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How to Export Data from Focus into Sage

Set-up

Before data can be exported to Sage it is necessary to record the Sage payroll
references for each employee within Focus. To do this:

Go to the Rules tab.
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Sage (see example below).
Save.
Repeat for all employees.
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Click on the Employees button in the top left hand corner of the screen.
Select an employee from the tree-view.

Set the References as appropriate for the pay element references used in

It is also useful to assign all employees that you wish to extract to Sage into the

Payroll group. To do this:

Go to the Groups tab.

hWNH

Select the Payroll group as shown below.

— Include In Groups:

Group

Payroll

[ Carpenters
[ Electricians
Engineers
[ Freelancers
[ Labourers
[ office

[ Painters
O workshop

Click on the Employees button in the top left hand corner of the screen.
Select an employee from the tree-view.
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Exporting data to Sage

. Click on the Reports button in the
top left hand corner of the screen.

Select the Payroll report from the
tree view.

Select the By Week option if you
wish rate totals to be calculated
using a Weekly Rule.

Use the calendar to select the first
day of the pay period.

Use the downward arrow to select
number of weeks or days required
(as shown).

Select the Payroll group.

To print off a report to review click
on the downward arrow next to the
List report button and select the
Summary report (as shown).

A prompt will appear asking if you
want to Lock the Timesheets. Click

Reborts \
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Yes if you do not want people to
edit the timesheets after you have
printed the report. Otherwise click
No.

Do you want to Lock the Timesheets?

l Yes J[ No ][ Cancel ]

A report like the one shown below will be produced.

® Payroll Report =1l
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Payroll Report

Mon 02 Jul 2007 to Sun 29 Jul 2007 (4 Weeks)
Employees in Payroll Ordered by Last Name

Title  Fest Nane Lai Naeno Base O Suncwy Orvaile Ghodt FRae 6

Mr d Catagher 144.00 800 e 190 16.00
M Harl 1300 2700 400 450 MO0
M o Hesrany 14300 2800 200 1800
L] Howeard 14400 200 300. 1600
M B Hurt 1000 2000 JO o0
Mt Hurtg 14715 050 2 LA
M G Munchyy 19200 1218
M Padcay 18000 1800
M Srapherd 180.00
M3 Thomson 19600 1100
Mr ho 12600 1218
Mt Vialat 15500 1630

171315 13610

NEDANSEHY

9. To print the report click on the Print button at the top.

10.Review the data in the printed report and edit the timesheets if necessary.
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11.When you are happy that the
payroll export is ready. Click on
the downward arrow next to the
Save button and select the
Sage option.

12.Click on the Save to File
button.

Payroll Report

[ Sage Micropay

[:] S Iris
Quantum
Thesaurus

b Comma Delimited

3 Fixed Length

7 Comma Delimited + Names

¢  Fixed Length + MNames

.!17 Mr  Cleuve Hrard

(-] Export Data - Payroll @

77.1,144, PN
77.3.8. 7
77.5.8.
77.44.3.;
78.1,136,
7B 35275
78.5.4,
78,4,4.5,
49,1,143,
49.3,28,
49.4.2,
47,1,144
47.3,22,
47.4.3,
32,1,130,
323,217
32.4.3,
56.1.147.1
56,3,18.5;
56.4.2,
50,1,152,
50,3,12.15,
50.5.3,
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Save Export | ile mBJ
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13.Choose a location to save your Deshirg
file, type in a file name and click
Save. -
My Documenns
My Coeputm
‘) Fia nave Papr (0] te v | Save |
My ook |-Savi a1 e Teod Fies {* TT v [ Tcane |

14.Go into Sage and select the Data Import option from the file menu.
15.Select the Import Sage Payroll Data option. A wizard should start.

16.Follow the instructions presented by Sage which should be as follows:
a. Click Next

Select Employees Payments (Hours and Rates)

Click Next

Find the file you saved in Focus using the browse facility.

Click Finish

-
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