO.

b. Create File — Excel: this creates an EXCEL file. Sheet 1 has the information that is in the XML file
that you upload to CSO. Sheet 2 has a list of all employees so you can see who makes up the
figures on the XML file. When you create the XML file, it goes through a number of validation
checks. E.g. it will check that if you have standard hours in for full time managers and that you
have wages in for them as well. If one of them is zero — it will give you an error. You can use
“Sheet 2” on the excel file — to see who you have hours and/or wages in for.

4. CSO EHECS Fields List. This option gives you a list of the fields and the explanations for them
that are in your XML file that you upload to CSO.
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