HAPI

HAPI is the layer connecting Harcourt’s Trust to payroll and financial systems via a simple
2-step process.

HAPI Online streamlines the collection and analysis of real-estate transactions from
Harcourt’s Trust system, provides extensive enquiry and export facilities for batches, deals
and agents and provides direct collection of agent commissions to payroll.

Harcourts Trust system and support is available from:
+ 0800477 435 NZ
+ 1800 355 529 AU

HAPI and SmoothPay goPayroll support is available from:
+ 06-353 6462 NZ
+ 1800 940 739 AU
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Trust Accounting and Property Sales Management system

This application is currently provided and supported directly by Harcourts HelpDesk.
Contact the Harcourts Helpdesk on:

+ 0800477 435 NZ
+ 1800 355 529 AU

They will arrange installation of the Trust software and provide training.
v IF YOU ARE NOT A CURRENT HAPI USER you will need to have them turn on the

HAPI Export so that any new deals entered generate transactions into HAPI Online
(use General..HAPI Export menu option in Trust).

v« If you have multiple branches in your franchise then you can also have them
grouped so that exporting from just one of your branches causes all branch
transactions to be exported.

Harcourts are currently redeveloping the Trust system and it will provide similar integration with HAPI
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Using HAPI Online

The HAPI Online gateway is available at https://gopayroll.net/hapi

This provides access to both the HAPI Online login and goPayroll login.

Your temporary login credentials will be provided by the SmoothPay HelpDesk (they need

to set up your franchise and branch/s before you can start using HAPI).

After login you will be able to change franchise and branch settings, user credentials and

process transactions through to accounting and payroll.

HAPI

fig 1. Login page
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HAPI Dashboard
The HAPI dashboard indicates if transactions are available and provides access to all

Rern  ZenHus
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other processes in HAPI via the ToolBar.
This and the following topics describe what each option on the ToolBar does.
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NZ Helpdesk: 06-353 6462
AU Helpdesk: 1800 340 739
helpdesk@smoothpaygold.com

fig 1: HAPI Dashboard

- Trust feed: indicates how many deals have been delivered by Trust and are waiting to be brought
into Processing

- Pending: indicates how many deals are waiting to be processed

- Deposits: indicates how many deals are waiting to have monies disbursed to pay agent

commissions etc.
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Process

This page is generally Step 1 in your 2-step HAPI process:

+ automatically brings in any waiting Trust feed transactions for your franchise

+ lets you download a spreadsheet containing the pending entries

+ Process the transactions against new/existing deals and adjusts values for commission
receivable, agent commissions, franchise fees etc.

E:g e B ey B B nomm " EH Pending Transactions

- B2 8 LR 8§ R

Dashboard Process D;;;osil H Ag;ms Baiches Deals Franchise Branches Tools

Q £ DOWNLOAD PROCESS
Dated Name Amaunt (incl)
4 ]
RT1809/11 Matthew Shaw Legal Limited |
TRU RT1809/11 Transfer |
»' RT1809/76 31F Fr; k Streq
oM RT1809/16 The Property Law Centre [ ]
TRU RT1809/16 Transfer bl |
G 55epl8 T1809/18 1429 Amo S
[eol] RT1809/18 Holland Beckett - Rotorua |
TRU RT1809/18 Transfer |
<4 1 10/03 24 Hyla
TRU RT1810/03 Transler
R 50ct18 RT1810/07 w, .
oM RT1810/07 Gawith Burridge [
FFP RT1810/07 Harcourts New Zealand Ltd
ACM:L RT1810/07 Parker, Angela
ACM:S RT1810/07 Parker, Angela |
|
T1810/0 jgar
com RT1810/08 Witten-Hannzh A J H s

fig 2: Process page showing pending transactions
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Deposit

This page is generally Step 2 in your 2-step HAPI process - it is this step that releases
funds for payment of agent commissions:

+ automatically lists any Trust Account disbursements made in the Trust system

+ lets you add any other payments received directly and assign those payments against
deals.

+ you can Download a copy of deposit transactions and related deal information

+ Process the deposit entries by paying off any balances due.

EE Pl Wil L0 Deposit @ SmoothPay ¥

wm B g s f Boa @R )

Dashboard | Process Deposit  Agems Batches Deals | Franchise Branches : Tools

Q & DOWNLOAD PROCESS
Payee Amuount Deal Allocation
TR NT 14375.! ssessmeiams 219 Bridge Street

UST ACCOU 375.00 - 14375.00
TRUST ACCOUNT 13455.00
TRUST ACCOUNT 15571.00

+ = | @

fig 3: Deposit page showing payments about to be processed

Adding other payments
Use the [+] option to add a new entry:

* enter the payer’s name (or source of payment)

+ enter any part of the deal code or address (a list is automatically populated after a
second or so) and select the correct deal

+ enter the amount received to be applied to the selected deal

« if the payment covers other deals as well then they can be added as well until the entire
amount of the payment has been accounted for.

Deleting a payment

Use the [-] option to delete an entry - you cannot delete or edit Trust Account
Disbursements.
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Edit an entry

Use the [/] Edit tool to change the selected deposit - you cannot edit or delete Trust
Account Disbursements.

Deal Allocation

paidby [ The Lawyers
Deal BLO11802[BL]
Amount 16000.00

+ -] BT

fig 4: Example manual deposit entry
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Enquiry and Export facilities

The next 3 items in the HAPI toolbar are Agents, Batches and Deals and provide simple
search and export tools (click the “Printer” tool for export options).

The export facilities cover:

+ Trust transactions and deposits (these are the items received from Trust or added
manually in Deposits) that affect any selected deal or deals in a batch,

+ Financial transactions which provide double-entry postings for each transaction type
across your gl account codes for the branch the deal is associated with, or for all deals
in a selected batch (most useful for accounting integration),

+ Payroll transactions providing information about the amounts payable for the selected
deal or batch (you do not need to export these to goPayroll - it will pick these up
automatically).

Agents
This page lets you search for specific agents and shows the deals they have any
association with (you can also search inside the deals for the selected agent).

Batches
This page lets you search for batches containing any specified deal or name and to export
the transactions associated with any selected batch.

Deals
This page lets you search for any deal or name and export transactions associated with
the selected batch.

It also provides a summary of each deal (balances or totals), Trust transactions and
Financial transactions.

i e s & B @ ¥

Dashboard | Process Deposit | Agents Batches Deals  Franchise Eranches !

Q Recent lapha ) [ =)
NTO71506 [NN] 44 Panorama Drive [ 5 ary Trust transactions Hranaal renssctons

NNOG1810 [NK] 24 Golf Roed

NNO?1804 [NK] 3 Woulshed Drve NTO71306 [NN]
Panorarna Drive

NNO7130S [WN] 21 Cambria Street Fnner Glynn

NKNO81201 [NK] 3,7 Quile
NNOSIADZ [NN] 33 T
NNOS1303 [NK) 12

B er Street

NNOS1304 [NN] 6 Pinnacle Place 17.07.2013 Sulatun 65 = R
NNOZ1E05 [NN] 40 Lioyd Valley Rocd

Trpe Due Paid Cwing

COM Glas gow Harley 0.00
FFP Harcourts New Zealand Ltd 0.00

NNOB1206 [NK] 3207 Archers Raad
NNOS1ADE [NN) & Hanby Park
NNO@1509 (NN) & Byron Place ACMS Fletcher, Caroline 0.00
NROILE04 [NK] 90 washingion Road ACM:S Rasinsen, Michelle 0.00
NNOSL1E06 [NN] 412 Main Road Stoke

NKO31807 [NK] 56 Ellls Strent

NNOI1ADE [NN] 219 Bridge Sraat

NNOI1902 [NN) 18 Poutama Street

NN101202 (K] 66 Tasman Street

NNI1OQ1ED4 [NN] 1,59 Tasman Street

NN101809 [NK] 2 Black Streat

Receivable 0.00
Payable —— .- 0.00

fig 5: Deal enquiry example
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Franchise settings

This is where the franchise name, details and accounting system type are set up, and is
also where you will find the HAPI Connector code (you will need this to connect goPayroll
to the correct HAPI franchise - you'll also need the HAPI group code from the Branches

page).

2:3 Freds Real Estate Franchise Settings

s B & & & B &8 @ X

Dashboard Process Deposit | Agents Batches Deals | Franchise Branches | Toals

(#' Franchise settings

Franchisa name Freds Real Estate

Adcress

Contact name
Phone

Email

Trust account #

Accounting system

Connector {FABBO4UB-6E8B-414C-B43B-AU10FCFO~200}

fig 6: Franchise settings
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Branch settings

Each branch comprises 3 records - one each for Commercial, Rural and Urban/Residential
and each can be set up with it’s own Control and Cost accounts if you need that level of
breakdown in your accounting system (generally you’'ll use the same codes for all
branches, but the flexibility is available if you need it).

Handy “tool” objects provide you with the ability to make mass changes to one or all
branches after setting up cost codes etc.

The “Group code” is particularly important as it groups your branch records together for payroll. Payroll
uses the franchise “Connector code” and the branch “Group code” to request all agent commission
transactions payable, or for any previous batch.

g:g Freds Real Estate Branch Settings
uh i E § | % i %
Dashboard : Process Deposit | Agents Batches Franchise Branches @ Tools
" Br: settings a
ABC Rural: ABC Branch Branch setting Branch code A3C Commercial
ABC Urbar/Residential: ABC Branch
w Control accounts Cost accounts
Branch name ABC Branch
Address
Contact name
Phone
Email
Bank account ¥ 12-3109-CC30936-00
Jcroup coce COMPANY.002 2 |

fig 7: Branch settings example

You might have Quickbooks, Xero, MYOB, MoneyWorks or Pastel as your accounting
system - just change the codes to suit, and if the same codes apply to just the current
branch (or all branches) then use the “tool” object to apply the current settings.

# Branch settings Branch code ABC Commarcisl

T o

Income
Auctlon fees 0,007

Commissicns 1020,00°

Misc fees 2210001
Expar:
Ageat cammisslons 2011001
Franchise fans 2610/001
Nulti=liss hureau fees 3330/001
Quteda agents (Harcours) 1300,02°
Qutside agenis (cther) 1a20,00°
Referral fees 100,007

fig 8: Cost account settings

HAPI Online - https://gopayroll.net/hapi rev. Oct 2018 Page 12 of 16



https://gopayroll.net/hapi

Tools

The tools menu provides various functions (most are not visible to regular users).

se Branches | Tools

Backup

Users

Trustfeed DO

Add franchise
Add branch

Import Franchise
Delete data
House-keeping

Assist (remote support)

»

fig 9: Tools menu options (super-user mode)

+ Backup: creates a compressed image of the database

+ Users: allows the addition of users and links them to the selected franchise

+ Trustfeed: displays a list of all transactions awaiting processing (to help determine
branch codes etc. that might be required before a franchise can start processing
correctly)

+ Add franchise: Adds a new franchise to HAPI

+ Add branch: adds a new branch to the current franchise

+ Import franchise: imports franchise data from old HAPI

+ Delete data: allows for franchise deletion, database reset, trustfeed tidy up for a new or
imported franchise

+ House-keeping: deletes old deals and associated transactions (fallen/completed deals)

+ Assist (remote support): provides access to SmoothPay’s TeamViewer support tool.

Profile menu

+ Profile: lets you change your credentials (username,
password, etc.)
+ Logout: logs out of HAPI and returns to the Portal page

fig 10: Profile menu
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Importing HAPI transactions into goPayroll

goPayroll uses the HAPI API to retrieve agent commissions (new or for any prior batch)
and create agent records as needed.

To import commission payments from HAPI Online:

« Payrun..Import..HAPI

Import HAPI Commissions data

Settings

Connector {ms e s =5 A1-AD46-063E0B2BDBF1}

Group code COMPANY.001 Save & Test

Options HAPI user guide
Batch Leave empty or zero for new data

fig 11: Import Commissions (and create any new agents)

You should always use View to check for any unrecognised agents.

Connector: This value must be copied from the franchise settings in HAPI

Group code: This value must match the group code assigned to your branches in HAPI

Save & Test: Saves the settings (if changed) and tests the connection to HAPI

Batch: This is optional and allows you to recall commission transactions from any batch in HAPI
that may already have been imported (i.e. after a Restore to correct data you may need to re-
import commissions from a prior batch)

View
You should always use this option first to check if any unrecognised agents are in the
transaction data.

You may need to add an agent’s badge code (goPayroll accepts multiple badge numbers
for HAPI, as agents may have extra codes assigned by Trust, just separate them with
space or comma in the Contract..Badge field).

You do not need to add records for genuine new Agents - goPayroll will automatically add

them if it doesn’t find a matching badge in the Run process. You then need to complete
their details (IRD/GST#, address, maybe amend their tax rate etc.)
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X BON

hmployee,batch,date,badge,name,paycode,glcode,jobcode,jobname,amount,gst

"UNKNOWN",9471,2018-108-17, 000003, "
| "UNKNOWN",9471,2018-10-17,000003,"
| "UNKNOWN",9471,2018-10-17,001108,"

"UNKNOWN",9471,2018-10-17,001108,"

"UNKNOWN",9471,2018-10-17, 000396, "

"UNKNOWN",9471,2018-10-17, 000003, "
| "UNKNOWN",9471,20818-18-17,000003,"
"UNKNOWN",9471,2018-10-17, 000003, "
"UNKNOWN",9471,2018-10-17, 000055, "
"UNKNOWN",9471,2018-10-17, 000055, "
"UNKNOWN",9471,2018-10-17, 000055, "
“UNKNOWN",9471,2018-10-17, 000055, "

Unknown badge numbers or New Staff

000003, "
a01108,"
200396,
200055,"

CM,7370/001,BLO81814,"BL@B1814 93 Arthur S
CM,7370/001,BLO81814,"BLOB1814 93 Arthur St
", ACM,7370/001,06785,"BL@91815 73C Havelock

", ACM,7370/001,06785,"BLO91815 73C Havelock

CM,7370/001,BL091827,"BL@91827 5A Bary Stre
CM,7370/001,BL091827,"BLRY1827 5A Bary. Stre
,7370/001,06789,"BL101804 1-4 Seafair Close
air Close
,7370/001,06790,"BL101885 15E Maxwell Road,
,7370/001,06790,"BL1018@5 15E Maxwell Road,

fig 12: Example View showing commission data and any unrecognised agents

Run

This imports agent commission payable and creates any new agents if necessary.

An audit trail is displayed showing the basic details of each agent, deal, address and gross

value.

Proceed with normal pay processing (refer Help..The Pay Process) in goPayroll.

HAPI Online - https://gopayroll.net/hap
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Quick Process Summary

+ Go to https://gopayroll.net/hapi

* Login to HAPI

+ Click Bricks (wait for it to Load and new transactions) and then click Process

Click Coins (add any additional deposits) and then click Process

* Log out - returns to the HAPI portal

+ Login to goPayroll

» Payrun..Import..HAPI and click View (to check that there’s data, and any new agents)
+ Click Run to import the commissions and create any new agents.

+ Continue processing payroll as usual.

*end *
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