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Copyright

This PCSPayroll User's Guide and the software it describes are protected by United States Copyright law. Any reproduction
without written consent of PC Skills, Incorporated is prohibited.

O Copyright 2003
All Rights Reserved.

Trademarks

PCSPayroall isatrademark of PC Skills, Inc. Windows and Visual Basic are trademarks of Microsoft Corporation.
ActiveReportsis a trademark of Data Dynamics, Inc.

User License Agreement
PCSPayrall

This User License Agreement is alegal agreement between the purchaser of PCSPayroll (either an individual or asingle
entity) and PC Skills, Inc. for the software product PCS Payroll, which includes computer software and this manual. By
installing, copying, or otherwise using PCS Payroll, you agree to be bound by the terms of this User License Agreement. If
you do not agree to the terms of this agreement, promptly return PCS Payrall to the place from which you obtained it for a
full refund.

PCS Payroll may be used by you, on a single computer, or by an unlimited number of additional users over alocal network
server. However, PCS Accounting may be accessed on only one network server. To load and access PCS Payroll over
additional and/or multiple network servers, you must purchase the appropriate number of PCS Payroll user licenses.

PCSPayroll Developer’sKit

The purchaser of PCSPayroll Developer's Kit is granted a limited, nonexclusive license to use the source code, either asis,
or as part of an application that they develop, with no further royalties or fees due PC Skills, Inc. The only restriction is that
only the executable, and not the source code itself, may be distributed.

In addition, the purchaser of PCS Accounting Developer’ s Kit is granted alimited non-exclusive license to modify and copy
the PCSPayroll User’s Manual, and distribute it with no further royalties or fees due PC Skills, Inc.

The purchaser is responsible for acquiring and using the third-party products used and any upgrades thereof. There are no
restrictions on distributing the help files included in the PCS Payroll program.

Limited Warranties; Disclaimer; Indemnities

PC SKILLS, INC. DOESNOT WARRANT THAT THE FUNCTIONS CONTAINED IN THE SOFTWARE PROGRAM,
PCSPAYROLL, MEET YOUR SPECIFIC NEEDS OR REQUIREMENTS OR IS FREE OF DEFECTS. PCS
ACCOUNTING SOFTWARE ISPROVIDED TO YOU “ASIS” WITHOUT WARRANTY OF ANY KIND, EITHER
EXPRESSED OR IMPLIED, STATUTORY OR OTHERWISE, INCLUDING BUT NOT LIMITED TO IMPLIED
WARRANTIES OF MECHANTABILITY AHD FITNESS FOR A PARTICULAR PURPOSE.

EVEN IF PC SKILLS, INC. HAS BEEN ADVISED OF THE POSSIBILITY OF DAMAGE TO YOU, IN NO EVENT
WILL PC SKILLS, INC. BELIABLE TO YOU FOR ANY LOSS OF USE, LOST PROFITS, LOSS OF DATA, OR ANY
DAMAGES OF ANY KIND, WHETHER DIRECT, INDERECT, INCIDENTAL, OR CONSEQUENTIAL, ARISING OUT
OF YOUR USE OF OR INABILITY TO USE PCSACCOUNTING SOFTWARE OR ANY SOFTWARE SUPPLIED TO
YOU BY PC SKILLS, INC.

SHOULD YOU PROVIDE A THIRD PARTY WITH PCSACCOUNTING OR ANY PART OBTAINED OR DERIVED
FROM PCSPAYROLL, YOU BEAR AND ACCEPT THEENTIRE RISK ASTO THE QUALITY, PERFORMANCE,
COMPLETENESS AND ACCURACY OF THE SOFTWARE AND ANY DOCUMENTS PREPARED USING THE
SOFTWARE.

IN NO EVENT WILL THE LIABILITY OF PC SKILLS, INC., UNDER ANY THEORY OF LIABILITY, WHETHER
TORT (INCLUDING NEGLIGENCE), BREACH OF WARRANTY, BREACH OF CONTRACT OR OTHERWISE, BE
GREATER THAN THE AMOUNT PAID BY YOU FOR THE SOFTWARE PRODUCT RELATED TO THIS
AGREEMENT. BECAUSE SOME JURISDICTIONS DO NOT ALLOW THE EXCLUSION OR LIMITATION OF
LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE ABOVE LIMITATION MAY NOT APPLY
TOYOU.
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PCS Payroll

< o
¢ Skills
4476 Main Street, Ste. 202
Amherst, NY 14226
Phone: (716) 839-1304
Fax: (716) 839-1307
www.pcskills.net

Overview and System Requirements

PCSPayroll isaPC-based, 32-hit, payroll entry and tracking database package. PCSPayroll is aadd-on
program to PCS Accounting. PCS Payroll will not function as a stand-alone program; PCS Accounting must also
beinstalled on the computer. PCS Payroll works with and storesits datain a PCS Accounting company
database.

PCSPayroll includes the following major features:
- Payroll preparation and tracking for multiple companies

- Unlimited numbers of salaried or hourly employees

- Unlimited numbers of wage/salary catagories (e.g., overtime, shift differentials)

- Tracks unlimited accrued benefit items such as for sick leave and vacation time with or without rollover
- Allows unlimited numbers of deductions—401(k) contributions, health insurance co-pays, etc.

- Tax tables for any number of taxing entities

- Reportsthat provide summarized and detailed descriptions of all aspects of current and past payroll data.

PCS Payroll Features

Networkable

PCSPayroall isfully networkable. The number of usersisunlimited. If the anticipated number of usersis greater
than ten, we recommend upgrading to the Microsoft SLQ version of PCSPayroll.

Database System

The current version of PCSPayroll employs a Microsoft Access 2000 database (Microsoft Jet 4.0) asits back
end. The front end is written in Microsoft Visual Basic, Ver. 6.0. For larger organizations, a Microsoft SQL
Server version of PCSPayroll isavailable.

Chart of Accounts

PCS Payroll posts to the PCS Accounting Chart of Accounts.

Transaction Tracking

All transactions are time- and user-stamped. A complete history of any transaction is always available — when it
was first entered and by whom, and when and by whom any modifications to the transaction were made.

Accounting Periods

PCS Accounting can be set up for either 12 or 13 accounting periods per year. PCSPayroll uses the PCS
Accounting accounting periods and fiscal year start dates where appropriate (although many payroll features,
such astax calculations, depend only on the calenday year). In PCS Accounting, and thus in PCS Payroll, the
number of open accounting periods is unlimited. Good practice dictates that periods and fiscal years be closed in



Overview and System Requirements

atimely fashion. Once aperiod is closed, additions can not be made to the period nor can changes be made to the
data previously recorded in that period.

Handy Features

PCSPayroll has alarge number of useful features, some of which you'd expect with any Windows package, and
others that may surprise you.

Simple lookups for dates and lists of items like employees accounts, etc. See the section on “Navigating
within PCS Accounting” in the PCS Accounting User Manual for details.

Multiple document interface allows simultaneous examination of various forms, lists, data and
specifications.

Built-in calculator.

Quick, easy backup, database repair and compacting features.

System Requirements

Supported Operating Systems
Windows 98/NT 4 (Service Pack 3)./2000/XP.

Equipment

Pentium-266 MHz or better preferred.
32 Mb RAM, 64 Mb preferred.

30 Mb free hard disk space.

Date Considerations

When entering a date, you can use a pop-up calendar and select a date between 1960 to 2059. If you chose to
typein adate, enter a2-digit year within the year range 1960 to 2059. PCS Payroll’ s screen forms and reports
show 2-digit years that should be interpreted as falling within the 1960-2059 range. Within the database, dates
are kept in the Microsoft Visual Basic Date data type with limits between 100 AD and 9999 AD.

International Formats

PCSPayroll isaware of your computer’ s Regional Settings' date and currency formats, as set using the Windows
Control Panel. Forms. Forms and reports conform to these settings

Customization

PC Skills recognizes that any “ shrink-wrapped” accounting package will, to a greater or lesser extent, fall short
of itsusersindividual needs. Purchasers of PCS Accounting with the PCS Payroll addon have the option of
having PC Skills programmers customize the software to fit their special needs or they can purchase the PCS
Accounting Developer’ sKit with the PCS Payroll addon containing the source code for the program and modify
the code themselves.

PCS Accounting and PCS Payroll are written in Microsoft Visual BasicO, one of the most widely used
programming languages in the world. They both use one additional third-party programming add-on, namely the
ActiveReportsO reporting controls from Data Dynamics, Inc.



Installation of PCS Payroll

First, install PCS Accounting. (See the PCS Accounting User’s Manual for details.
Toinstall PCSPayroll:
1. Insert the PCSAccounting with PCS Payroll CD in your CD-ROM drive.

2. Inthe Start menu, choose Run... and enter (including quotes) “<CD-ROM drive letter>:\ PCS
Payroll.msi” in the Open text box (for example, “ d:\ pcs payroll.msi”).

3. The Setup Wizard will start. Work your way throughit.

For stand-al one setup, most users need only click the Next> button to proceed to the last window of the wizard,
at which time, you click the Finish button. However, networked users should read the next paragraph carefully,.
By default, the program will beinstalled in the Program Files\PCS Accounting folder on your hard drive. If the
installation folder does not exist, it will be created. Theisinstalled in thisfolder. Additional support files (dIl and
ocx files) will be installed in your Windows System (System32 for NT, Win 2000 or XP) folder.

Networked Users

PCSPayroll will, by default, set itself up in the C:\ProgramFiles\PCS Accounting folder on your local hard
drive. For multi-user access, specify an installation folder on a shared network drive on afile server. Each
workstation that will run PCS Payroll should have the setup program run on it. The setup program can be made
to point to either alocal machine (workstation) folder or to a shared, network folder designated during setup. To
select theinstallation folder, click the Browse... button when the setup screen shown below appears. Thisfolder
will contain the program (pcspay.exe, help files and other support dil’s. Selecting a common, shared network
folder, instead of alocal folder, will make for increased network traffic, but may make upgrading easier since
many of the files being upgraded will be in only onelocation. Consult your network administrator for the proper
location for your organization. The location of the PCS Accounsting database(s) is made separately (see below),
so the choice made here for program location is not crucial.

PCS Payroll Desktop Version

Database Location

After installing the program, to launch PCS Payroll, double-click the newly added PCS Payroll desktop icon or
select Programs/PCS Accounting/PCS Payroll from the Start Menu. You will immediately be presented with
the Specify Data File Location window that allows you to specify the PCS Accounting database,
pcsacct2000.mdb. The window will show the PCS Accounting database in the program installation fol der. For
new, stand-alone installations where accounting for only one company is planned, you can choose the database
file presented here. Thisisthe blank database that was installed by the PCS Accounting setup program in you
program folder (usually cAprogram files\pcs accounting). For networked situations, use this window to find the
database on the network server, asinstructed by your network administrator. Note that, in any case, the database
file is always named pcsacct2000.mdb.

PCS Payroll SQL Client Version

Connection Parameters

After installing the program, to launch PCS Payroll, double-click the newly added PCS Payroll desktop icon or
select Programs/PCS Accounting/PCS Payr oll from the Start Menu. You will immediately be presented with
the SQL Server Connection Parameters window that allows you to specify information needed to access the PCS
Accounting database. For new, stand-al one install ations where accounting for only one company is planned, you
can choose the database file presented here. Thisis the blank database that wasinstalled in a SQL Server or
MSDE Server by following the instructions found in Appendix 4 of the PCS Accounting User’s Manual.

Please fill in a name for the company, SQL Server name, avalid user name and password. The connection time
out is by default 30 seconds.



Installation of PCS Payroll

It is highly recommended that you use Windows I ntegrated security, if possible. If you use this option, the user
who islogged into the workstation should have access to SQL Server database.

SQL Server Connection Parameters

My Company

Company Mame

Database Name PCS Accounting

senver

SA

B EE]

Server Mame

User Mame

Passward

Connection Timeout |7

[T Use'windows Integrated Security

ok LCancel

Troubleshooting the Installation

A common problemthat occursisan incorrect location for the program (the location of pcspay.exe) vis-a-vis an
accounting database file, pcsacct2000.mdb. Usually thisis because the location of the accounting database has
been moved. If the program is unable to locate a database, you will be prompted for alocation whenyou start
PCSPayroll. Usethe Specify Data File L ocation window that appears at startup to specify the database location.

Another possible problem is that the computer does not contain a current set of ADO database support files. PCS
Accounting requires each workstation computer to have the Microsoft Data Access Components (MDAC),
Version 2.6 or better installed. Many Microsoft products (e.g., Access 2000, Internet Explorer 6.0) install this
package, but your computer may not haveit. If so, download mdac_typ.exe from the PC Skills
(www.pcskills.net) or the Microsoft web site (www.microsoft.com/data/download.htm) and run it to install the
required components.




Getting Started

Start PCS Payroll by clicking the Start button on the Task Bar and choosing Programs/PCS Accounting/PCS
Payroll from the Start Menu. (Y ou can also use the PCS Payroll desktop icon that was created during
installation to start the program.)

Very Important! Make surethe computer’s system clock is set correctly. PCS Payroll
reads the system date and time when performing many of its functions. An incorrect
system clock will result in erroneous time stamping of transactions and may lead to a
variety of performance problems.

Logging In

When starting PCS Payroll, you must always (i) supply a user name, (ii) supply a password and (iii) specify a
company (i.e., adatabase). To enter payroll for a particular company, PCSPayroll uses the PCS Accounting list
of users and their passwords for that company. To use PCSPayroll, aPCS Accounting user security level of 1, 2,
or 3isrequired.

Note: User names and passwords are not casesensitive in PCS Payroll.

There must be at least one PCS Accounting database file, always named pcsacct2000.mdb, that been set up using
PCS Accounting. The database must contain an appropriate chart of accounts and alist of users and passwords.
There may have been several companies set up by PCS Accounting, in which case, there will be several
pcsacct2000.mdb database files in various folder locations.

Enter User Information I

User Name: IMaster
Password: IMMM|

Company: IMy Company j

0K Cancel

Logging into My Company
Upon launching PCSPayroll, the Enter User Information window will appear.

In Company combo box, choose the company for which you wish to prepare payroll from the drop-down list.
The companieslisted will have been set up previously in PCS Accounting.

Next, enter your name and password. If you have sufficient right to that company’ s data— a security level of 3
or less— PCS Payroll will open in awindows as shown here.
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The PCS Payroll window

Activities within PCS Payroll are initiated from the menu bar or from the toolbar at the top of the window. The
window caption (at the very top of the window) indicates the company for which payroll datais being prepared.

Changing Passwords

Users who log into PCS Payroll can change their passwords by selecting Edit/ Change Passwor d for XXX from
the menu bar (where XXX isthe current user’slogin name). In the popup window, enter the current password
and the new password twice to make the change. Note that thiswill change the user password for PCS
Accounting also.

Summary of Setup Procedures

The following sections describe the procedures needed to set up PCSPayroll. These steps must be completed
before attempting to enter payrolls using PCS Payroll.

1

In PCS Accounting, for each company, enter the user login name and passwords for users who will be
entering payroll data.

In PCS Accounting, for each company, make sure the chart of accountsis set up to accommodate payroll
transactions. (See the next section for details.)

In PCSPayroll, set up the company defaults. Thisincludes setting up general company information,
entering account numbers for accounts that payroll transactions to which payroll transactions will post,
information needed for W2 and W3 preparation and the frequency (pay periiods) that payrolls are issued.
Set up wage catagories (e.g., salaried, hourly, overtime), accruals (e.g., sick pay, overtime), employer
expanses (e.g., FICA, 401(k) matching contributions), deductions (e.g., 401(k), charitable contributions)
and tax schedules that will be applied to payroll entries.

Enter employee information including employee personal informetion and the details governing the
gross and net pay for that employee.

Each of these stepswill now be described in detail.



Chart of Accounts Setup

Accounts needed by PCS Payroll must be set up using PCS Accounting. PCS Payroll will post payroll
accounting data to asset, liability and expense accounts in the PCS Accounting Chart of Accounts.

Required Accounts

PCS Payroll requires that a number of accounts be specified. The following figure shows the default accounts
used by PCS Payroll. Although these default accounts can be overridden , accounts must exist that can be used
for the purposes shown in the figure.

&, Company Settings

General I Default Accourts | Pay Periodsl

FPayroll Checking Account: 1M 00z2om
Account used normally for Payroll Checks

Default Employer Expense Account; a0z010zoog
Account used for deduction and benefit liability

Default Wages Expense Account afzirmom
Account used forwages paid

Default withholding Payvables Account: 201040M0m

Save Cancel

PCSPayroll default accounts

The following accounts are required:

Account Type Description

Payroll Checking Account A reconcilable asset account from which pay checks or other
salary or wage paymentsare drawn. Thiswill nearly always be a
bank account. There could be several such accounts.

Employer Expense Account An expense account used to record the employer’s expense for
employee benefits and other “overhead” expenses relating to
payroll. There may be many of these. For instance, accounts
may be set up for an employer’ s contributions to social security,
medical insurance, life insurance, matching contributions for
retirement plans or employee’ s charitable contributions, etc.

Employer Payroll Expense An expense account that records the employer’s payroll
Account expenses. There may be several such accounts. For instance,
there might be one account for salary expense and another for
hourly wage expense

Withholding Payables Account | A liability account that records monies owed for taxesand other
deductions taken from employees pay and payables resulting
from employment. There may be a number of these accounts,
e.g., for income taxes and social security withheld or for
unemployment insurance due.




Chart of Accounts Setup

Additional Accounts

To make your chart of accounts show a more detailed description of payroll activity, you may wish to have many
more accounts than the minimum of four listed above.

For example, employees may make co-payments for health insurance that are deducted from their pay. In such a
situation, three accounts— two liability and one expense account may be desirable:

v" A liability account would be used to record the amounts deducted from the employee’ s pay.
v Another liability account showing the employer’s accrued liability for health insurance.

v" An expense account reflecting the annual expense to the employer for the employer’s portion of health
insurance expense.

Such a setup shows clearly the contribution being made by the employees. When the employer isbilled for
health insurance, both liability accounts and charged (debited) and accounts payable is credited. When the bill is
paid, the accounts payableis charged (debited) and the bank account from which the payment istaken is
credited.

A similar set of accounts could be used for tracking 401(k) retirement plan activities. Again, two liability
accounts could be set up: one to record the contribution deducted from employee’ s pay, the other to record the
liability for the employer’ s matching contribution. An expense account would record the employer’ s expense for
the match.



Setting up Payroll Defaults

Before PCSPayroll can be used to issue payroll, a number of payroll -related items must be specified. The forms
in which thisinformation is entered are accessible from the Edit menu item on the menu bar. The following
figure shows the various categories of items that must be dealt with.

Wi PCS Payroll - My Company

EileanroII Beports  indow Help

Ll = [Etr] = k | 4
|§ Save [t 5 [E‘Eb

Welete (6] 0

Employees

LChange Password for M aster

Categories Setup 3
W W2 Setup
Setup Payroll Defaults

The Edit Menu in PCSPayroll

After setting up an appropriate chart of accounts (in PCS Accounting), the first task in preparing PCS Payroll
itself isto set up Payroll Defaults. Thisform is used to specify the most basic information that PCS Payroll will
use when payrolls are entered. To open thisform, click on Edit and then Setup Payroll Defaults from the menu
bar.

The form has four tabbed pages. When thisform is closed by clicking the OK button, if changes have occurred
on any of its pages, you will be prompted to save the changed information. Y ou may save or cancel saving the
information at that time.

General Company Information

Thefirst tabbed page islabeled General . Most of the information on this page comes from the Company
Defaults set up in PCS Accounting. Spaces are provided for entering the various identification numbers used by
governmental entities to identify the company.

@, Company Settings
P General

Defaut Accounts | Pary Periodsl

Company Mame: Cemonstration Compary, [nc.

Address 1 8555 Main Street

Address 2 Ste. 301

ity Buffalo

State Fy Zip Code 14230
Federal Tax 1D: 16-8888888 State Tax ID: 16-88888388
State Unempl Tax 16-8888338 Lacality [D: 16-8888888

LCancel |

General company information

Changes made here will also appear for the company profile in PCS Accounting.



Setting up Payroll Defaults

Default Accounts

When setting up payroll deductions, making payments, and performing other PCS Payroll activities, you will
need to specify accounts. On the Default Accounts page, you set up the account numbers that will first appear
when the forms relating to these activities are opened.

Genersl P Default Accourts | Pay Periodsl
Fayrall Checking Account: 1010102001
Account used normally for Payroll Checks
Default Employer Expense Account 5020102008
Account used for deduction and benefit liability
Default Wages Expense Account: 5020101001
Account used forwages paid
Default Withholding Payahles Account: 2010401001

Save LCancel

Default account specification

To enter the default accounts, click in the box containing the account number and then click the pick button (the
blue triangular icon) that appears at the right of the box. This brings up a Select Account window showing the
appropriate account type (asset, liability or expense) for the that box. The accounts available are those you have
created in the PCS Accounting Chart of Accounts for the current company.

In the “Payroll Checking Account” box, only areconcilable asset account (i.e., a bank account) can be chosen.
For the “ Default Employer Expense Account” and the “ Default Wages Expense Account”, only an expense
account can be chosen. For the “ Default Withholding Payables Account” only aliability account isavailable.

Note that these selections are not binding. For particular deductions, pay catagories or tax-related items, accounts
different than the defaults can be chosen.

Pay Periods
General | Default Accounts |
Code Feriod Last Pay Mext Pay Hours Uzed
Date Date
10 Wiaekly 40.00 D
20 Bi-wieekly 80.00 O
a0 Sermi-manthly BE.6Y
40 Manthly 173.33
a0 Guarterly 520.00 O
1] Serni-Annual 104000 [
7 Annual 208000 [
an Special 1.00
Save LCancel |

Setting allowed pay periods and hours per pay period

10



Setting up Payroll Defaults

The Pay Periods tabbed page shows the possible pay frequencies for regularly paid workers. When payrolls
have been entered, the dates for the last and next payroll are shown. The default number of hours worked during
each pay period typeisentered in the “Hours” column. If employeeswill be paid according to apay period type
(Weekly, Bi-weekly, etc.), check the box in the“Used” column.

In addition to regular pay frequencies, thereisa*“ Special” pay frequency. Check thisto allow supplemental
payments such as bonuses or expenses incurred by employees that are not made as part of aregularly scheduled
payroll.

To close the Company Settings form, click on the Save button if you wish to save the data; click the Cancel
button to close without saving. If you clicked on the Save button, to verify your intentions, you will be queried

asto whether you really want to save the information you have entered or changed. Choose Yes to proceed to
save the data, Noto close the form without saving or Cancel to return to the form.

11






Categories Setup

To set up detailed specifications for wage categories, deduction types, accruals and taxes, you use the forms
accessible from the Edit/Categories Setup menu items. Because the other categories are often related to one or
another type of wage, set up the wage categoriesfirst. Then enter the accrual, deductions and taxes categories,
employer expense categories may depend on wages, deductions and taxes, so set these up last.

. PCS Payroll - My Company

EiIeanmII Bepartz:  Window Help

| é E1=H el & | s

== [EtriES
[Elete [t
Employees

Change Pazsword for b

Categories Setup Wages

W2 S W2 Setup Accmal lkems

Setup Payrall Defaults Deductions
Ermplayer Expenzes
Taxes

The Categories Setup menu

Wage Categories

Wage categories define the various types of remuneration employees receive as aresult of their employment by
your company. Wage categories include cash payments paid by the company in the form of salary and wages,
some types of payments made by the company that benefit the employee, cash the employee receives from
others such astips and any other type of income an employee may realize as aresult of his employment that may
subject to some tax. Y ou may also wish to define wage categories so that you can distinguish various types of
payroll expense for internal accounting purposes.

There are two general types of wage category, “Salary” and “Hourly.” Wages designated as salary are calculated
on the basis of pay periods. If thistype of wage isto be paid for only part of a pay period, you must calculate
what the prorated salary payment should be for that period. For instance, for a new, salaried employee who
works only part of her first pay period, the salary she receives must be hand-calculated when her first payroll is
prepared.

If awagetypeis hourly, payments are calculated on the basis of the number of hours worked. Hourly workers
are, of course, paid using an hourly wage. But salaried workers may also receive part of there salary from hourly
wage catagories. For instance, paid sick leave for either asalaried or hourly worker would normally be
accounted for using an hourly wage category defined for paid sick leave.

Most wage categoriesimply a cash payment by the employer to the employee. The payments are balanced by an
expense to the employer. However, certain types of remuneration do not imply employer payments or expenses.
For instance, tips received by an employee in the course of their employment are not paid by the employer, but
by customers. However, tips are considered by most taxing entities as part of an employee’ swages. Thistype of
wage is handled in PCS Payroll as a“Non-cash” wage cataegory.

Benefits paid by the employer often do not result in payments to the employee, but rather payments by the
employer made on behalf of the employee. A car leased by the company and used by the employeeis an
example. Some benefits are not taxed, others are. And some are taxed only after a certain amount is exceeded.
Such benefits are accounted for as“Non-cash” wages. The expense incurred by the employer may be recorded
with PCS Payroll using an Employer Expense category or more likely would be handled from within PCS
Accounting as simply an accounts payabl e transaction between the employer and the vendor supplying the
benefit (in the case of the leased car, the automobile dealer).

13



Categories Setup

There are two default wage categories that cannot be deleted. These are the “Base Salary” (type “Salary”) and
“Base Hourly” (type “Hourly”). The accounts these categories post to can be editied, however.

There are a number of reasons to define new wage categories. Y ou will want to create awage category if:

Y ou wish to record some types of payroll expensein separate accounts. For example, if vacation pay for
salaried and hourly workers is expensed to different accounts, you would create two wage categories
that target different expense accounts (although both would probably best be “Hourly” types of wage
categories).

Accrued items, such as vacation time, must be linked to an hourly wage category. To track usage of an
accrued item, you must create an hourly wage category that can be linked to the accrued item. Thus, if
you wish to track the accrual and use of vacation time, an hourly vacation wage must exist.

Deductions may be based on a particular type of wage. If thisisthe case, create awage category to link
to the deduction category.

A payroll-related employer expense may be based on a particular type of wage. If thisisthe case, create
awage category that the employer expense category to which the employer expense category can be
linked.

A tax may be assessed to a particular type of wage, but not to other wage categories. If thisisthe case,
separate out the part of your payroll that is subject to the tax by creating awage category for that part of
payroll.

A benefit provided to employeesisto be recorded in aspecial expense account or must receive specia
tax treatment or separate entries on tax-related documents like W2's. Non-cash benefits will always
require their own wage category.

Adding a Wage Category

To create, modify or examine wage categories, select Edit/Categories Setup/W ages from the menu bar. Wages
form appears with alist of current wage categories in the Select tabbed page.

=% Wages H=] E3

Ywage Name v‘ Type | No ‘

-3rd Shift Differantial

.Sales Commigzion Salamy 14

List of defined wage categories

[

To define anew category, click the New button, ,on thetoolbar, or choose Edit/ New W ages from the
menu bar.
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=% Wages =] &3 I
Select M Details |

Mo [MEWY]
Wage Mame:
Type: Salary
Pay Rates {for Hourly)
Multiplied by 1.00 ¥ i{base Hourly Rate)
+ Fixed Amaunt: 0.00
Wages Expense Accour 5020101001 Salaries
Hongualified Distributions
Mongualified ? O for Box 11 in W2

Ifyou choose this option, make sure to exempt this from Social Security and Medicare Taz
Mon-cash Wages and Benefits

Mon Cash YWages? D (Exclude fram Met Pay)
Type
Apply Tax Above: 000 &TD Amt ahove which subject to taxes)

Blank Wage Category form.

Inthe blank Details page:

1
2

Enter adescriptive Wage Name for the new category. Up to 30 characters are allowed.

Inthe Type: combo box, choose either “Salary” or “Hourly”. Choose “Hourly” if the wage is not based
on hours that will be specified when the wage is specified, otherwise choose “ Salary” for compensation
that does not depend on hours spent performing the activity.

If “Hourly” is chosen in the Type: box, then, inthe Multiplied by: box, you may enter a multiplier for
the employee’ s base wage. For instance, for overtime pay of time-and-a-half, you would enter 1.5. In the
+ Fixed Rate: box, enter an additional fixed amount that isto be added to the base wage. For instance, if
you pay an employee an extra $0.80 per hour for working the late shift, enter 0.80 in this box. If “Salary”
has been chosen as the type, then the M ultiplied by: box will contain 1.00, the Fixed Rate: box will
contain 0.00, and both will be fixed and not editable.

Click in the Wages Expense Account box and click on the pick button (the blue triangular icon) at the
right of the box to bring up the Select Account window. Thiswindow will show only expense accounts.
Choose the expense account where you wish to post employer expenses incurred when payroll specifies
this wage category. (If the wage is a non-cash wage, no funds will be charged to the account, so, in this
case, the account specified is meaningless.)

If the purpose of the wage isto record a distribution from a nonqualified plan, check the Nonqualified?
check box. The effect of doing thisisto make wages paid for this category appear in Box 11, as well as
Box 1, of the employee’ s W2 form. Such distributions are subject to Federal (and probably state and
local) income taxes but not Social Security and Medicare taxes. The presumption is that the distribution
represents deferred income for which Social Security and Medicare taxes have been paid in previous
years. For thistype of wage category, you are responsible for being sure that they are checked off as
subject to income tax, but not Social Security and Medicare when preparing these tax categories. (See
Adding a Tax Category on page 30.)

Y ou may wish to record wages or benefits that are not cash wages paid by the employer. If so, place a
check mark in the Non-Cash Wages? check box by clicking on it with the mouse. Although employees
receive no cash in their pay check for such wages, non-cash wages may be considered part of an
employee’ s gross wages, may be subject to tax and other deductions and may have to appear on his or
her W2 form.

If non-cash wages are recorded, use the Type box under Non-cash Wages and Benefits to choose
"Reported Tips', "Allocated Tips', "Other", "Dependent Care" and "Other Benefits." “Reported Tips’
are tips reported to the employer by the employee; they are part of the employee’ s gross pay, are taxable
and subject to withholding. “ Allocated Tips® are reported on the employee’ s W2, but are not part of

15



Categories Setup

gross pay and are not taxed or subject to any withholding; they appear on the W2 only for reference
purposes. “Other” and “ Other Benefits” will beincluded in gross pay and are taxableif they exceed a
specified amount. “ Dependent Care” istreated like “Other”, except that it is set apart from other benefits
in Box 100n the employee’ sW2.

If “Other”, “Dependent Care” or “Other Benefits’ is chosen, then, in the Apply Tax Above: box, enter
the tax-free limit for the non-cash wage. Annual amounts below this limit will not be subject to US
Federal taxes and are not included in Boxes 1, 3 and 5 of the W2. Amounts above thislimit are treated as
regular income. If all of the non-cash wage is subject to tax, the Apply Tax Above: box should be zero.

If “Dependent Care” is chosen, the entire annual amount will appear in Box 10 of the W2.

7. When finished entering information, click the Save button,

W ages from the menu bar to save the information and add the new category to thelist of wage

categories.

Editing a Wage Category

To modify specifications for awage category, in list on the Select tabbed page, click on the category you wish to

modify, make your modifications and save the information asin Step 7 above.

Deleting a Wage Category

The“Base Salary” and “Base Hourly” wage categories cannot be deleted.

If awage category has been assigned to any employee or used in defining another category, it cannot be del eted.

rd
Otherwise, select the category from the list on the Sel ect page and then click the Delete button, ,or
choose Edit/Delete Wages from the menu bar to remove the category.
Examples
Base Sal ary 2% Wages: Base Salary AEE
Select M+ Details |
The figure shows payroll settings
for_ pay for salaried employees. ot ] S
Thisisadefault wage type. The Wane Marne: Base Salary
account to which the wage expense ;Weliw (or Hourby Balary
s ay ES (Tor Hour|

pOStS can be mOdIerd' bUt the Multiplied by 1.00° ¥ (base Hourly Rate)
category cannot be deleted. + Fixed Amount; 0.00

Wages Expense Accour 5020101001 Salaries

Nongualified Distributions

Mongualified ? O for Box 11 ini2

Ifyou choose this option, make sure to exempt this from Social Security and Medicare Tax
Non-cash Wages and Benefits

Man Cash Wages? D (Exclude fram Met Pay)

Type

Apply Tax Above: 0.00 (fTD Amt above which subject to taxes)
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Overtime

Overtime wages are defined as
paying an hourly rate 1%2 timesthe
hourly rate for an employee. Each
employee has abase hourly rate.
When they are credited with
overtime hours, those hours will be
paid at 1.5 times the base rate.

Paid Vacation Hours

To track the vacation time an
employee takes, define awage
category for vacation time. Either
salaried or hourly employees can
use this (or any) hourly wage
category.

Note that, in this example, the cost
posts to an hourly wage expense
account. Y ou may wish to create
another category for Vacation Pay
for salaried employees that would
post to an account for salary
expense.

Wage with Shift Differential
Employers may pay an additional
amount for work performed at
night or early mornings. In this
example, a 2" shift worker
receives his base hourly wage
(Multiplied by one) plus an
additional Fixed Rate: of $0.50
per hour.

Another way of paying ashift
differential isto make the
multiplier zero, set the fixed
amount and then pay two wages for
hours worked — the base wage and
also the shift differential. This
method would allow shift
differential coststo be posted to a
separate expense account.

Categories Setup

8 Wages: Dvertime [_ O] I

Select W+ Details |

Mo 5
Wage Name: Cwertime
Type: Haourly
Pay Rates (for Hourly)
Multiplied by 1.80 ¥ {base Hourly Rate)
+ Fixed Amount: 0.00
Wages Expense Accour 5020101002 Haourly
Mongualified Distributions
Mangualified 7 |:| for Box 11 in W2

Ifyau choose this option, make sure to exempt this fram Social Security and Medicare Tax
Mon-cash Wages and Benefits

Mon CashWages? D (Exclude from Met Pay)

Type
Apply Tax Above: 0.00 &FTD Amt above which subject to taxes)
=8 Wages: Yacation Pay [Hourly] Hi=] E3

Select W+ Details |

Mao: 10
Wage MName: Wacation Pay {(Hourly)
Type: Haourly
Pay Rates {for Hourly)
Multiplied by 1.00 ¥ ibase Hourly Rate)
+ Fixed Amount: 0.00
Wages Expense Accour 5020101002 Haourly
Mongualified Distributions
Mongualified 7 D for Box 11 in W2

Ifyau choose this option, make sure to exempt this from Social Security and Medicare Tax
Non-cash Wages and Benefits
Mon Cash Wages? O
Type

Apply Tax Above:

(Exclude from Met Pay)

0.00 FTD Amt above which subject to taxes)

=t Wages: 2nd Shift Wage w/Differential

Select M= Details

Mo 3
Wage Mame: 2nd Shift Wage wiDifferential
Type: Haourly
Pay Rates {for Hourhy)
Multiplied by 1.000 ¥ (base Hourly Rate)
+ Fixed Amount: 0.50
Wages Expense Accour 5020101002 Hourly
Mongualified Distributions
Mongualified 7 D for Box 11 in W2

Ifyou choose this option, make sure to exempt this from Social Security and Medicare Tax
Mon-cash Wages and Benefits
Man Cash YWages? O
Type

Apply Tax Above:

(Exclude fram Met Fay)

0.00 &TD Amt above which subject to taxes)
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Taxable Non-Cash Benefit 28 Wages: Use of Leased Vehicle M=l 3
Non-cash wages or benefits (except Sokct B> Detas |
for allocated tips) may be included
in an employee's pay as shown in Ho: 13 :
. Wage MName: Use of Leased Yehicle

Boxes 1, 3and 5inthe W2 and are T Salary
SUbj ect to withholdi ng taxes. Pay Rates (for Hourhy)
Accounting entries are made for +“"F“i';fc'|':°r'n‘;"um_ ;gg #{base Hourly Rate)
empl oyer‘ S expense fOI’ maICheS Wages Expense Accour 5020102008 Other Benefits
for FICA, etc. and for employer’s Nongualified Distributions
withholding liabilities but there is Nonaualed 7 [ orBoxi1 2 _

A Ifyou choose this option, make sure to exempt this from Social Security and Medicare Tax
no CaSh pal d to the empl Oyee and Mon-cash Wages and Benefits
thus no employer wage expense. Nan Cash Wages? {Exclude fram Net Pay)

| Tyvpe COther Benefits
-IE—he TypeA' Pay Rages and Wages Apply Tax Ahove: 0.00 ¢TD Amt above which subject to taxes)

Xpense ccount boxes are

ignored and can hold arbitrary
entries.
Taxable Non-Cash Benefit with 24 Wages: Dependent Care (Day care] o=|
Exemption Limit Sekect W Detais |
Some benefits are partially exempt . s

K . o
from ta_xa_tlon' Onlylf they e>.(C€ed Wage Mame: Dependent Care {Day care)
some limit are they included in an Tupe: Salary
employee’s pay and are therefore IR T

. . . . Multiplied by 1.00 X ihase Hourly Rate)
subject to withholding taxes. In this S it
example, the dependent care Wages Expense Accour 5020102008 Other Benefits
benefit, with its (current) $5,000 (e DiS"ih""DfE
. . Mongualified ¥ for Box 11 in W2

exemptlon’ IS ShOWﬂ. Ifyou choose this option, make sure to exempt this from Social Security and Medicare Tax

| Non-cash Wages and Benefits
The Type ' Pay Rates and Wages Mon Cash Wages? (Exclude fram Met Pay)
Expense Account boxes are Tipe Dependent Care
ignored and can hold arbitrary Apply Tax Above: 5000.00 (yTD Amt above which subject to taxes)
entries

Printing Wage Category Details

When viewing the Details page for any wage, you may preview or print wage category details for all wage
categories by clicking on the Print or Preview buttons on the toolbar, or by choosing File/Print Wagesor
File/Preview Wages from the menu.

Accrual ltems

Employees may accrue benefits during their employment. For instance, an employee may accrue paid vacation
or sick leave on a pay frequency or an annual basis. PCS Payroll can be used to track such accruals. Accrual
item categories are not monetary and are not posted to PCS Accounting accounts.

Accrual item categories are linked to particular wage categories. For example, accrued vacation islinked to
vacation pay. If an employee receives vacation pay, the accumulated vacation accrual is reduced by the hours
charged to vacation pay during that pay period. If there are several wage categories related to atype of accrual,
then create an accrual for each wage category. For instance, if you charge different accounts for vacation taken
by salaried and hourly employees, and therefore have two vacation wage categories, you will need to create two
vacation accrual categories, one linked to salaried vacation wages and the other to hourly vacation wages.
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Accrual items accumulate at each pay period. The accumulated number of hoursis reduced when an employeeis
paid using the wage to which the category islinked.

Accrued items can be carried over from one calendar year to the next, but the amount of carry-over can be
edited, if desired.

To create accrual items, choose Edit/Categories Setup/Accrual 1tems from the menu bar. Thiswill bring up the
Accruals form showing the Select tabbed page.

=% Accruals [_ (O] x|
P Select | Details I

Accrual Hame

List of Accrual categories

Adding an Accrual Category

To define anew accrual category, click the Newbutton on the toolbar, or choose Edit/New Accrual from the
menu bar.
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=% Accruals M= E3

Select

Mo [MEWY]

Accrual Mame:

Type: Llser-entered Amaount per Pay period

Print on Check Stub: O

Allows Tarry over; |:| (Carry halance aver to next vear)

Accrual Balance will be Reduced by hours paid under
WWage: 1]

Blank Accrual category form.

In the blank Details page:
1. Enter adescriptive Accrual Name: for the new category. Up to 30 characters are allowed.
2. Inthe Type: box, choose from the list— "User-entered", "Percent Gross', "Percent Wages' or "Fixed."
If “User-entered” is chosen, the number of hours each employee receives must be entered when
preparing each payroll.
If “Percent Gross” is chosen, the accrued hours will be equal to a percentage of total hours worked in the
pay period. Enter the percentage in the Equals box.

If the accrued hours are a percentage of some type of wage hours, choose “Percent Wages.” I1n the
Equals box, enter the percentage and in the box to the right of percent of hours for wage box, click on
the pick button to get the list of wages and choose one.

If the accrued hours are a fixed amount per year or per pay period, in the Equals box, enter the number
of hoursto be accrued and, in the hours per combo box, select either “Pay Period” or “Year.” If “Year”
is chosen, the yearly hours will be prorated and added every time a payroll is prepared.

3. If youwishthe accrual to appear on the pay stub, check the Print on Check Stub: box
4. If hours should be carried over to the following year, check the Allow Carry over: box.

5. Accrued hours are linked to a particular type of wage. For instance, accrued sick leave is linked to paid
sick leave. When hours are entered under the wage linked to the accrual, the accrued hours for that
accrual category will be reduced. In the Accrual Balance with be Reduced by hours paid under
wage: box, click on the pick button at the right of the box. The Select Wage window will pop up.
Choose the wage category to which the accual islinked.

6.  When finished entering information, click the Save button, on the toolbar or choose Edit/Save Accruals
from the menu bar to save the information and add the new category to thelist of Accrued Items
categories.

Editing an Accrual Category

To modify specifications for an accrual category, in list on the Select tabbed page, click on the category you
wish to modify, make your modifications and save the information asin Step 6 above.
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Deleting an Accrual Category

If an accrual category has been assigned to any employee, it cannot be deleted. Otherwise, select the category
from the list on the Select page and then click the Delete button, or choose Edit/Delete Accruals from the menu
bar to remove the category.

Example

Sick Leave % Accruals: Sick Leave M= B
. . Select W Details |
This example of an accrual for paid

sick leave isfixed at 144 hours per L i)
Accrual Mame: Sick Leave
year (12 hours per month). The Type: Fired
accrual accumulates at each pay Equals 144.00 | Hours per Year
period. Accumulated, unused sick Brint o Ghetk Siuh O
leave carries over at the end of Allow Carry over: (Carry balance over to next Year)

each (calendar) year to the next
year. The accrual islinked to the
Paid Sick Leave wage category.
When an employee receives sick
pay, the sick pay hoursare
subtracted from the accrued hours.

Accrual Balance will be Reduced by hours paid under
Wage: 11 Paid Sick Leave

Printing Accrual Item Category Details

When viewing the Details page for any accrual item, you may previewor print accrual item category detailsfor
all accual item categories by clicking on the Print or Pr eviewbuttons on the toolbar, or by choosing File/Print
Accrualsor File/Preview Accruals from the menu.

Deductions

Deductions are amounts subtracted from an employee’ s gross pay. They, along with subtractions of hon-cash
wages and taxes, determine the net pay (the actual cash payment) to the employee.

The amount deducted from an employee’s pay can be manually specified during payroll preparation or can be
automatically entered into the payroll as afixed amount, as a percentage of gross pay or as a percentage of a
particular type of wage (i.e., a particular wage category).

Deductions can be capped to a maximum annual amount.
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% Deductions [ [O]x]
P Select | Dretails I

Deduction Name

-tl.nlted Way Usger-entered B-l

List of Deduction categories

Deducted amounts post to aliability account representing a payable for the employer. If you wish to track the
amounts of certain types of deductionsin distinct accounts, a deduction category must be created for each of
these liability accounts.

Amounts may be deducted from pay before or after taxes are taken. Whether or not the deducted amount is taxed
is set when tax categories are created. See Adding a Tax Category on page 30.

Deduction categories can be specified as fixed amounts on the basis of three timeintervals, “ Pay Period”,
“Hour” or “Year”. If atype of deduction is specified as afixed amount per pay period, and you pay groups of
employees at differing pay frequencies (say monthly and semi-monthly), then create a deduction category for
each pay frequency. Assuming the deduction, regardless of pay frequency, always posts to the same payables
account, you can avoid having to create multiple categories by picking “ Y ear” and the program will prorate the
deduction for any of your pay frequencies.

To set up adeduction category, select Edit/Categories Setup/ Deductions from the menu bar. The Deductions
form appears with alist of previously specified deductions categories in the Select tabbed page. Note the Type
column that shows what each deduction is based on (awage, fixed amount, etc.)

Adding a Deduction Category

To define anew category, click the New button on the toolbar, or choose Edit/New Deduction from the menu
bar.

22



Categories Setup

% Deductions [_ (O] =]

Mo; [MEWY]
Ceduction Marmne
Fayvables Accour 2010401001 Federal Payroll Tax Withheld

Select i

Type: User-entered Amaunt per Pay period
Deduction Limits
Type: Mo Limnit

Blank Deductions form.

Inthe blank Details page:

1
2

Enter adescriptive Deduction Name: for the new category. Up to 30 characters are allowed.

In the Payables Account: box, the default withholding payables account appears. To changethis, click
in (or TAB to) the box, then click on the pick button at the right of the box. The Select Account window
will pop up. Choose the liability account appropriate for the deduction category from thelist of accounts.
(Alternatively, type in the account number, if you know it.)

Inthe Type: combo box, choose one of the listed choices— "User-entered”, " Percent Gross", "Percent
Wages' or "Fixed."

If “User-entered” is chosen, the deduction amount is entered for each employee subject to the deduction
in the employee setup (see Adding an Employee on page 35).

If “Percent Gross” is chosen, the deduction will be equal to a percentage of gross pay, including taxable
non-cash wages, for each pay period. Enter the percentage in the Equals box. Note that this choice
makes the deduction depend on non-cash, taxabl e benefits (taxable non-cash wage categories).

If the deduction is based on a particulay type of wage, choose “Percent Wages.” In the Equals box, enter
the percentage and in the box to the right of % of wage box, click on the pick button to get the list of
wages and choose one.

If the deduction is afixed amount per year, per hour or per pay period, then, in the Equals box, enter the
amount to be deducted and, in the per combo box, select either “Pay Period” or “Year” or “Hour.” If
“Year” is chosen, the amount deducted will be prorated based on the payroll frequency and subtracted
every time apayroll is prepared. If “Hour” is chosen, the deducted amount will be the product of the
hourly amount multiplied by the number of hours worked in the pay period.

If thereisalimit on this deduction per pay period or for the year, place the type of limit in the Expense
Limits Type: combo box. Choose “No Limit”, "Percent Gross”, "Percent Wages” or "Fixed" from the
list. These limitswill cap the deduction regardless of entries made during payroll preparation.

If the deduction is limited to some maximum percentage of the employee’ s gross pay choose “ Percent
Gross” in the Type: box. In the Equals box, enter the limiting percentage.

If the limit is a maximum percentage of some component of the employee’ s wage, choose “ Percent
Wages.” In the Equals box, enter the limiting percentage. In the box to the right of % of wage, click on
the pick button to get the list of wages and choose one.

If the limit is a fixed amount, choose “Fixed.” In the Equals box, enter the amount. In the combo box to
theright of per, choose afrequency for the expense; choose between “Pay Period” or “Y ear” from the

23



Categories Setup

list. If “Year” is chosen, the limit will take effect when the accumulated deduction from the beginning of
the year reaches that amount.

5. When finished entering information, click the Save button, on the toolbar or choose Edit/Save
Deduction from the menu bar to save the information and add the new category to the list of Deduction

categories.

Editing an Deduction Category

To modify specifications for a deduction category, in list on the Sel ect tabbed page, click on the category you
wish to modify, make your modifications and save the information as in Step 5 above.

Deleting an Deduction Category

If adeduction category has been assigned to any employee or linked to an employer expense, it cannot be
deleted. Otherwise, select the category from the list on the Select page and then click the Delete button, or
choose Edit/Delete Deduction from the menu bar to remove the category.

Examples
Health Insurance Co-pay

A fixed deduction is made for the
employee’ s part of health insurance
premiums. The amount depends on
the type of policy (family or
individual) and the pay frequency.
In this example, an hourly worker
ispaid semi-monthly and is
charged $16.23 per pay period.

For employees paid on a monthly
basis, asimilar deduction category
is created that deducts twice the
amount ($32.50) per pay period.

A liability account dedicated to this
type of deduction has been
specified.

401(k) Contribution

In this example, an employee
contributes 2% of his gross pay to a
401(k) deferred income, retirement
account.

The basis for the deduction isthe
gross pay. The annual limit on this
type of deduction is currently
$12,000. If thislimit is reached,
there will be no further deductions
until the beginning of the following
(calendar) year.

A liability account dedicated to this
type of deduction has been
specified.

% Deductions: Health Inz [Hrly. Indv] Co-pay
Select W+ Detals |

Mo 9

Deduction Mame Health Ins {Hrly, Indv) Co-pay

Fayables Accour 20104501

Type: Fixed
Equals 16.23] per

Deduction Limits
Type: Mo Limit

Health Insurance Co-paywihlc

Pay Period

- (O] %]

% Deductions: 401k 2%
Select M+ Details |

Mo 4

Deduction Marme 401k 2%
Fayables Accour 2010307
Type: Fercent Gross

Accrued 401 (k) Flan

Equals 2.00 % of Gross Wages

Deduction Limits
Type: Fixed
Equals 12000.00  per

fear

IS[=] E3
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Deduction for Charity

In thisexample, the employeeis
given the opportunity to have
charitable contributions deducted.
The amount deducted is
discretionary and may vary from
employee to employee so the
Type: is“User-entered.”

A liability account for charitable
contributions has been set aside to
track the employer’ s payable for
this purpose.

Disablility Insurance Deduction

All deductions post to aliability
account. In some cases thereis no
actual liability — the employer is
actually recovering part of its
expense of realizing income.

In this example, New York State
allows an employer to deduct 0.5%
of an employee’ s gross wages, up
to alimit of $0.60 per week. The
example shown here is adeduction
category for employees who are
paid on amonthly basis.

The liability is posted (credited to)
an SDIF account. The employer
will, from time to time, do a GL
transaction moving the credit to
either an expense account or an
income account. If an expense
account is used, the amount is
treated as a negative expense.

% Deductions: United Way
Select W Detailz |

Mo 4

Deduction Mame United Way

Fayables Accour 2010502 Employee Charitable Contrib.
Type: lser-enterad Amoaunt per Pay period

Deduction Limits
Type: Mo Limit

Categories Setup

I[=1 E3

¥ Deductions: NYS DEL [Monthly) M=l E3 I

Select M+ Details |

Mo 7
Deduction Mame MYS DBL (Monthly)
Fayables Accour 2010401006 SDIF

Type: Fercent Gross

Equals 0.50 % of Gross YWages
Deduction Limits
Type: Fixed

Equals 260 per Fay Period

Printing Deduction Category Details

When viewing the Details page for any deduction category, you may preview or print deduction category details
for al deduction categories by clicking on the Print or Preview buttons on the toolbar, or by choosing
File/Print Deductionsor File/Preview Deductionsfrom the menu.

Employer Expenses

Employer expenses are expenses incurred by the employer in the course of paying wages, salaries and benefitsto
its employees. They are the overhead costs associated with payroll. Setting up employer expenses may involve
linking to wage, tax and deduction categories. Tothe extent possible, these should be set up prior to defining

employer expense categories.
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To set up employer expense categories, select Edit/Categories Setup/Employer Expenses from the menu bar.
The Employer Expenses form appears with alist of previously specified employer expense categoriesin the
Select tabbed page. Note the Type column that shows what each expense isrelated to (a deduction, awage, etc.)

=# Employer Expenszes M=] E3 I

Detailsl

Expense Name

Medicare - E mploger Pencent Ta... E

List of Employer Expense categories

Adding an Employer Expense Category
To define anew category, click the New button on the toolbar, or choose Edit/New Employer Expense from
the menu bar.

=1 E3

Mo [MEW]
Expense Mame:
Expense Account: 5020102008 Other Benefits
Payables Account: 2010401001 Federal Payrall Tax Withheld
Type: Percent Gross

Equals 0.00 % of Gross Wages
State: (For SLI, 00

Expense Limits
Type: Mo Limit
Include D in Employes Earnings Report?

Blank Employer Expense form.

In the blank Details page:

1 Enter adescriptive ExpenseName: for the new category. Up to 30 characters are allowed.

2. Inthe Expense Account: box, the default payroll Employer Expense Account appears. To change this,
click in (or TAB to) the box, then click on the pick button at the right of the box. The Select Account
window will pop up. Choose the expense account appropriate for the expense category from the list of
accounts. (Alternatively, type in the account number, if you know it.)
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Employer expenses are assumed to be accrued liabilities (payables). In the Payables Account: box, the
default withhol ding account appears. To change this, click in (or TAB to) the box, then click on the pick
button at the right of the box. The Select Account window will pop up. Choose the liability account
appropriate for the expense category from the list of accounts. (Alternatively, type in the account
number, if you know it.)

Inthe Type: combo box, choose either "Percent Gross”, "Percent Wages", " Percent Deductions',
"Percent Taxes" or "Fixed" from the drop-down list.

If the employer expense is a percentage of the employee’ s gross pay (i.e., taxable pay before deductions
and taxes are taken out), choose “Percent Gross.” In the Equalsbox, enter the percent and, if this applies
to aparticular state, enter the abbreviation for the state in the State: box.

If the expenseis a percentage of some component of the employee’ s wage, choose “ Percent Wages.” In
the Equals box, enter the percent and, if this appliesto aparticular state, enter the abbreviation for the
statein the State: box. In the box to theright of percent of wage, click on the pick button to get thelist
of wages and choose one. Thistype of expense would be appropriate for state unemployment insurance
for workers paid in more than one state.

If the expense is a percentage of some deduction, choose “Percent Deductions.” In the Equals box, enter
the percent and, if this appliesto aparticular state, enter the abbreviation for the state inthe State: box.
In the box to theright of percent of Dedn, click on the pick button to get the list of deductions and
choose one.

If the expense is a percentage of some tax, choose “ Percent Taxes.” In the Equals box, enter the percent
and, if thisapplies to aparticular state, enter the abbreviation for the state in the State: box. In the box to
theright of percent of Tax, click on the pick button to get thelist of taxes and choose one.

If the expense is afixed amount, choose “Fixed.” In the Equals box, enter the amount and, if this applies
to aparticular state, enter the abbreviation for the state in the State: box. In the combo box to the right of
per, choose afrequency for the expense; choose between “Pay Period”, “Year” or “Hour” from the list.
If “Year” is chosen, the amount will be prorated over each payroll within the year.

If thereisalimit on this expense per pay period or for the year, place the type of limit in the Expense
Limits Type: combo box. Choose “No Limit”, "Percent Gross’, "Percent Wages', "Percent Deductions”
or "Fixed" from thelist. These limits will cap the expense regardless of entries made during payroll
preparation.

If the employer expenseis limited to some maximum percentage of the employee’s gross pay, choose
“Percent Gross” in the Type: box. In the Equalsbox, enter the limiting percentage.

If the limit is a maximum percentage of some component of the employee’ s wage, choose “ Percent
Wages.” In the Equalsbox, enter the limiting percentage. In the box to the right of percent of wage,
click on the pick button to get the list of wages and choose one.

If the limit is a maximum percentage of some deduction, choose “ Percent Deductions.” In the Equals
box, enter the limiting percentage. In the box to the right of percent of Dedn, click on the pick button to
get the list of deductions and choose one.

If the limit is afixed amount, choose “Fixed.” In the Equals box, enter the amount. In the combo box to
theright of per, choose afrequency for the expense; choose between “Pay Period” or “Year” from the
list. If “Year” is chosen, the limit will take effect when the accumul ated expense from the beginning of
the year reaches that amount.

If you would like this employer expense category to appear in the Employee Payroll Earnings report,
place acheck in the Include in Employee Earnings Report? box. See Employee Payroll Earnings on
page 60.For example, you probably would check this box for an employer’s 401(k) match, but not for
unemployment tax expenses.

When finished entering information, click the Save button, on the toolbar or choose Edit/Save
Employer Expense from the menu bar to save the information and add the new category to the list of
Employer Expense categories.
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Editing an Employer Expense Category

To modify specifications for an employer expense category, in list on the Select tabbed page, click on the
category you wish to modify, make your modifications and save the information asin Step 6 above.

Deleting an Employer Expense Category

If an employer expense category has been assigned to any employee, it cannot be deleted. Otherwise, select the
category from the list on the Select page and then click the Delete button, or choose Edit/Delete Employer
Expense from the menu bar to remove the category.

Examples
401('() Emp| oyer Match % Emplayer Expenss: 401 K [3% match) =] B3
Select M+ Details
In this example, the employer is
matching the 401(k) plan deduction e :
. % Expense Mame: 401 K (3% match)
of an employee making a 3% Expense Account 5020102004 40109 Plan
contribution to his/her plan. The Payables Account. 2010307 Accrued 401K Plan
employer contributing 50% of the T eicenibeducion:
s . N Equals A0.00 % of Dedn 1401k 3%
employee’ s contribution. o (For SUI 501
An expense account for the Expense Limits
employer’s expense for such e Eiet
matches and aliability account Eduals BOD0.0D | per Year
des'gnated for 401(k)’ s are chosen. Include in Employee Eamings Report?
The yearly limit for the employee’s
contribution is $12,000, so the
employer does not contribute more
that $6000 per year. Because thi
limit is prorated, the expense will
not be more than $500 per month.
State Unemployment Insurance h Employer Expenses: SUTA O[]

(SUTA)

Select W Details |

Because SUTA isnot paid by the Na: 8
employee, it is considered an T
Expense Account: 5020103003 Suta

employer expense, not atax. Payables Account: 2010401008 SUTA

. . Type: Fercent Gross
Inthisexample, NY has informed Equals oen
the employer that the state State: % (For SUI, SDI)
unemployment tax is 1.2% on the ; Lt
first $8,500 dollars of each L
empl oyee’ swages. The annual Equals 102.00 per Year
I|m|t iS therefore $102 ThIS Include D in Emplovee Earnings Report?

expense will be applied to the
specified expense and liability
accounts at arate of 1.2% of each
pay check until the employee’s
total wage for the year reaches
$8,500 after which it will be
ignored.
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Health Insurance

The employer’ s health insurance
expense shown here assumes that
the employer’s contribution is
$221.50 per month (the payroll
frequency for salaried employees)
for an unmarried individual. This
amount is posted (debited) to a
designated expanse account and
credited to a health insurance
liability account.

When the bill from the insurance
company is received, this liability
account is charged (debited) and
the regular accounts payable
account is credited.

Thereis no limit on this expense.

Social Security (Method 1)

The employer’s contributionto US
Social Security is shown here.

Notice that the contributions are
are accessed on only the first
$87,000 of gross pay. At arate of
6.2%, the employer’ sannual
contribution istherefore limited to
$5,394 (0.062 X 87000).

Social Security (Method 2)

Another, perhaps easier, way of
accounting for the employer’s
Social Security contribution is
shown here. In this case the match
is made to the employee’s Social
Security tax contribution. The
matching percentageis 100%.
Since the employee’' stax is capped
at agross pay of $87,000, the
employer’s match will also be
capped despite the fact that the
have set the Expense Limits Type:
box to “No Limit.” An advantageis
that, if the tax rate or limit changes,
this expense category will not have
to be changed.

Categories Setup

% Employer Expenses: Health Ins. [Salaried, Indiv]
Select M= Details

Mao: 10
Expense Mame:
Expense Account: 5020102001
Fayables Account: 2010308

Health Ins. (Salaried, Indiv)
Health Insurance
Accrued Health Insurance

Type: Fixed
Equals 221.800 per Fay Period
State: (Far SUI, DI
Expense Limits
Type: Mo Limit
Include D in Employee Earnings Repart?

2% Employer Expenses: FICA - Employer M=l E3
Select W Details |
Mo 5
Expensze Mame: FICA- Employer
Expensze Account: 5020103001 Fica Employer
Fayahles Account: 2010401001 Federal Payroll Tax Withheld
Type: Fercent Gross
Equals 6.20 % of Gross Wages
Sitate: |tFor sUI, SO
Expense Limits
Type: Fixed
Equals 5394.00 per Year
Include D in Employvee Earnings Report?
2% Employer Expenses: FICA - Employer M= &3

Select W Details |

Mo 5

Expense Mame:  FICA- Emplayer

Expense Account: 5020103001

Fayahles Account. 2010401001

Type: Fercent Taxes
Equals

State:

Expense Limits
Type: Mo Limit

Include |

100.00 % of Tax

Fica Employer
Federal Payrall Tax Withheld

2 FICA
(For SUIL D0

in Employvee Earnings Repaort?
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Printing Employer Expense Category Details

When viewing the Details page for any employer expense category, you may previewor print employer expense
category detailsfor all employer expense categories by clicking on the Print or Pr eview buttons on the tool bar,
or by choosing File/Print Expense or File/Preview Expense from the menu.

Taxes

PCSPayroll usestax categories to calculate payroll taxes that are to be deducted from employees’ gross pay. To
set up tax categories, select Edit/ Categories Setup/T axes from the menu bar. The Taxes form appears with alist
of previously specified tax categoriesin the Select tabbed page.

=% Taxes M=l 3

Details | Exempted Wages Aind Deductionsl

Tax Name - Filing | Tax Group | Ho |
ot at

FICA Al FICA - Sacisl Sec. 2

List of payroll taxes

Adding a Tax Category
To define anew category, click the New button on the toolbar, or choose Edit/New Taxes from the menu bar.
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=% Taxes =] E3
Select W Details | Exempted Wages &nd Deductionsl

K[ [MEMY]

Tax Marme:

Tax Group: Federal Income Tax Group Mo; 1

Tax Withholding Accaunt 2010401001 Fedaral Payrall Tax Withtheld

Filing Status: All Status Mo: 0

Fixed Deduction: 0.00° Deduction allowance, if amy

Std Exernption: 0.00] per Exemption

Maxirmum Income Limit: 0.00 (Leave itZero for no rmaximum}

Stata Tax D

Locality Marme; For Local Taxes

iages Over fot to Exceed Baze Tax Percent
n.oo 4399995599 99 0.0o

Blank Tax Category form.

Inthe blank Details page:

1
2

10.

11.

Enter adescriptive Tax Name: for the new category. Up to 30 characters are allowed.

Inthe Tax Group: combo box, choose an appropriate group from the list. Tax groups are used to sort
out reporting information for various taxing entities.

Tax withholdings are assumed to be accrued liabilities (payables). In the Tax Withholding Account:
box, the default Withholding Payables Account appears. To change this, click in (or TAB to) the box,
then click on the pick button at the right of the box. The Select Account window will pop up. Choose the
liability account appropriate for the tax category from thelist of accounts. (Alternatively, typein the
account number, if you know it.)

Inthe Filing Status: combo box, the filing status (single, married, married/joint, etc.) for the tax being
entered. For a particular type of tax, you may have to make up a separate tax category — with different
rates, but otherwise the same — for each filing status.

Some taxes allow afixed amount to be subtracted from gross pay before tax is assessed. For instance, a
single person, in New Y ork receives an annual deduction allowance of $6975 in 2003. In the Fixed
Deduction: box, enter any such deduction allowance amount.

Inthe Std Exemption: box, enter the amount exempted from tax for each exemption claimed by the
employee. For instance, for US Federal Tax after May, 2003, the standard exemption is $3,100.

If there is a maxinum limit to the amount of income (gross pay) subject to the tax, enter that amount in
the Maximum Income Limit: box. For instance, US Social Security (FICA) taxes are assessed on the
first $87,000 of wages.

If thetasislevied by aparticular state, enter the abbreviation for the state in the State: box.

Inthe Tax ID: box, enter the employer’ s identification number for the taxing entity specified in the

State: box. If the State: box is blank (the taxing entity isfederal) then you may enter the federal 1D or
leave the box blank. If astateis entered, the Tax ID: box must be filled in.

Inthe Locality Name: box, enter the name you wish to seein Box 20 (Locality name) on the W2 form.
Thisisusually an abbreviation for a city name (e.g. NY City). Don’'t use more than 10 characters.

In the bottom half of the Taxes form, enter the tax bracket information. To do thisfill in the Not to
Exceed column with the upper limit on each bracket, starting with the smallest value, thenfill in the rate
at which the tax is assessed for this bracket in the Per cent column.
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12. After thetax bracket information is entered in the Details tabbed page, click on the Exempted Wages
and Deductions tab to go to the next tabbed page.

13. Onthe Exempted Wages and Deductions page, from the list of taxes and deductions, check off the
those that are exempt from thistax category. Be sure to check the tax codes carefully when doing this.
Not only will net wages be affected by your choices, but the W2 produced at the end of the year will
depend on your choices. In particular, items like deferred income, e.g., 401(K) contributions, or
nonqualified (Box 11) distributions need careful consideration. In the case of 401(k)’s, the contributions
are not subject to federal, and probably state, income taxes, but are subject to Social Security and
Medicare taxes. Nonqualified distributions require the opposite treatment — they are subject to income
tax, but not Social Security or Medicare taxes.

14. When finished entering information, click the Save button, on the toolbar or choose Edit/Save Taxes
from the menu bar to save the information and add the new category to the list of Tax categories.

Editing a Tax Category

To modify specifications for atax category, in list on the Select tabbed page, click on the category you wish to
modify, make your modifications and save the information asin Step 13 above.

Deleting a Tax Category

If an tax category has been assigned to any employee, it cannot be deleted. Otherwise, select the category from
thelist on the Select page and then click the Delete button, or choose Edit/ Delete Taxes from the menu bar to

remove the category.

Examples

US Federal Withholding

Thefigure at right shows the tax
brackets for USFederal
Withholding for 2003 (after May)
for amarried employee.

On the Exempted Wages and
Deductions page, only deferred
income such as 401(k)
contributions are exempted.

2% Taxes: Federal Income Tax [Married)

Select » Details | Exempted Wages And Deductionsl

M=

Ma: 4
Tax Mame: Federal Incame Tax (Married)
Tax Group: Federal Income Tax Group Mao: 1
Tax Withholding Account 2010401001 Federal Payrall Tax Withheld
Filing Status: Married Status Mo: 1]
Fixed Deduction: 0.00 Deduction allowance, If amy
Std Exemption: 3100.00 per Exemption
Maxirmurm Incorme Limit: 0.00 (Leave it zera for no maximum)
State Tax D 16-5555555
Locality Marme: For Local Taxes
Wages COver Mot to Exceed Base Tax Percent
0.00 8000.00 0.0 0.000
aooo.00 22300.00 0.o0 10.000
22300.00 G4750.00 1430.00 15.000
E4750.00 118050.00 Trys.00 25000
118050.00 185550.00 21123.00 28.000
1845550.00 326100.00 40023.00 33.000
326100.00 999995999 99 a6404.00 35.000
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NY State Income Tax

New York allowsasinglefiler a
deduction allowance of $6,975 and
standard exemptions of $1000 for
the filer and each additional
dependent.

On the Exempted Wages and
Deductions page, only deferred
income such as 401(k)
contributions are exempted.

Since thisis a state tax, the Tax
ID: box must be filled.

New York City Income Tax

New York City allows asingle filer
adeduction allowance of $5,000
and standard exemptions of $1000
for the filer and each additional
dependent.

Note that, for printing in the W2,
the locality nameisfilledin.

Categories Setup

2% Taxes: NY State Income Tax [Single) M= 3
Select » Details | Exempted Wages And Deductionsl
Mo 5
Tax Mame: MY State Incaome Tax (Single)
Tax Group: State Income Tax Group Mao: 1
Tax Withholding Account 2010401002 State Payroll Tax Withheld
Filing Status: Single Status Mo: 1]
Fixed Deduction: B9745.00 Deduction allowance, if any
Std Exemption: 1000.00 per Exemption
Maximum Incame Limit: 0.00 {Leave itzera for no maximum)
State MY Tax D 16-55955555
Locality Mame: For Local Taxes
Wages Cver Mot to Exceed Base Tax Percent o
0.00 8000.00 0.00 4.000
g000.00 11000.00 320000 4.500
11000.00 13000.00 455.00 5.240
13000.00 20000.00 560.00 5.900
20000.00 §0000.00 473.00 6.840
§0000.00 100000.00 5768.00 7.640
100000.00 150000.00 6532.00 9.440
150000.00 200000.00 11252.00 11.250 ;I
2% Taxes: NY City Income Tax [Single] M= E3 I
Select W Details | Exempted Wages And Deductionsl
Mo g
Tax Mame: MY City Income Tax (Single)
Tax Group: Local Incame Tax Group Mao: 1
Tax Withholding Account 2010401003 City Payroll Tax Withheld
Filing Status: Single Status Mo: 1]
Fixed Deduction: A000.00° Deduction allowance, it amy
Std Exemptian: 1000.00 per Exemption
Maximum Incame Limit: 0.00 {Leave it Zera for no maximum)
State MY Tax D 16-5555554
Laocality Mame: MY City For Local Taxes
Wiages Cver | Mot to Exceed Base Tax Percent o
0.0o 8000.00 0.00 1.900
8000.00 8700.00 152.00 2.640
8700.00 15000.00 171.00 3.100
14000.00 24000.00 366.00 3700
25000.00 60000.00 736.00 3.900
G0000.00 100000.00 2101.00 4.000
100000.00 150000.00 3701.00 5.200
150000.00 200000.00 G301.00 8.080 ;I
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Advance Earned Income Credit
Payment

This example shows a negative tax
— an amount reducing the
withheld US Federal withholding.
Note the negative percent (an
hence, a payment to the employee)
for the first $7,490 of income.
Above $13,730, this payment
decreases, reaching zero at
$29,667.

Social Security (FICA)
Withholding

FICA withholding is capped at
$87,000 for taxable income. As can
be seen in thefigure, islimit is set
inthe Maximum Income Limit:
box. Another way of doing thisis
to make two brackets, the first with
aNot to Exceed setting of Oto
87,000 with a Per cent setting of
6.2%, the second from 87,000 to
99999999 (unlimited) at 0.00%.

Printing Tax Category Details

¥ Taxes: Advance EIC Payment [Sngl/HH] H=] 3
Select M= Details | Exempted ‘Wages And Deductionsl
Mo: 7
Tax Marme: Advance EIC Payrment (SngliHH)
Tax Group: Advance EIC Group Mao: 9
Tax Withhalding Account 2010401001 Federal Payroll Tax Withheld
Filing Status: Head Household Status Mo: 1}
Fixed Deduction: 0.007 Deduction allowance, if any
Std Exemption: 0.00 per Exemption
Maximum Incame Limit: 0.00 {Leave it zera far no maximumy
State Tax D 16-55555485
Locality Mame: For Local Taxes
Wiages Cver Mat to Exceed Base Tax Percent
0.00 T490.20 0.o0 -20.400
T490.20 13730.00 -1528.00 0.000
13730.00 2H666.59 -1528.00 9.5580
206EE.59 99959959959.99 0.o0 0.000
% Taxes: FICA =] B3
Select » Details | Exempted Wages And Deductionsl
Mo 2
Tax MName: FICA
Tax Group: FICA - Social Security Group Mao: 1
Tax Withholding Account 2010401001 Federal Payrall Tax Withheld
Filing Status: All Status Mo: 1]
Fixed Deduction: 0.00 Deduction allowance, it amy
Std Exermption: 0.00) per Exemption
Maximum Income Limit: 87000.00 (Leave itZera far no maximum)
State Tax D 16-5555555
Locality Marme: For Local Taxes
Wages Over ot to Exceed Baze Tax Percent
0.oo 3995999999.99 0.oo 6.200

When viewing the Details page for any tax category, you may previewor print tax category details for all
employer expense categories by clicking on the Print or Preview buttons on the toolbar, or by choosing
File/Print Taxesor File/Preview Taxesfrom the menu.
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Setting up Employees

After setting up your payroll defaults and the various payroll categories, enter your employee roster. To do so,
select Edit/ Employees from the menu bar. Thiswill bring up the Employees form. Initially, the list of
previously entered employees on the Select tabbed page will be shown. The Show: combo box allows you to
view lists of new, active, inactive or terminated employees. Initially, active employees are shown.

=% Employees M=l E3
Qenerall Payrall Infarmatiunl &ccrualsl ﬂistnryl
Show: | Active =l
Last Name

First Name | Soc Sec No | Employee D |

Employees list

Adding an Employee

To define anew employee, click the New button on the toolbar, or choose Edit/New Employee from the menu
bar. To provide PCSPayroll the information it requires to process payroll for the employee, you must next enter
information about the employee on both the General and Payroll I nformation tabbed pages. (The Accrualsand
Historypages arefor reference information and do not require any employee setup information.)

On the General tabbed page:

1

Inthe Employee I D: box, enter your organization’s employee number or other identifier for the
employee. An alpha-numeric identifier with up to 15 charactersis allowed.

Inthe Last Name:, First Name: and Mid: boxes, enter the employee’slast, first and middle names.

Inthe Addressl:, Address2:, City:, State:, Zip: and Phone: boxes, enter the employee’ s address and
phone number.

Inthe DOB: box, enter the employee’ s date-of-birth. (Click on the pick button at the right of the box to
bring up acalendar.)

In the Gender: combo box, select the gender of the employee.

Inthe Marital Status: box, select either “Married” or “Single” — the status most nearly matching the
marital status the employee will use when preparing taxes. This box isfor reference only. The relevance
of the employee’ s marital statusto payroll is solely determined by the filing status for the taxes the
employeeis assessed.

The employee's employment status (“New”, “Active”, “Inactive” or “Terminated”) is set using the
Status: combo box. Payrolls can be prepared only for “New” or “Active” employees. A “New”

employeeistreated the same as an “Active’ employee, except that, when payroll is prepared, new
employees appear in aseparate list. This alerts the preparer that the pay and benefits for the employee
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10.

mau have to be prorated for the portion of the pay period worked. After hisfirst pay period, the new
employee should bereclassified as“Active.”

&% Employees [_ (3] x|
Select ; ayroll Infnrmationl 5ccruals|

Employee ID Mo: [MEWY]

Last Marme: First Mid:

Address 1.

Address 2

City: State: Zip:

Fhone: Cog: Gender:

Marital Status:  Single Status: 4] vy

Title:

Department: Job Code:

Hired on: Terminated on: Last Review on:

Hotes

=

General employee information form

Enter the employee’ sjob title and the name of the department in which she will work in the appropriate
boxes.

Enter the start date for the employeein the Hired On: box. If the employee |eaves the company, enter
thelast day for which he will be payed in the Terminated On: box. Enter the last review date in the
Last Review on: box.

Enter any additional information about the employee in the Notes box.

At this point, you will not be able to save the employee information, but must proceed to the Payroll
I nfor mation tabbed page.

On the Payroll Infor mation tabbed page:

11.
12.
13.

14.
15.
16.

Enter the employee’s Social Security in the Soc. Sec. No: box.
Select the frequency awage or salary is paid to the employee in the Pay Frequency: combo box.

Inthe Pay Type: combo box, choose either “Hourly” or “ Salaried.” If “ Salaried”, the employee’ s base
pay will be by the pay period, if “Hourly” by the number of hours worked. Note that “ Salaried”
employees may receive hourly additional pay for wage categories such as overtime or vacation hours.

In the Employment Type: combo box, chose either “ Full-time” or “Part-time” or “ Temporary.”
Specify the state or province in the State Employee: box.

Enter the yearly salary for pay typesthat are“ Salaried” (as entered in the Pay Type:box). Enter the
hourly rate for “Hourly” pay types.
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&% Employees M= E3
§elect| General | W Payrall Information | @:crualsl
Soc Sec Mo
Fay Freguency; Semi-muonthly Fay Type: Salaried
Employment Type: Full-time
State Employed
Salary I Hrly Rate 0.00 {Annual Salary if Salaried)
Pay by Check Routing Murmber:
Print 10997 O Tax ID:
Statutory? O Retirement Plan? O
Third-Party Sick Pay? D Copy fram |
Include ftem Mo | Sddl Amount | Category ‘ I ﬂ
Exempt Wyithholding
D 2nd Shift Differential 3]
D 3rd Shift Differential 3]
O BaseHourly 2
O BaszesSalary 1
O Bonuswages 3
D Dependent Care (Day cared 4
1 Mrihle Tirme a LI

17. InthePay by: combo box, chose “Check” or “Direct Deposit.”

18. Inthe Routing Number: box, enter the bank routing number for the payroll bank account from which
the employee will draw her pay.

19. If theemployeeisactually acontract worker or contractor, check the Print 1099? box.

20. Enter the employee’' stax identification number in the Tax ID: box. (Thisisusually the employee’s
Socia Security number.)

21. The Statutory?, Third-Party Sick Pay? And Retirement Plan? check boxes refer to the Box 13 check
boxesin the W2 form. They are checked if the employee fallsinto these categories. In particular, if the
employee participatesin aretirement program or a deferred income plan, such as a 401(k) plan, be sure
to check the Retirement Plan? box.

22. Inthebottom part of the Payroll I nformation form, the various categories (wage, accrual ,deduction,
employer expense and tax categories) that the employee’ s pay may affect, or be affected by, are listed.
Check off all that apply.

If the employeeis similar to other employeesthat already exist, click the Copy from button to fill in the
bottom part of the form will acopy of that employee’ s categories.

For non-cash wages or benefits (e.g. dependent care or |eased vehicle benefits), if the amount per pay
period isusually afixed amount, enter the amount in the Amount column. When preparing payroll, this
amount will automatically appear as part of the employee’ swage. Thisis adefault that can be overriden
for aparticular pay period.

For taxes that apply, fill in the number of exemptionsin the No. Exempt column and, if the employee
requests additional amounts withheld, the amount to be withheld in the Addl Withholding column.

For deductionsthat have be designated as “ User-entered”, specify the amount to be deducted in the
Amount column. Thisis adefault amount that can be changed whenever payroll is prepared.

23.  When finished entering information, click the Save button, on the toolbar or choose Edit/Save
Employee from the menu bar to save the information and add the new employee to the list of
employees.

Editing Employee Information

To modify specifications for an employee, in list on the Select tabbed page, click on the employee whose
information you wish to modify, make your modifications and save the information asin Step 22 above.
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Deleting an Employee

If an employee has received apayroll payment or is marked as active, he cannot be deleted. Before trying to

delete an active employee who has not received any salary or wages, modify the employee information by

marking them terminated or inactive. Otherwise, select the employee from the list on the Select page and then

click the Delete button, or choose Edit/Delete Employee from the menu bar to remove the employee.

Examples

Hourly Worker with Commision

A salesperson receives an hourly
wage and acommission based on
sales. Sheis paid semi-monthly.
Thereisa Sales Commission wage
defined; the particulars of the wage
setup are not important except that
you would probably want to target
an expense account dedicated to
commission payments.

On the Payroll Information
tabbed page, the Pay Type: is set
to hourly. In thelist of categories
her pay is subject to, the usual set
of wages, taxes, accruals and
deductions are specified, including
base hourly, overtime, vacation
pay, sick leave pay, FICA,
medicare, federal and state income
taxes, employer contributions to
FICA and medicare, FUTA,
SUTA, etc.

In addition to these categories, the
sales commission wage category is
checked.

Note that sheis claiming 2
exemptions.

When payroll for this personis
prepared, her hourly wage
multiplied by the number of hours
in the pay period is entered into the
payroll by default. These can be
overriden, based on her actual
working hours. In addition, the
amount of her commission would
have to calculated, based on her
sales, and entered.

2%.Employee: Cysz Vilginia

Select W General | Payroll Infurmatiunl accrualsl

Employee IO 1237 [a: 17

Last Mame Cysz First Virginia Ifict: ol
Address 1 472 Raobin Court

Address 2

City: Kenmare State: MY Zip: 14214
Fhane: T16.5656.8859 DOoB: o407rFo Gender: Female
Marital Status:  Married Status: Active

Title: Sales Representative

Department:  Sales Job Code:

Hired on: 0314502 Terminated on: Last Review on: 01730/03
Hotes

34 Employee: Cypsz ¥

Select | General

Soc Sec Mo
FPay Freguency:
Employment Type

00033avay
Semi-monthly
Full-time
State Emploved [y
Salary i Hrly Rate
Fay by

Print 10897 O

Check

Mo
Exempt

Include

Withihol

Fay Type Hourly

12,50 (Annual Salary if Salaried)
Routing Mumber:

Tax|D: 000338787

Addl Amournt ‘ Catenory

q ‘

=]

Base Hourly

Base Salany

Daouble Time

Long Term Disahility

Owertime

Paid Sick Leave

Sales Commission

Use of Leased Vehicle

“acation Pay

Advance EIC Payment (SngliHH) F
Federal Income Tax (Married) Mart
Federal Income Tax (Single) Singl
FICA Al

edicare All

Iy State Income Tax (Married) Mal
Y State Income Tax (Sindle) Sing
401K1%

IDO0EEEOEROROEREEOROE

Sk = e 0 = @ R |

o =
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Settingup Employees

Salaried Worker = E3
. . Select : W General | Payrall \nformat\onl gccruals|
In this example, the personis i
H H Employee I 1232 o 3
Salarled and pald ona monthly LastMame:  Wiilliams First James Mid: L
basis. Address 10 123 Maple Road
. Address 2
Note the user-entered deduction for City Buffaln Etate: NY 7ip 14220
a Char'tabl e COI’]'[I’I butl on. ThIS can Pho.ne: . ?tl B.556.8847 Do El:. EIMIZB.I’ES Gender: Male
| X X Marital Status:  Single Status: Active
be overriden at the time payroll is Titls Prasident
Department.  Administration Joh Code
prepared Hired on: 01018702 Terminated on Last Review on: 01/14/03
Hotes _|
I
=% Employee: Wi [_ O[]
Eelectl General
Soc Sec MNo: 000464444
Pay Frequency. Manthly Pay Type: Salaried
Ermployment Type: Fulk-ime
State Employed Y
Salary [ Hrly Rate 12000000 {Annual Salary if Salaried)
Pay by Check Routing Mumber:
Frint 10897 D Tax1D: 000464444
Include: ttem Mo ‘ Acidl Amount ‘ Category ‘ D ;I
Exempt | WWithholding
IYS DBL {Monthly) eductions 7
D MYS DBL {(Semi-monthid :Deductions 8
United YWay Deductions 5]
Paid Yacation (0-5) coruals 2
[ Paidvacation (6 or mare) coruals 3
Sick Leave ceruals 1
D 401 K (1% match) mplover Expenses 12
D 401 K (2% match) mplover Expenses 11
401 K (3% match) mployer Expenses 4
FICA- Employer mployer Expenses 5
FUTA mployer Expenses 7
|:| Health Ins. (Hourly, Family) mplover Expenses 14
D Health Ins. (Hourly, Indiv) mplover Expenses 13
O Health Ins. (Salaried, Farmily) mployer Expenses 9
Health Ins. {Salaried, Indiv mployer Expenses 10
Medicare - Employer mplover Expenszes 6
SUTA mplover Expenses 8 ;l

39



Setting up Employees

H our |y Wor ker % Employee: Benson William | _ (O] x|
. . Select W General | Payroll Informationl éccrua\sl
In this example, the personisan
. . Employee D 1238 Na: 16
hourly Worker pa]d on asemi- LastMame Benson First Wiilliam hid: P
monthly basis. Address 1 5488 Delaware Rd
Address 2 Apt. 23
City: Kenmare State: MY Zip 14214
Fhone: T16.655.9408 ooB Gender,
Marital Status:  Single Status: Active
Title Technician
Department:  Production Joh Code:
Hired on 02i21102 Terminated on Last Review on: 01/145/03
Notes _I
|
% Employee: Benson William |_[Of x
Select | General Accruals |
Soc Sec Mo: 000116161
Pay Freguency Semi-monthly Pay Type: Hourly
Employment Type Full-time
State Employed 33
Salary | Hrly Rate 16.25 (Annual Salary if Salaried)
Pay by Check Routing Mumber:
Frint 10997 O Tax D 000116161
Inciude ftem Mo ‘ Al Amourt ‘ Category ‘ (%] -
Exempt | Withholding
2nd Shift Wage wiDifferential 3
3rd Shift VWage wiDifferential 4
Basze Hourly ‘Wages 2
O Basesalary Wages 1
Double Time Wages ]
O Long Term Disability Wages 7
Overtime Wages 5
Paid Sick Leave Wages 9
[0 sales Commission Wages 11
[0 UseofLeased Vehicle Wages 10
‘wacation Pay ‘Wages ]
D Advance EIC Payment (SnglfHH) Taxes 7
O Federalincome Tax (Married) Man Taxes 4
Federal Incame Tax (Single) Sinal Taxes 1
FICA Al Taxes 2
Medicare Al Taxas 3
|:| MY State Incame Tax (Married) Ma Taxes ] LI
E=EEES — =

Accruals

The Accr uals tabbed page shows a summary of the accrual items an employee has accumulated. Carryovers and
current totals are shown. . Y ou can use this page to modify accruals that have been carried over from previous
years.

Employee: Johnson Brenda _ O]

Select | General | Payroll Information § - W Accruals |
Mo Accrual Carry COver Year to Total
Date
1 Sick Leave Accrd {(Hourly) 0.00 95.00 95.00
2 Yacation Accrd (0-5, Hourly) 0.00 95.00 95.00
Employee accruals
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Settingup Employees

Printing Employee Information

When viewing the Employees form for a particular employee, you may preview or print the information about

that employee by clicking on the Print button, % ,or Previewbutton, E , on thetoolbar, or by choosing
File/Print Employeesor File/Preview Employees from the menu.
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Payroll Preparation

After defining categories and entering the employee roster, you are ready to start processing payroll. To prepare
apayroll, select Payroll/Enter Payroll from the menu bar. The Payroll Datawindow will appear with the Select
tabbed page shown. This page shows all payrollsthat have not yet been posted to the chart of accounts. Note the
Posted check box. When thisis cleared, the Select page shows recent payrolls that have not yet been posted to
the chart of accounts. Clicking on the Posted check box will cause the Select page to show previous payrolls that
have been posted.

Payrolls are prepared for employees based on their pay frequency. Thus, if some employees are paid on a
bi-weekly basis and some on amonthly basis, then, during a month, three (or possibly four) payrolls would be
prepared, one for those employees paid monthly and two (or possibly three) for the group that is paid bi-weekly.
For agiven payroll frequency, only one payroll can remain unposted. For example, if apayroll is prepared for
employees paid on a bi-weekly basis, that payroll must be processed — posted to the appropriate accounts—
before another bi-weekly payroll can be prepared.

Preparing a Payroll

To add a payroll:

1. With the Payroll Data window showing, click on the new button or select Edit/ New Payroll Roster
from the menu bar. The blank Details tabbed page appears in the Payroll Data window.

=% Payroll Data M=l E
Select |
Mo [MEW] Get Employes Listl
Pay Frequency: Semi-rmanthly Check Date 08/02r03
From: as/n1r03 To: 0a/14arm3
Last Name hd First Name Status Soc Sec No | Data |
Gross Wages: 0.00 Man-cashWages: 0.00
Deductions: 0.00 Taxes: 0.00
Emp Expenses: 0.00 Met Pay: 0.00

Blsnk Payroll Data window before getting employee roster

2. Usingthe Pay Fregencycombo box, select the payroll frequency for the new payroll. The available
frequencies are those defined in the Pay Periods page of the Company Settings window. (SeePay
Periods on page 10.)

3. Unlessthisisthefirst payroll for a particular pay frequency, the date in the From: box will be the date
following the ending date of the previous payroll for the pay frequency. If it isthe first payroll for this
pay frequency, then, in the From: date box, enter a date (using a short date format— mm/dd/yy for US
dates) or click on the blue pick button and then click on a date in the popup calendar. The datein the To:
box is calculated automatically.
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Payroll Preparation

4. Inthe Check Date box, enter the check date for the payroll by either typing adate or clicking the pick
button and choosing a date from the popup calendar.

5. Click onthe Get Employee List button and the roster of new or active employeeswill appear. Those
employees paid with the selected pay frequency, whose employment start date is within or earlier than
the pay period, are listed. After clicking the Get Employee List button, the Check Date: box will be
frozen. If you need to change the check date at this point, delete the payroll and start again with Step 1.

6. To prepare payroll for a particular employee click on that employeein the list. The wage, accrual item,
deduction, employer expense and tax categories that have been selected for that employee (see Adding
an Employee on page 35) are listed in atable in the bottom half of the page.

i Payroll Data Mi=] &=
Select W Detais |
Mo: 23 et Emplapes (st |
Fay Frequency: Manthly Check Date 08131702
Frarm: os/o1s02 Ta: ogr3iaz
Last Name hd | First Hame | Status Soc Sec Ho | Data |

000464444
Category Description Hours Liak. Acct. | Exp Acct. Mo Amournt | Ref Mo | -

Wages Base Salary 0 50201010 10000.001
Wanges Llse of Leased Yehicle 0 5020102008 3000012
Wages Mongualified Distribution 0 5020101001 25000018
Accrlals Sick Leave Accrd (Salan 12 Q.00
Accruals Yacation Accrd (0-5, Salany) 10 0.oo4
Deductions 401k 3% 0zo103a7 384.001
Deductions  Health Ins {Sal, Indv) Co-pay 02010501 324512

Gross Wages: 12800.00 Mon-cash Wages: 300,00

Deaductions: 464 05 Taxes: 4626.55

Emp Expenses: 1201.45 Met Pay: 7409.40

Payroll for a salaried employee

For wage categories that are salary type wages, you can edit the amounts shown in the Amount column.
For hourly type wage categories, you can edit the hoursin the Hours column. The amount is calculated
based on the yearly salary and the hours worked per year. The amount is not editable.

For example, suppose the monthly salary is $10,000 and the empl oyee took one day (8 hours) of
vacation. Vacation pay is an hourly wage category and you are keeping track of expense for thiswage
category. There are 2080 regular working hours in the year, so this person’s hourly rate is $57.69 per
hour. For 8 hours of vacation, his vacation pay is $461.52. Y ou would therefore subtract $461.52 from
the $10,000 base salary and enter “9538.48" as the base salary. When you enter “8” in the Hours column
for the vacation pay category, the amount of “461.52" will appear in the Amount column. The
employee’ s gross pay will remain $10,000.

For accruals, the number of hours accrued in the pay period will appear in the Hours column. Edit thisif
need be.

Amounts for deductions, taxes and employer expenses are cal culated based on the specifications made
when the categories are defined. For user-entered items, the amounts are set in the employee definitions.

All these amounts are editable. When changes are made, all other amounts that depend on the modified
item are recalcul ated.



Payroll Preparation

Tip: Work from the top down in the table. The order that items are listed isbased on dependence. Thus,
many deductions, taxes and employer expenses depend on wages. Taxes and employer expenses often
depend on deductions, etc. When you modify an item near the top of the table, many of the items below
it will bere-calculated. If you have modified items below the modified item, your changes to the lower
items will be overwritten during the re-cal culation.

10. When the amounts for an employee have been entered and checked, click the Save button or select
Edit/Save Employee Payroll Data from the menu bar. (If you forget to do thisand you click on another
employee or try to exit the form, you will be prompted to save your payroll data.)

Once payroll datafor an employeeis saved, a check mark will appear in the Data column check box opposite the
employeeintheroster list.

Special Payroll

From time to time, a paycheck may be issued that is not part of the regular pay schedule. For instance, bonuses
or other types of supplemental wages may be paid at the end of ayear to some or all employees. To prepare such
acheck:

1 In the Pay Frequency: combo box, choose “ Special .”

2. Inthe Check Date box, enter the check date for the special check by either typing a date or clicking the
pick button and choosing a date from the popup calendar.

3. IntheFrom: box, enter the same date as the check date. The To: box will show the same date.

4.  Click onthe Get Employee List button and the roster of all new or active employeeswill appear.

5. To prepare paycheck for aparticular employee click on that employeein thelist. The wage, deduction,
employer expense and tax categories that have been selected for that employee are listed in the bottom
half of the page. (Base pay and accrual items are not available for special paychecks.)

6.  For specia paychecks, amounts areinitially set to zero. Enter wage amounts first and then, if necessary,
modify calculated amounts for deductions, taxes and employer expenses.

7. When finished entering data for an employee, click the Save button or select Edit/Save Employee
Payroll Data from the menu bar.

Redoing a special paycheck: If aspecial payroll must be redone, after deleting the incorrect payroll entry and
re-sel ecting the employee, you will find that only those details that were non-zero in the deleted payroll will
appear. When you enter new datain the detail, the full selection of wages, deductions, etc. will re-appear.

Editing a Payroll Entry

To edit apayroll entry, in the list of payrolls on the Select page of the Payroll Data window, click on the payroll
that requires change. On the Details page, click on the employee to bring up the payroll details for that
paycheck.

Payroll entries may be modified until the datais posted to the chart of accounts. Those that have been posted (see
Processing Payroll on page 47) cannot be edited. A payroll check for an employee that has not cleared the bank
can, however, be voided and re-entered.

When payroll datais saved, categories with all zeroes are ignored. Such categories will therefore not appear in
the payroll details table. If a change must be made to a category that was originally saved with alll zeroes, you
must del ete the paycheck and re-enter the (corrected) payroll data for the employee.

Deleting Payroll Entries

Y ou may delete either an entire payroll or an individual payment. To delete an entire payroll, on the Select
tabbed page of the Payroll Dataform, click on the payroll you wish to delete. The Details page for that payroll
will appear. Without clicking on a particular payment, click the Delete button on the toolbar or select
Edit/Delete Payroll Roster from the menu bar. Y ou will be prompted to confirm your choice. In the popup
window, click on the Yes button to delete all paymentsin that payroll, otherwise, click the No button to cancel
the deletion.
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Payroll Preparation

To deleteanindividual payment, click on the payment to be deleted and then click the Delete button on the
toolbar or select Edit/Delete Employee Payroll Data from the menu bar. Y ou will be prompted to confirm your
choice. In the popup window, click on the Yes button to del ete the selected payment, otherwise, click the No
button to cancel the deletion.
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Processing Payroll

Each payroll that is entered must be processed (i.e., posted to the chart of accounts) before another payroll of the
same type can be prepared.

To process a payroll, from the menu bar, select Payr oll/Process Payr oll. The Process Payroll form will appear
showing the Select tabbed page with alist of the unposted payrolls.

Thelist will show only one payroll for each payroll type (that is, payroll frequency).

. Process Payroll E I

P Select | Details I

Payroll Period

- | BeginDate | End Date

S emi-manthly 08/16/02 08/ /02 2

Start Cancel

To process apayroll, click on one of theitemsin thelist of payrolls. Thiswill take you to the Details tabbed
page.

. Process Payroll Data: 08/01/02
Select W= Details |
Ma: 23 Check Date: nar31joz
Pay Freguency: hdonthiy
From: Qa2 To: oaramoz
Payrall Checking Account: 1010102001 Checking Account
Total Payrall: 10812.04
Mo of Employees: 3 Mo of Checks: 3
Account Mo Mame Creclit Dehbit | -
1010102001 |Checking Account 105912.04 0.00
020101001 | Salaries 0.00 16108.33
020101002 Hourly 0.00 180.60
020102001 Health Insurance 0.00 1083.50
5020102004 4014k Plan 0.00 248.84
4020103001  Fica Employer 0.00 1269.05 j
Total Credits: 1889032 Total Dehits: I 18830.32
Start Cancel
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Processing Payroll

The Details page shows the type of payroll, pertinent dates, the number of checksin the roster and the
accounting entries that will be made when the payroll is processed. None of thisinformation is editable. If
corrections must be made, cancel and go back and modify the payroll preparation entries as described in the
previoussection.

To process the payroll, click the Start button. To close the form and avoid processing, click the Cancel button.

Important! Make sure that the data shown on the Details page is correct. It is cumbersome
to modify or delete data that has be processed.




Printing Paychecks

After apayroll has been prepared and processed, you may print paychecks from PCSPayroll by clicking the

Print Payroll Checksbutton, &= ‘ , or by selecting Payroll/Print Checks from the menu bar. This brings up
the Payroll Checks form showing alist of processed payrolls, ordered by descending check date, on its Select
tabbed page. Both printed and unprinted payrolls are shown.

A listing of payroll checks and their status (printed, cleared, voided) may be examined in the PCS Accounting
Check Register form.

To print aset of payroll checks, or aseries of notifications of direct deposits, click on the payroll for the most
recent unprinted payroll. Y ou can also review earlier payrolls to make sure of their status— Were all checks
printed? Were some checks voided?

=% Payroll Checks M=l E3
P Select I Details I

Paytoll Period

"G emi-morthly 1127002 1116/02 11/30/02 3

M onthly 1040102 10/31/02

"G emi-morthly 07/31402 0716/02 07431702 2 [+]

List of processed payrolls

When you click on apayroll in thelist, you are taken to the Details page. Much of the paycheck informationis
predetermined. However, you need to make certain choices as to which checks or direct deposit notifications to
print, the check layout and whether a check needs to be re-issued.

To print one or more paychecksin a payroll, on the Details tabbed page:

1. Datesand check numbers are determined from entries made to the check register. The range of check
numbers starts at one greater than the last check number issued for the payroll checking account. The
dates are set by entries made when the payroll was entered. If some employees receive their pay using
direct deposit the starting and ending direct deposit numbers for the payroll checking account will appear
inthe DD Start No: and DD End No: boxes. None of these boxes are editable.

2. IntheCheck Layout: combo box, choose the appropriate check layout. Check layouts are defined in
PCS Accounting. See the PCS Accounting User’s Manual for details.

3. InthePrint: box, choose either “All Checks’, “All Dir Deposit” or “ Selected Item”. If you choose
“Selected Item”, you must click on one of the entriesin the list of pending paychecks in the botton half
of theform.
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Printing Paychecks

4.  To print the checks, after loading the blank paycheck formsin the printer, click the Print button on the
toolbar or select File/Print Payroll Checks from the menu. To preview, click the Previewtoolbar
button or select File/Preview Payroll Checks from the menu. The printed or previewed check includes a

paystub listing all payments, deductions and taxesin detail.

5. When finished printing, click the Set Printed button to check the check box in the Prt column. This can
be used for future reference to show that a check has be printed. Y ou may also clear the Prt check box
by clicking the Reset Printedbutton. The status of the Prt check boxes does not prevent checks from

being re-printed — it is for reference only.

2% Semi-monthly - 0401702 to 04/15/02
Select M Details |

Mo a Pay Frequency:
Checking Account 10010200 Checking Accaunt
Check Date 0451802
From Date: 0401402 To:
Checks Start Mo: ooooot 3z End Ma:
D D Start Mo: D D End Ma:
Printing Options
Check Layout Deluxe 1 Print
Print Start Mo: ooooo13s End Mo:
| Set Printed | Reset Printed |
Date | Type | Mo ~ Description | cir | Void | Prt |

Sermi-rmonthly

04/15/02
00000134

Selected tem
00000133

Reissue Check |

71570 iR : ] ]

Printing paychecks for one or more employess
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Printing Paychecks

@i PCS Payroll - My Company - [Payroll Checks] M B3
B+ Eile _18]x
[l | Dess || & Bine. || Ewot | ([0 |4 | @] 2 G =l [+ || <G Back @3 Pt
L I R T R TR R S B R T S A AR B

3

4

) Q4115602 $1.07244

- ONE THOUSAND TWELVE AND 44/T00 ONLY

. Virginia J Cysz

B 472 Robin Court

5

B Kemmore NY 14214

s

Demonsitration Company, kic.

- Virginia J Cysz 5 SN 000-33-8787 Pay Period: 04/01/02 - 04/15/02

- Wages and Eamings Deductions and Taxes

. Description Hours Amount  Description Amount Yo

7 Base Hourly a8.0 110000 401k 3% $40.62 $8212

- Sales Cammission $254.00  Health Ins (Hrly, Fraly) Co-pay $26.75 $458.36

R NYS DBL (Semi-monthly) $1.30 $3.60

- Federal Income Tax (Married) §117.22 $209.58

. FICA $83.85 3168.71

- Medicare $19.63 $39.69

f‘ MY State Incame Tax (Married) $52.09 $92.83

N Gross Pay! §1,354.00 “TD Amaunt $2737.20 NetPay: §1,012.44

. -
] b

["cops [ s | o [ensns [11apw

Previewing a paycheck

Re-issuing Paychecks

Paychecks may fail to print for any number of reasons. A paycheck blank could have jammed in the printer or a
paycheck could be lost. In such cases, you may re-issue a check by clicking the Reissue Check button. The
original check will be copied and the copy given anew check number. The original check will then be voided.
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Utilities

Change Password

The current user can change his or her password by selecting Edit/Change Password for (User name) from the
menu. Enter the current password in the Old Passwor dbox, the new password in the New Passwor d box and
repeat the new password in the Verify Passwor d box. Click the OK button to set the new password. Note that
changing a user’s password in PCS Payroll also will change that user’s password in PCS Accounting.

Database Repair

For the desktop version of PCSPayroall, you should occasionally compact and repair your accounting database(s)
(i.e., PcsAcct2000.mdb files). To do this, you must have exclusive access to the database — no one else can be

using either PCS Payroll or PCS Accounting. Click on the Fix Databasebutton, , or, from the menu,
select File/Fix Database Y ou will be prompted to continue. Click the Yes button to repair the database.

Calculator

Bring up acalculator by clicking the toolbar’sCalculator button,
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Preparing W2 and W3 Forms

Specifying W2 and W3 Information

Before printing W2 and W3 forms, information about the company and financial datathat should appear in
Boxes 12 and 14 needs to be specified. (Contents of other boxesin the W2 and W3 have been determined by
settings made in wage, deduction and tax category definitions, and in the company and employee specifications.)
All information that will appear in W2 and W3 forms is based sums taken over the calendar year.

To specify W2 and W3 information, bring up the W2/W3 Setup form by selecting Edit and then W2/W 3 Setup
from the menu bar.

[sw2/w3Setp  H
P /2 Setiings | w3 Settings |
Taxear 2002
Federal Tax |D: 16-5555564
Biox 12 Codes a u] b
C d
Box 14 Codes Line 1 [MyspBL | Line 2 YEHICLE
Line 3
Box Box ftem Categary Ref Mo ;I
12 14
] I0TE 7% CTEqueTan T
123 401k 3% Deductions 1
Health Ins (Hrly, Fmk) Co-pay Deductions 10
Health Ins (Hrly, Indv) Co-pay Deductions 9
Health Ins (Sal, Fmky) Co-pay Deductions 3 J
Health Ins (Sal, Indv) Co-pay Deductions 2
14-L1  MNYS DBL (Manthly) Deductions 7
14-L1  MYS DBL (Sermi-manthiy) Deductions a Ll
Save And Close Cancel

W2 setup

Fill in the W2 Settingstabbed page asfollows:

1
2.
3.

Inthe Tax Year: combo box, select the year that the W2’ swill cover.
Inthe Federal Tax ID:, enter your company’s Federal ID.

In the boxes labeled Box 12 Codes, enter a code (asingle letter, “A” through “V”). See Instructions for
Forms W2 and W-3 available from the IRS for details. Up to four codes can be used.

In the boxes labeled Box 14 Codes, enter the text you wish to use to designate the Box 14 entry you
wish to meke. See the IRS publication Instructions for Forms W2 and W 3 for details.Up to three
entries can be made. The only mandatory entry is for leased vehicles used by employees.

In the lower half of the form, the wage, deduction and tax categories are listed. In the Box 12 column,
use the combo boxes to choose which categories should be added to one or another of the four boxes.

Y ou may add any category that is appropriate to any of the four boxesfor which a code has been
specified.

In the Box 14 column, use the combo boxes to choose which linein Box 14 the annual amount in that
category should appear.

When finished, click the Save and Closebutton to save your data, or click on the W3 Settingstab to go
to that page to enter or modify information that appearsin the W3 form. Click the Cancel button if you
wish to close the form without saving.
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Preparing W2 and W3 Forms

P /2 Setiings W3 Setings |

Establishment Mumber (Box D):
Contact:

Fhaone

Fax

ehail Address:

w. W2 /W3 Setup E

Janet Harris
7T16.955.8558
T16.5955.59556
jharris@mycompany.com

Save And Close

Cancel

W3 setup

Fill in the W3 Settings tabbed page as follows:

1. Inthe Establishment Number (Box D): box, enter your Establishment ID, if any. This may be used to
identify separate establishments within your organization that have acommon EIN.

2. Enter the appropriate information in the Contact:, Phone:, Fax:, and eMail Addr ess boxes.

When finished, click the Save and Closebutton to save your data, or click on the W2 Settings tab to go
to that page to enter or modify information that appears in the W2 form. Click the Cancel button if you
wish to close the form without saving.

Printing W2 Forms

iw, Print W2 E2

Tax fear 2002

Select All Emplovees

Emnployeea: 0

Cntl Mo Start: 1 Recalculate?

Farm Type:  Laserink jet

Lett Offset: 0.00 Taop Ofzet: 0.o0

Cancel

Setting up for printing W2's
PCSPayroll assumes you will be printing to standard 8%2"" 11" W2 forms with two W2's per page.

To print W2 forms, first, from the menu bar, click on Reports/Preview to preview the W2’ s or click on
Reports/Print to print them. (Y ou can always print from the preview window, so choosing to preview is usually
the wise choice.)
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Preparing W2 and W3 Forms

After choosing whether to preview or print, select Reports/W2 from the menu bar. The Print W2 window
appears.

1
2

8.

Inthe Tax Year: combo box, select the year for which you wish to print W2's.

In the Select: combo box, choose to print W2'sfor “ All Employees” or for “ Selected Employee”. If you
choose “ Selected Employee”, alist of employees will appear in a Select Employee popup window.
Choose one employee from the Select Employee window. If you choose “All Employees’, the
Employee: box will show zero.

Y ou can a'so click on the pick button (the blue triangular button) in the Employee: box and choose an
employee from the SelectEmployee window.

W2 information is stored in the program’ s database. If there are many employees, calculating W2 data
might require some time. If you have printed W2's, but find that some more payroll data must be added
(say because some bonus checks were issued at year’ s end) and the W2’ sfor afew employees must be
reprinted, you may wish to clear the Recal culate? check box so that only the data for those employees
are recalculated. If the Recal culate? check box is checked, all W2 datais recalculated for all employees.
In any case, if any employee’ s data has changed, the W2 for that employee will be recal culated whether
the box is checked or not.

For the W2's Control number box (Box a), you may choose a starting number using the Cntl No Start
box. Thiswill increment for each W2 printed.

Y ou may choose to print to alaser or inkject printer or to an tractor-feed impact printer by using the
Form Type: box. The differenceis that the laser/inkjet choice will print 5 copies of each W2 sheet
before printing the next sheet; the tractor-feed choice will print only one copy of each W2 sheet.

Printer margins often vary slightly because of wear-and-tear or simply because of small differencesin
printer brands or models.The L eft offset: and Top offset: boxes allow you to shift the top and left
marginsto allow for these variations. To use thisfeature, print a W2 for one employee and note whether
or not the printed entries align well with the W2 form. If not, measure the amount of left and/or top
misalignment and enter these distances (in inches) in the L eft offset: and Top offset: boxes. For the top
offset, a positive distance moves the printed image down. A positive left offset moves the image to the
right.

Click on the Preview or Print button to preview or print the W2 forms.

Printing W3 Forms

To print aWa3 form, first, from the menu bar, click on Reports/Preview to preview the W3 or click on
Reports/Print to print it. (Y ou can always print from the preview window, so choosing to preview isusually the

wise choice.)
After choosing whether to preview or print, select Reports/W 3 from the menu bar. The Print W3 window
appears.

1. IntheTax Year: combo box, select the year for which you wish to print W2's.

2. For the W3's Control number box (Box a), you may choose a control number using the Control No:
box.

3. Intheset of Kind of payer: check boxes, check oneif appropriate.

4. The contact information is obtained from the W2/W3 setup. (See Specifying W2 and W3 Information
on page 55.) Change thisif need be. Changes made here apply only to this print session. To make
permanent changes to the contact person information, use the W2/W3 setup form.

5. Under For Third-party sick pay use in Box 13 enter “Third-Party Sick Pay Recap” if you are a 3¢

party payer. In the Inc Tax withheld: box, enter the total amount withheld during the year. Make entries
in these boxesonly if you are a3 party payer.
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Preparing W2 and W3 Forms

. Print W3 I
Tax Year: 2002 Caontrol Mo |o |
Kind of payer: 341 M| Military |
543 O CT-1 O
hshld. Emp O Med oy O
third-party O
Employer |d: 16-5555555 Establishment W
Contact: Janet Harris
Phane 716.555.5558 Fax 716.555.5556
ehlail Address: jharris@rmyeompany.com Other EIl (Box by
For Third-party sick pay use
Bz 13: Inc Tax withheld: 0.00
Printing Optians Left Offzet: 0.00 Top Offzet: 0.00
Preview Cancel

6.  Printer margins often vary slightly because of wear-and-tear or simply because of small differencesin
printer brands or models.The L eft offset: and Top offset: boxes allow you to shift the top and left
marginsto allow for thesevariations. To use this feature, print a W3 and note whether or not the printed
entries align well with the W3 form. If not, measure the amount of left and/or top misalignment and
enter these distances (in inches) in the L eft offset: and Top offset: boxes. For the top offset, a positive
distance moves the printed image down. A positive left offset moves the image to the right.

Setting up for printing

W3's

7. Click onthe Preview or Print button to preview or print the W3 form.
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Reports

Reports available in PCS Payroll are produced using the Reports menu.
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Previewing an employee’ s accrual s report

Reportswill either be sent to the Windows default printer or to a preview window, based on whether the Printer
or Preview menu item is checked in the Reports menu. Clicking on one or the other of them toggles these two

items. Simply click on your choice to pick it.

When previewing areport, on the preview window’ s toolbar:

» Usethe Table of Contents button at the left end of the toolbar to show or hide an outline list of the
major items (for instance, alist of employees). Note that some reports do not utilize this feature.
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Reports

» Proceeding from the left of the toolbar, use the Print button to print a previewed report.

» Usethe Zoom Out and Zoom In buttons and the Zoom combo box to control the size of the report being
previewed.

» Usethe Previous Page and Next Page toolbar buttons to navigate through the report.
» Usethe Previous and Next buttons to move between back and forth between pages.

If areport includes an outline feature (i.e., a Table of Contents feature) on the | eft side of the report window,
clicking on an item in the outline will take you immediately to that item in the report.

In some reports, clicking the pick button in the outlined item will open a popup menu from which you can click
onthe Drill Down menu item. Thiswill open a new window showing the details that make up the outline item.

To close the preview window, select File/Close from the menu bar.

Print from either the main preview window or from the drill-down window.

Employee Accruals

A history of employee accrued items (e.g., vacation time, sick leave) accruals and use is avail able under the
Reports/Accrual Reports menu item. This reports describe each transaction created using the corresponding
Accounting menu item. Amounts posted to accounts by the respective transactions are printed.

Employee Payroll Earnings

Select the Reports/Employee Reports/Payroll Earnings menu item to print or preview a detailed report of
employee earnings for an individual or al employees over a specified date range. The report shows wages,
deductions, taxes and selected employer expenses. Employer expense amounts will be shown for categories with
checked Include boxes in the Employer Expense category form.

. PCS Payroll - My Company - [Payroll Eamnings Report]
9.+ File
’E‘ Clage ‘ i Prit.. | Expart ‘ [ ‘ 24 | = B | SR 2 | 4] 4|68 ‘ &P Back 4 Foniard
Carleris ] M 4 d a4 e e )|
Benson.,\:.\ll.\har . Williams, Janes No: 3
Cysz. Virginia
Harts. Janet I 2 Manthly CheckNa: 00000171
CheckDate:  08/31/02
. Gross Pay: $10,300 00
- et Pay $5,88232
; Description Category Amount
- Base Salary Wages §10,000.00
N Useof Leased Vehicle Wiages $300.00
401K 3% Deductions $308.00
- Health Inz (Sal, Indv) Co-pay Deductions $32.45
4 United YWay Deductions $45.00
) RS DBL (Monthiy) Deductions $2.60
Federal Income Tax (Single) Taxes $228473
N FICA Tanes $638.60
Medicare Taxes $14835
; MY State Income Tax (Single) Taxes 64585
- 401 K (3% match) Employer Expenges $154.50

Employee Earnings report
Tax Reports

940 Report

To obtain federal unemployment tax liabilities on a quarterly basis, select Reports/Tax Reports/940 Report
from the menu bar. In the Report Selection pop-up form, select the tax year and the employer expense category
in the appropriate combo boxes (Tax Year: and FUTA EXxp:, respectively) and click the Preview (or Print)
button. The report shows quarterly tax liabilities for the selected expense.
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941 Report

To obtain federal withholding liabilities needed for completing the Form 941 on aquarterly basis, select

Deia Compang 940 Report
Demonstration Company, Inc.
5555 Main Street, #211
Buffalo, NY 14230
Phone: (716) 555-5555 Fax: (716)555-5556
Tax Year: 2002
Quarter Total Wages Wages in Excess  Wages Subject  Futa Tax Rate Futa
Paid of $7,000.00 to FUTA
{Box 3)
First $50,165.38 $20,390.38 $29,775.00 0.8000 $238.20
Second §77 117,26 §64,892 26 §12,225.00 0.8000 §97.80
Third $76,921.61 $76,921.61 $0.00 0.8000 $0.00
Fourth §85,466.13 §85,466.13 §0.00 0.8000 §0.00
Year to Date §289,670.38 §247 670.38 §42,000.00 $336.00
940 report
Tax Year: 2002 Quarter: 3
Total Federal Wages and Tips {hox 2) : 7372085
Total Federal Tax Withheld {box 3, 5): $11,384.11
Total Soc Security Wages {box Ga): §74,64270 Tax withheld (box 6b): $9,25570
Total Soc Security Tips (box 6c): $0.00 Tax withheld (box 6d): §0.00
Total MedicareWages {box 7a): §75,721.61 Tax withheld {box 7b): $2,1596.02
Total 55 and Medicare Tax (box 8) : $11,451.72
Total Taxes Excluding Adjustments (hox 11): §2284583
Advance EIC {hox 12) §0.00
Met Taxes Excluding Adjustments (box 13): §2284583
Tax Year: 2002 Quarter: 4
Total Federal Wages and Tips {hox 2) : §78,818.98
Total Federal Tax Withheld {box 3, 5): $12,591 67
Total Soc Security Wages {box Ga): $49,143.08 Tax withheld (box 6b): $6,093.76
Total Soc Security Tips (box 6c): $0.00 Tax withheld (box 6d): §0.00
Total MedicareWages {box 7a): $32 966,13 Tax withheld {box 7b): $2,406.06
Total 55 and Medicare Tax (box 8) : $8,499.82
Total Taxes Excluding Adjustments (hox 11): $21,091.45
Advance EIC {hox 12) §0.00
MNet Taxes Excluding Adjustments {hox 13): $21,081.49

941 report

Reports

Reports/Tax Reports/941 Reportfrom the menu bar. In the Report Selection pop-up form, select the tax year,
the Social Security employer expense category and the Medicare employer expense category in the appropriate
combo boxes (Tax Year:, FICA Exp: and Medicare Exp:, respectively) and click the Preview (or Print)

button. The report shows quarterly tax liabilities for the selected expenses.

61



Reports

Tax Liabilities Report

Tax liabilitiesincurred over a date range are shown in the Tax Liabilities report. To generate this report, select
Reports/Tax Reports/Tax Liabilities from the menu bar. In the Report Selection pop-up form, set the date
rangeinthe From: and T o: boxes. Set the Social Security employer expense category and the Medicare
employer expense category in the appropriate combo boxes (FICA Exp: and Medicare Exp:, respectively) and
click the Preview (or Print) button.

Detria Company Tax Liabilities Report
Demonstration Company, Inc.

5555 Main Street, #211

Buffalo, NY 14230

Phone: (716) 555-5555 Fax: (716)555-5556

08/01902 To 08/31702

Federal Liabilities

Category Amount
Federal Income Tax (Married) $1,130.89
Federal Income Tax (Single) $2674.40
FICA §1,567.97
Medicare 366,72
FICA - Emplover §1,567.97
Medicare- Employer $366.72
Total $7 67467
State Liabilities
Category Amount
MY State Income Tax (Married) $404.92
MY State Income Tax (Single) $767.28
Total $1,27220

Tax Liabilities report

W2 and W3 Reports

See Printing W2 Forms on page 56 and Printing W3 Forms on page 57 for instructions on generating these
printed forms.
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Payroll Journal Entries

Reports

To obtain the accounting journal entries for payroll transactions over arange of dates, use the Payroll Journal
report. To produce this report, select Reports/Journal Entries from the menu bar. In the Report Selection pop-

up form, set the date range in the From: and To: boxes and click the Preview (or Print) button.

Detria Company

Demonstration Company, Inc.

5555 Main Street, #211

Buffalo, NY 14230

Phone: (716) 555-5555 Fax: (716)555-5556

Payroll Journal

Ledger Total:

Beginning Date: M -Aug 02
Ending Date: M -Sep02
Entry Ho Date Account Ho Description Dehit Credit
23 Check Date: 08531002
Pay Period: 0801702 to 08731702
Account No Name Dehit Credit
10101 02001 Checking Account F10512.04
2020101009 Salaries $16,105.33
2020101002 Haurly 18060
2020102001 Health Insuwrance $1,053.50
5020102004 401(K)Plan $245 .84
2020103001 Fica Employer $1,269.05
10307 Accrued 400 (k) Plan 4651
2010303 Accrued Health Insurance $1,053.50
210399 Accrued Cther 7000
2010401001 Federal Payroll Tax Withheld $5,415.71
2010401002 State Payroll Tae Withheld Fi=) peicy ]
2010401006 SOIF $7.80
2010501 Health Insurance Co-pay whld 13945
Transaction Total: TS EO0EZ §ega05Z

§29,011.72 §29,011.72

Payroll journal posting
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Navigating within PCS Payroll

When first starting PCS Accounting or PCSPayroll, your login nameis “Master” and your password is“master”.
(These are not casesensitive.)

Important: In PCS Accounting, change the Master password as soon as possible to prevent unauthorized use.

All activities in PCS Payroll are conducted by using menu items or the toolbar buttons that appear just below the
title bar.

Using the menu bar or the toolbar will cause various windows (“forms”) to appear within the main window.
Within these smaller windows you will enter the various types of information needed to configure PCS Payroll
to your needs.

The forms that you work with in PCS Payroll provide a variety of features to help youto work with great ease
and efficiency. Typically, forms may contain anumber of tabbed pages showing lists of transactions and various
types of information about an individual transaction. Pages showing details are often divided into separate
sections. Each section contains many cells showing specific pieces of information about the subject. In the
invoice form shown next, the Detail page has a header section showing the customer information, a detail
section showing alist of items sold and a footer section showing the totals for the transaction.

Within aform, you may navigate by clicking on a cell with your mouse to activate the cell (to make it ready for
keyboard input or input from a pop-up window). Y ou can also move from one cell to the next by using the TAB
key to more right and down, or using the sHIFT key with the TAB key to more left and up.

Features on this form include those listed below:

Tabbed pages

. Many forms appear with two or more tabsat their
L~ s | Select| top. Click or pressALT and the underlined letter to
page to the tabbed page you want to appear.

Select tabbed page

Details | W Select |

F closea Many forms have a Sel ect tabbed page that is used to
T ey S present lists of transactions, customers, vendors, etc.
08 BRI = Bt o e s s When an item (arow) in thelist is clicked, the form

1006 GPASSOC

06/23/03 $14.440.00
S AT e 1

= s immediately moves to the Detail tabbed page and
' shows the information related to the clicked
mim wma || selection. Clicking on the column header buttons will
order the list according to the information in that
column. Many Select tabbed pages have a Closed
check box that is available for showing lists of
transactions from closed periods or years.

SEUH02 GRASSHCT T
1000 GENTRANS
AP

Mame: JBF Limited Edit cell with label

Edit cellsallow you to typein text. Some edit cells
are meant to contain cash amounts or numbers, in
which case only numerical information can be
entered. The label to the left of the cell indicates the
type of information required in the edit cell.
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Navigating within PCS Payroll

Cust ID: JBP =
Nam

Customer
TR o erone

Bl
BPASSOC
JBP
NEP

Geoffrey Price Associates
JBP Limited
Mew Age Apparel

i

ol

M=o Moz

Rec Acc 1010501

escription |_

Pay By: il Custamer

ke
American Express
Caszh

Check

Dizcover
MasterCard

Viss

1 |HOD
2 |LABOR

Sun Mon Tue Wed Thu Fri Sat
4829 30 1 2 3 4 4
G 7 g 9 10 11 12
13 14 15 16 17 18 18
0 X 22 023 02 25
27 2 #Ep 0 0H 1 2
3 4 3 g 7 g q

‘a3 Today: 7125103
-t S

= |

T o
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Cell with pick button

Many cells, when activated, will show a button with
ablue, downward-pointing triangular icon. Clicking
the button will cause a pop-up window to appear that
lists of acceptable choicesfor entry into the cell. In
most cases (except for date cells), pressing the F5
key will also cause the pop-up window to appear.

Pop-up windows

The figure at left shows atypical pop-up window
that appears when a pick button is clicked (or the F5
key ispressed). In this casethe Cust ID: edit cell is
activated and its pick button clicked. The Select
Customer pop-up window appears. Clicking on a
customer in thelist and clicking the OK button will
cause that customersinformation to fill the invoice
form.

Combo box

Combo boxes are used to allow easy selection of
information from short lists. To expand the drop-
down list, pressALT and the DOWN ARROW or click
on the button that appears at the right of the cell

when the cell becomes active. Once the drop-down
list appears, you may click on the item you wish with
your mouse or use your up or down arrow keysto
move to the desired item and then pressENTER to
select it.

Date cell

Cellsthat contain date information will allow a date
to betyped in. The format for the date must be that
of the Short Date format shown in the Control

Panel’ s Regional Settings. For instance, for the
United States, the format would be of the form
“mm/dd/yy”. Alternatively, you may click the blue
pick button and the Pick a Date calendar will pop up.
In this calendar, to choose a month or year, click on
the month or year. Click on aday of the month to
close the calendar window and write the selected
dateinto the date cell.



Techniques and Procedures

For Transaction Forms

Click the mouse on the blue
triangular icon (pick button) to
theright of abox or pressthe F5
key to pop up alist.:

Usethe ENTER key:
UsetheTAB key:

Use the SHIFT+TAB key to
navigate backward through the
form from cell to cell:

Use the RIGHT ARROW and LEFT
ARROW keys:

Use the HOME and END keys:

Use the UPARROW and DOWN
ARROW keys:

Usethe CTRL+TAB key.

To save amodified transaction:

Picking a Date

Click the pick button on the right
of the cell to pop up acalendar.

To bring up lists of accounts, employees or categories, as appropriate..

To move forward from one cell or box to the next.
To move forward from one cell or box to the next.

To move backward from one cell or box to the next.

To navigate within abox or cell, one character at atime.

To moveto the beginning and end of the text within abox or cell.

To move up and down arow within aform.

To move from one tabbed page to another within a window.

Modify (or even re-type the same character) into abox or cell and press
ENTER, TAB or the UP ARROW or DOWN ARROW key. The Save button and
corresponding menu command will be enabled when you leave the modified
cell or box.

In any box where a date is needed, click on the month or year at the top of
the calendar to pick the month and year you want and then click on the date
you wish to select.
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