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Welcome to OSAS

Welcome to the Payroll application for OPEN SY STEM S Accounting Software®
(OSAS®). Payroll helps you automatically figure employee wages; federa, state,
and loca withholding; and deductions. Payroll also tracks bonus pay and sick
and vacation time and accumulates information for tax reporting. Finally, Payroll
helps you produce paychecks, reports, and employee W-2 forms.

Payrall plugs into Resource Manager, the foundation of OSAS. Consult the

Resource Manager guide for more information on basic OSAS functionality and
details on how Resource Manager works within the OSAS system.

About This Guide

This guide describes the functions that make up the Payroll application and gives
details on how Payroll fitsinto your existing business workflow. Thisguideis
divided into these sections:

e Chapter 1 introduces OSAS and the Payroll application, and describes the
basics of the Payroll system and how to navigate around OSAS.

e Chapter 2, Instalation and Conversion, details how to install Payroll using
Resource Manager and how to create or convert the data files it requires.

«  Chapter 3, Getting Started, gives information and checklists on the steps you
need to perform to set up Payroll.

e Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the Payroll menu.

»  The Appendixes contain supplimentary materia not directly related to
Payrall functionality.

* Thelndex isatopical reference to the information in the rest of the chapters,
and concludes this guide.
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Welcome to OSAS Introduction

Conventions

Inquiry .

Maint

— DD

gcic

1-4

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-34 and page 1-39
for more information on these commands.

When you see the phrase “ use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can also click OK to proceed.

If you use the Direct Deposit application that is available for Payroll, additional
features and functions were added to Payroll when you installed Direct Deposit.
When afeature or function has been added and is only available when you use
Payroll with Direct Deposit, the Direct Deposit icon appears in the margin. See
page 1-17 for more information.

If you use Payroll with Contractors’ Job Cost, additional features and functions
are added to Payroll when you install the Contractors’ Job Cost Enhancements.
When afeature or function has been added and is only available when you use

Payroll with Contractors’ Job Cost, the CJC icon appears in the margin.

Payroll User’'s Manual



The Payroll System

Use the Payroll system to automatically figure employee wages; federal, state,
and local withholding; and deductions. The Payroll system also tracks bonus pay
and sick and vacation time and accumulates information for tax reporting.
Finally, use the Payroll system to produce paychecks, reports, and employee W-2
forms.

Application Interaction

Payroll can be used as a standal one application, but you can get optimal use from
it when you interface it with other applications.

Direct Pavroll
Deposit * ayr
r ¥
Contractors’ Bank
Joh Cost Reconciliation
A A ¥
General
Ledger

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
the number of errors that might creep in aong the way.
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The Payroll System Introduction

Menu Structure

1-6

The Payroll menu structureis similar to the structure of other OSAS applications.
Functions appear roughly in order of use.

Codes Maintenance

Usethe functions on the Codes Maintenance menu to set up such codesfor your
payroll system as earning codes, deductions, and withholdings.

File Maintenance

Use the functions on the File Maintenance menu to set up and maintain
information about your employees. For example, use the Employees function to
establish and update information about your employees.

Employee Inquiry

Use the functions on the Employee Inquiry menu to view (but not change)
information about employees. If you are running OSAS through a multiuser
network, several people can look up the same information at the same time.

Daily Work

Once you establish the employee records using the functions on the File
Maintenance and Codes Maintenance menus, you can use the functions on the
Daily Work menu to enter transactions for your employees. The kind of entries
you make depends on how your employees are paid—whether the employeeis
paid by the hour or piece or whether the employeeis salaried. You might not use
these functions every day; if your employees are paid monthly, for example, you
might enter transaction information only once a month.

After you enter transactions, you can edit and review them. Then post the
transactions so that you can produce paychecks.

Payroll User’'s Manual



Introduction The Payroll System

Payday Work

Use the functions on the Payday Work menu to calculate and/or enter, produce,
and post checks. The system can automatically calculate an employee’s pay (for
example, if the employee is salaried), or you can manually enter checks (for
example, if the employee is paid according to how many pieces he or she
produced).

You can also void checks, adjust vacation and sick hours accruals, and produce
several reports.

Reports

Payrall offers two categories of reports: Payroll Reports and Personnel
Reports. Both types summarize information from files. Payroll reports list
information primarily from the history files. Personnel reports list information
from the employeefiles.

Use the functions on the Reports menu as often as necessary to produce
summarized information about transactions, tax information, employees
statuses, and salary history.

Periodic Processing

After doing daily work and producing reports, you can use the functions on the
Periodic Processing menu to produce monthly, quarterly, and annual reports for
federal, state, and local tax authorities. You can also produce a worksheet that
helps you fill out the 941 form, and you can produce employee W-2s. Finally,
you can close last year’s filesin preparation for the new year.

Master File Lists

Information that you enter in the functions on the File Maintenance menu is kept
in major files. Use the functions on the Master File Lists menu to produce lists
containing the files' contents: details about employees, withholdings and
deductions, and payroll formulas.

Payroll User’s Manual 1-7



The Payroll System Introduction

File Information
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Theinformation you enter in Payroll functionsis stored in files. Each file falls
into one of four categories: employee files, attribute files, temporary files, and
history files. (OSAS does not make a distinction between categories of files. The
files are described in terms of categoriesto give you a better idea of how each fits
in.)

Employee Files

The employee files serve as permanent sources of information: data stays in the
filesuntil you removeit.

The PAEGxxx (Employee General Information) file holds the following
information, which you enter through the Employees function:

» general employee information (employee ID, name, address, and so on)

« employee codes (EEO code, vacation codes, earning code, and so on)

e department, group code, labor class, and payment type (hourly or salaried)
« salary and/or hourly pay rate

e pay periods per year

e jobtitle

» accrued and taken sick and vacation time

The PAEPxxx (Employee Personndl) file holds the following additional
employee information, which you enter through the Employees function:

e educational history

e pay change and bonus information
* ten user-defined dates

e comments

The PAESxxx (Employee Federal/State/L ocal Withholdings) file storesthe
federal, state and local withholding codes that an employee is set up to have
money withheld for. A codeis set up for each state or locality in which the
employee works.
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Introduction The Payroll System

Attribute Files

The attribute files hold data that you can assign to each employee. These
attributes often carry their own function names. These files serve as permanent
sources of information: data stays in these files until you remove it.

The PACO (Payroll Codes) file stores information about federal, state, and local
tax districts, which you enter through the Tax Authority Setup function. Each
state or local code record contains the withholding code, tax table ID, and tax
formulafor the tax district. The file stores both employee- and employer-side
withholding information.

The PADExxx (Employee Deductions) file stores information for each payroll
deduction, which you enter through the Deductions function. Each deduction
has a description and a general ledger account number; whether or not the
deduction is deferred compensation, employer-paid, and calculated on gross or
net pay isindicated. The PADExxx file also stores the employer liability account
number for employer-paid withholdings and the override factors for deductions.

The PADDxxx (Company Deductions) file storesthe payroll deduction codes and
information relating to these codes, which you enter through the Deductions
function.

The PADPxxx (Department) file stores general information for each department
you set up: each earning code for the department, the employer-paid withholding
and deduction, and piecestotals and total hoursfor the department. You enter this
information through the Departments function.

The PADXxxx (Deduction Exclusion) file stores exclusions of earning codes
from payroll deductions, which you enter through the Deductions function.

The PAECxxx (Earning Codes) file stores information that you use when
entering timetickets or manual checks. Each earning code includes the following
information, which you enter through the Earning Codes function:

e description

»  whether the earning code is included in net pay and fixed withholding
« theearning type

Payroll User’s Manual 1-9
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» thegeneral ledger account number
e the multiplier and add-to-base factor

The PAETxxx (Earnings Types) file stores earning codes information, which you
enter through the Earning Types function. (Each earning code must be assigned
an earning type.).

The PAEXxxx (Employee Exclusion) file stores withholding code exclusion
records for employees and the override factors for each withholding code, which
you enter through the Employees function.

The PAFMHDR (Formula Definitions) file stores the individual formula lines
needed to process a function. Set up these formulas through the Formula
Maintenance function.

The PAFMLIN (Formula Line Detail) file stores separate lines of a complete
formula

The PAGDxxx (Tax Group Detail) and the PAGHxxx (Tax Group Header) files
store combinations of tax authorities and withholding codesfor usein calculating
tax withholdings for employees.

The PAINxxx (Payroll Information) file stores a variety of general information,
which you enter through the Payroll Information function:

» recordsfor state unemployment report
e company address

e bank account ID

*  degree codes and descriptions

The PALCxxx (Labor Class) file stores the labor classes and their descriptions,
which you enter through the Labor Classes function.

The PARExxx (Recurring Entries) file storesinformation about recurring time
tickets, which you enter through the Recurring Entries function.
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The Payroll System

The PAWIxxx (Withholdings) file stores payroll information for federal, state,
and local withholdings, which you enter through the Withholdings function.
Each withholding has a description, a general ledger account number, atax 1D,
and a fixed percentage (if appropriate); whether or not the withholding is
employer-paid and the weeks worked limit are indicated. If the withholding is an
employer-paid withholding, thisfile also holds the employer liability account.

The PAWXxxx (Withholding Exclusion) file stores the exclusions of deductions
and earning codes from payroll withholding, which you enter through the
Withholdings function.

Temporary files

Thetemporary files store information created from an action you perform and
send that information to a different file—usually a history file—when you post.

The PACDxxx (Checks Deductions) file stores the deductions taken for each
employee paycheck.

The PACExxx (Checks Earning) file stores the earning codes for each employee
paycheck.

The PACHxxx (Checks) file stores the latest batch of unposted checks that have
been prepared for employees.

The PATPxxx (Transactions Post) file stores records that were posted after
transactions were entered. Records are stored for each earning code, deduction
code, and pieces (if you pay employees piece rates). Earnings can be split
between paychecksif a sequence number is assigned to each transaction. The
Calculate Checks function creates checks based on the information stored in this
file. When you post checks, thisfile is cleared.

The PATRxxx (Transactions) file stores the detailed records of time tickets and
miscellaneous payroll entries you make through the Payroll Transactions
function. You can view the contents of the file by producing the Time Ticket
Journal and the Miscellaneous Deductions Journal. The fileis cleared when you
post transactions.
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The PACWxxx (Checks Withholdings) file stores the withholdings for each
employee paycheck.

History Files

The history files get information as a result of a post.

The PAEDxxx (Employee Deduction History) file stores month-to-date, quarter-
to-date, and year-to date information about each employee's payroll deductions.

The PAEExxx (Employee Earnings History) file stores each employee’s month-
to-date, quarter-to-date, year-to-date earnings and hours worked—both gross and
net pay amounts.

The PAEMxxx (Employee Miscellaneous History) file stores miscellaneous
historical information for each employee: weeks worked, alocated tips, cost of
GTLI, DCB, 457 and non-457 plans for each month, advance EIC payments,
uncollected Medicare, and other information.

The PAEWxxx (Employee Withholding History) file stores month-to-date,
guarter-to-date, and year-to date information about each employee's payroll
withholdings.

The PAHCxxx (Check History) file stores general information (employee ID,
department, check number) for each check you disburse for payroll expenses.
Check records are deleted through the Periodic Maintenance function.

The PAHDxxx (Check Deductions History) file stores a record of the deductions
taken from each check you disburse for payroll expenses. Check records (and the
deductions associated with them) are deleted through the Periodic Maintenance
function.

The PAHExxx (Check Earnings History) file stores arecord of the earnings
associated with each check you disburse for payroll expenses. Check records
(and the earnings associated with them) are deleted through the Periodic
Maintenance function.
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Introduction The Payroll System

The PAHWxxx (Check Withholdings History) file stores a record of the
withholdings associated with each check you disburse for payroll expenses.
Check records (and the withhol dings associated with them) are deleted through
the Periodic Maintenance function.

The PATHxxx (Transaction History) file stores the time tickets and miscellaneous
payroll entries you make through the Payroll Transactions function. Transaction
history is deleted through the Periodic Maintenance function.

The PAHVxxx (Leave Adjustment History) file stores the positive and negative
adjustments you make to an employee’s sick and vacation pay.

File Interaction

Daily, Payday, and Periodic Work

Once your Payroll system is set up, nearly al the new datain the system comes
through the PATRxxx file. Thisfile storesthe detail ed records of each transaction
entry. To view the contents of the file, produce the Time Ticket Journal and the
Miscellaneous Deductions Journal.

Periodically you post detailed information from the PATRxxx file to the
PATHxxx, PATPxxx, and PADPxxx files. After the information is posted, the
system prints the totals for the earning codes; the grand totals of all hours and
wages, the totals for deductions and one-time contributions; and the grand totals
of all deductions.

How often you post thisinformation is up to you, but you must post it before you
can caculate payroll checks. After the information is posted, the data from the
PATRxxx fileis deleted to make room for the next series of entries.

Hereisacloser look at the relationship between the PATRxxx file and other files
in the Payroll system.
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Posting Payroll Transactions

When you post payroll transactions, you can save the details of each transaction
in the PATHxxx file. It keeps arecord of all transactions so that you can analyze
your payroll expenses. Posting payroll transactions also updates the PATPxxx
file.

When you post payroll transactions, summary information is transferred to the
PADPxxx, PATHxxx, and PATPxxx files. They store such information as the
number of hours worked and pieces produced (if appropriate); hourly and
premium wages; and vacation, sick leave, or other out-of-the-ordinary payroll
transactions.

Theinformation in the PADPxxx fileis used when you print the Department
Report and when you post labor expense to General Ledger. The information in
the PATHxxx fileis used when you print the Transaction History Report.

Theinformation from the PAHDxxx, PAEDxxx, PAEExxx, PAEMXXX,
PAEWxxx, PAHCxxx, PAHExxx, PAHWxxx, PATHxxx, PAEGxxx, and
PAESxxx filesis used to produce, for example,

e payroll checks

e the Quarterly Employer’s Tax Report
e the Quarterly Withholding Report

» the Sick Leave and Vacation Report
e the Employee Detail List

e W-2forms and magnetic media

e the Check History Register

Calculating Checks

With the Payroll system you can calculate checks for any number of pay periods
ayear.
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The Payroll System

To calculate checksfor hourly employees, the system uses the accumulated totals
of the summary information posted from the PATRxxx file to the PATPxxx file
since the last time you cal culated checks. For salaried employees, the system
reads the amount stored in the PAEGxxx file. For both, it reads the deduction and
withholding information in the PADExxx, PAEMxxx, PAEWxxx, and PAESxxx
filesto calculate appropriate deductions, withholdings, and net pay, protecting
against exceeding withholding limits or declining balance deductions. Check
records are stored in the PACDxxx, PACExxx, PACHxxx, and PACWxxx files.

If an employeeis set up to receive more than one paycheck (for example, if the
employee worked in different departments or is receiving a bonus), the system
automatically calculates multiple checks for the employee. If you void one of the
multiple checks, the system does not recal culate the remaining checks.

If you have produced manual checks, you can use the Manual Checks function
to recal culate them.

Information from the PACDxxx, PACExxx, PACHxxx, and PACWxxx filesis
used to produce

e the Edit Register

e payroll checks

e the Check Register

» the Withholding Report

« the Employer’s Tax Report

After you print the paychecks and the related reports, post the check detail to the
PAHCxxx, PAHDxxx, PAHExxx, and PAHWxxx files. These files store the detail
of the paychecks so that you can review checks when you need to investigate
salary, deduction, or tax withholding questions. Information in these files appears
in the Check History Register.

Posting checks transfers summary information to the PAEGxxx, PAEDxxX,
PAEExxx, PAEMxxx, and PAEWxxx files. Thisinformation includes such things
as the number of hours recorded for each employee and the type and amounts of
pay each should receive for them. Specifically, it includes earning code entries
from checks, tips, pieces completed, vacation and sick leave hours and pay, and
deductions and withholdings from pay.
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Year-End Maintenance

At the end of each calendar year, do year-end maintenance to prepare your files
for next year’s entries. This procedure accomplishes the following things:

» clearsout the quarter-to-date and year-to-date balances in the PADPxxx file

* removes history from the PATHxxx and PAHCxxx files previous to the date
you specify (optional)

«  clears out month-to-date and year-to-date balances and removes records of
terminated employees from the PAEDxxx, PAEWxxx, PAEPxxx, PAEGXXX,
PAEExxx, PAEMxxx, and PAEWxxx files

e createslast-year files

When you do year-end maintenance, files for the previous year are created with
the extension .LY. You can begin processing in the new year while you are
completing processing for the previous year. After you have produced your W-2s
and backed up your files, you can usethe Close Last Year function to delete last-
year files and to make room for next year’'s entries.

Note: After you delete last-year files, you cannot produce W-2s unless you have
backed up your files.

Productivity Reports

1-16

Payroll includes a number of productivity reports in Microsoft Excel® format.
These reports connect directly to your OSAS data viathe ODBC/IJDBC driver
(included with OSAS 7.0) and allow you to use spreadsheet tools to manipulate
the data as you want and produce charts and graphs to visualize trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capable of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tools within your spreadsheet software to create charts and graphs from the
report’s data.
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Payroll with Direct Deposit

The Direct Deposit application is an add-on to the Payroll application that you
can purchase separately through your value added reseller. Direct Deposit adds
enhancementsto Payroll functions and also adds new functionsto help you set up
and maintain an automatic method of depositing employee paychecks directly
into employees’ bank accounts. You can distribute an employee’s pay among as
many as six accounts.

” The Direct Deposit application is an optional application that only adds
L functionality to support employee direct deposits; it does not ater normal Payroll
processing. When you see the Direct Deposit icon in the margin, it alerts you that
an enhancement or function is available if you have the Direct Deposit
application installed. If you do not, skip that step or paragraph.

When you install the Direct Deposit application (after you install Payroll), the
Payroll application menu on the main menu changes to Payroll with Direct
Deposit to indicate that you added functionality. Installing Direct Deposit also
adds to the following Payroll menus:

Payday Work Enhancements are added to the Calculate Checks
and Manual Checks functions to produce vouchers
for employees participating in direct deposit. In
addition, the Print Direct Deposit Vouchers and
Create Direct Deposit File functions are added to the
menu to print employee vouchers and create the file
you need to send to your company’s bank.

Periodic Processing The Create Prenotification File function is added to
the menu to create a file containing account numbers
and routing codes for trial runs.
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Payroll with Direct Deposit Introduction

File Maintenance The Direct Deposit function is added to the menu to
set up and maintain information for employees
participating in direct deposit. In addition,
enhancements are added to the Employer Bank
Information screen in the Payroll Information
function to enter routing code and account number
information.

Master File Lists The Employee Direct Deposit Information function is
added to the menu to print alist of direct deposit
transaction records and check prenotificaiton status.

See “Installation and Conversion” on page 2-1 and “ Setup” on page 3-1 for more
information on installing and setting up Payroll with Direct Deposit.

File Information

Payroll with Direct Deposit uses filesin addition to those described previously
(page 1-8) to store employee and company direct deposit information.

The DDDIxxx (Direct Deposit) file stores employee information, such as names,
account numbers, and bank and routing information.

The DDVHxxx (Voucher History) file stores voucher history. Thisfileis cleared
when you remove check history in the Periodic Maintenance function.

The DDVKxxx (Voucher) file stores voucher information used in conjunction
with the PACHxxx (Checks) file.
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Introduction Payroll with Direct Deposit

Direct Deposit Work Flow
Your work flow is divided into daily and periodic tasks.

Daily Tasks

Depending on the size and nature of your company and your payroll, you might
process your payroll once a month or every two weeks, or you might use manual
checks weekly or daily to pay employees.

See “File Interaction” on page 1-13 for information on organizing other Payroll
tasks.

You must do the following tasks to process direct deposit transactions:

Calculate checks and manual checks.
Print checks and vouchers for employees.
Generate the Direct Deposit file.

Send or transmit the file to your bank.
Produce the Paycheck Received Report.
Post checks.

Produce the Check History Register.

NogprwNE

Calculate Checks and Manual Checks

When you have finished posting payroll transactions, use the Calculate Checks
or the Manual Checks function to create check information before you print
checks or vouchers. When you use the Calculate Checks function, you can have
the system calculate direct deposit transactions at the same time. When you use
the Manual Checks function, you can choose to create an employee voucher.

Print Vouchers
After you have calculated checks or created manual checks, use the Print Direct

Deposit Vouchers function to produce vouchers for employees whose pay is
directly deposited.
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Generate and Transmit Direct Deposit File

Usethe Create Direct Deposit File function to generate the ACH (Automated
Clearing House) file you will send to the bank. Contact your company’s bank to
determine whether the file should be transmitted by modem or on a diskette.
Back up this file on a diskette each time you process your payroll, and keep a
copy of the ACH File Report.

Batching

You can process multiple payrollsin a pay period for transmittal to the bank on
the same day. Banksrefer to this process as batching. Each direct deposit file you
transmit must have a unique batch number. When you process severa payroll
batchesin aworking day, the system increments the batch number. If you process
one or more additional batches on different working days before sending your
direct deposit transactions to the bank, the system begins numbering batches
starting at 00000001 again. This may result in different batches with the same
number. To edit the batch number, use the Employer Bank Information screenin
the Payroll Information function.

For example, if you process batches 1, 2, and 3 on Monday and process another
batch on Tuesday, you must change Tuesday’s batch number to 4.

Note: You can have only one batch for each ACH file.

Print Paycheck Received Report

Produce a Paycheck Received Report to see which employees are scheduled to be
paid for the pay period. The report shows which employeesreceive vouchers and
which receive checks.

Post Checks

Before posting checks, you must create the Direct Deposit file.
If Payroll with Direct Deposit interfaces with Bank Reconciliation, a direct

deposit transaction is posted to the BRTRxxx (Bank Reconciliation Transactions)
file, along with the disbursement entries for the regular checks.
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Print Check History Register

Produce the Check History Register as arecord of earnings, deductions,
withholdings, cash disbursements, and amounts that have been directly
deposited, along with voucher numbers.

Periodic Tasks
You must do the following tasks periodically:

1. Create the Prenctification file.
2. Print selected reportsand lists.

Create Prenotification File

Usethe Create Prenotification File function whenever your company needs to
add or change information for employees on direct deposit. Only employee
records that have been added or changed since the last time you used this
function are included in the new file, unless you choose to resend all
prenotifications.

You must send the prenotification file to and receive approval from the bank
before you can process direct deposit transactions for employees.

Print Selected Reports and Lists

Periodically you will print selected reports and lists to review information about
your payroll and direct deposit information. Use the functions on the Payday
Reports and Posting submenu of the Payday Work menu, the Payroll Reports
menu, the Personnel Reports menu, the Periodic Processing menu, and the
Master File Lists menu.
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Starting OSAS

In Windows

In Other
Operating
Systems

Using
Parameters

OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSA S on a computer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can also use the OSA S shortcut to start OSAS.

You can use the -u, -, -a, and -t parametersin OSAS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company 1D, and access code to save time logging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO -cD:\osas70\progrm\config.bbx - -uSam
-aapple -cH

Note: In Windows, the -u, -c, and -a parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas -t T2 -c B -a apple

Note: You can enter these parametersin any order, but you must leave a space
between the parameter mark (-t, -c, or -a) and the parameter itself.

Refer to the Resource Manager guide for more information on these parameters.
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Introduction

Logging In

After you start OSAS, the login screen appears.

1 |OSAS Login

O5AS:

T DPEN SYSTEMS?® Accounting Softwire

User D Sam
Company [0 H Builders Supply w

Access Code

Save Passward?

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code so that you do not
need to enter it again, select the Save Password? check box (or enter Y in text
mode) to save your information. Finally, click OK or press Enter to log in.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

1-24

Access codes limit use of the system and protect sensitive information. Each
code allows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.
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Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

& Set Workstation Date [Z||§|PZ|
Commands  Edit Modes Other Help

2xEeema]? ¢@@ (&K )
‘Work station Date 08/02/2005 E

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.
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Navigating OSAS

OSAS menus and functions are available in two modes: graphica and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fields and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text modeis the
only mode available.

You can use either text or graphical function screensindepently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, press the
highlighted letter to use a command. These methods al so work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Main Menu

Graphical
Main Menu

1-28

If you use BBj in graphical mode, the main menu isavailable in two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

The graphical main menu is shown below.

& | TODO - OPEN SYSTEMS® Accounting Software
File Modes Tools Favorites Other Help

Introduction

Gl L e 2 @A & D

H  Builders Supply b

OSAS

OPEN SYSTEMS? dccounting Saftware

Kain Menu General Ledger - 2005
Billz of Materialz/Kitting ournal Tranzactions Tranzactions

Bank Reconciliation Feports Copy Recuring Entries

Paproll with Direct Deposit Productivity Reports GL Journal

Fixed Aszets Periodic Processing GL Activity Report

General Ledger File Maintenance GL and Transaction |nguiry
Inventary Statement Maintenance Edit Transactions

Job Cost Master File Lists Fost to Master

Purchase Order

Sales Order

Fesource Manager

| | Campany H | Terminal TOO0 | 08/02/2005 | &:50 AM

You can move around the graphical menu in these ways:

e Click an application to view that application’s menu. Click a menu item to
view its functions. Double-click afunction name to enter that function.

or press Tab to return to the main menu.

screen, press F7, or select Exit from the File menu.
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MDI Main
Menu

The MDI menu centralizes all OSAS functionality in one location: applications
appear as tabs at the top of the screen, their menus and functions appear in a
navigation pane on the left side of the screen, and function screens appear in the
large pane on the right. Using this menu, you can open more than one function
screen at atime and move or minimize screens as needed. However, you cannot
open two functions that lock the same data file at the same time.

Fie Modes Tools Other “Window Help

T5 S e 7 @ o Company D |H  Builders Supply .

neiliation| Payroll| ssets| Ledger - 2005 | jnventory | Job Cost|| Purchasing

Orders | Resource M

& 2005 Edit Transactions

Commands Modes Other  Scroll Commands  Help

2xr:namn|z2¢ (@8
GL Account Dehit Credit Reference Pd Cllw

Description Date Snc Allc

/R "l =
SALES 12/03/2006 AR M &
501000 6934 94 AR 12 ] B
COST OF SALES 12/03/2005 AR ¥
100000 12388.25 AR 12 ¥
CASH SALES 12/03/2006 AR [v]
203800 543.45 AR 12 ¥
SALES TAX 12/03/2005 AR ¥
104400 £334.54 AR 12 [v]
INVENTORY 12/03/2005 AR M| E
104200 25039.40 AP 12 ¥ 2
AP LINE ITEMS 12/03/2006 AP [v] =
Entry  DOODD1
------- Balance -
00
[ Enter=edt_ | [ allocate | [ Goto |

| Campany H | 08/02/2005 | Terminal TOOD | 0V

You can move around the MDI menu these ways:

e Toview an application’s menus, click that application’stab.

*  Toview the functions a menu contains, click the menu name. The menu
expandsto list the functionsit contains. Click the function name to enter the
function. The function screen appears in the right pane.

e Toexit from amenu, click adifferent menu name or application tab. To exit
from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.
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Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

3% Tax Locations ['._||E|FZ|
Commands Modes  Other  Scroll Commands  Help
2Xiz|ne @n[-¢[00
Tau Location 9 Mame | |
Tau Level Taux D
Auathority Tax on:
T ax Liability Acct Tax Refundable Acct l:l
Clazs  Description Sales Tax Purch Tax Tax Collected Tax Paid
uj] 0.000 0.000 .an .an g]
0z Exempt S ales 0.000 0.000 oo oo E]
03 Ind/&ar Prod. 0.000 0.000 .an .an
04 Interstate Comm 0.000 0.000 .oa .oa
05 Matar Yehicles 0.000 0.000 .an .an
06 Food Products 0.000 0.000 .an .an
07 Clathing 0.000 0.000 .00 .00 E]
0g Gasoline 0.000 0.000 .an U=
03 Services 0.000 0.000 .an .an E]
Total 1307.00 .00
Calculated 1307.01 fili]
Over/Short -0 fili]
[ Enter = edit] [Tax Loc:] [ First ] [ Last ] [ Newt ] [ Prev ] [ g ] [ Header]

| | Compary H | 08/02/2005 | Terminal TOOD | 0VA

You can move around the screen in these ways:

»  Usethe mouse or press Tab to move from field to field. Use the scroll
buttons to move from line to line in scrolling regions.

« If ascreen appears prompting for the kind of information to enter or
maintain (such as on File Maintenance or Transactions screens), select the
appropriate option and click OK to continue.

* PressPage Down if prompted to move to the next section.

e Click Header when it appears to return to the screen’s header section.

*  PressF7 to exit the screen and return to the main menu.
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Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commandsin graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager guide for more information on the menus
availablein OSAS and their commands.

Shortcut OSAS gives you quick access to commands relating to the screen you' re using

Menu viaashortcut menu. The commands that are avail able depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

Other The Other Commands (or F4) menu is available on both graphical and text
Commands menu and function screens and gives you access to additional utilities and
Menu commands not directly related to the function you’ re currently using. Among

other things, these commands open cal cul ators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager guide for more information on the
commands available on the Other Commands menu.
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Information
Menu

Favorites
Menu
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The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:

*  General Information
e Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only asthey are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you' ve set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eliminating the need to switch between
applications. You can add functions from several different applications to the
Favorites menu and access them all there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove afunction from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.
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Toolbars

As with menus, graphical screens also contain toolbarsthat give you fast access
to the most frequently used OSAS commands. The toolbar for the main menu
differs dightly from that of function screens.

Main Menu The toolbar for the main menu is shown below. Click a button to access that
Toolbar command.
Access Command Calendar Toggle
Code Help Favorites

L=
\2/
o=l
=
El

G

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function Thetoolbar for function screens is shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation
2RI 2R @A e @.|@.
Delete Copy Calculator Field Address
Help Mapping
Date Fields

If you use BBj in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

E] If you use BBj in graphical mode, you can use the Browse button when it

appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

&

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command in aBatch ID field, OSAS|lists al batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add a new customer or item from within the Transactions function. The

M aintenance command is available when the Maintenance button appears onthe
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to

your workstation’s web browser in the Resource Manager Defaults function.
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Text Mode

The OSAS text mode is available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text modeisthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

& 0SAS TOOD
Settings Edit  Print  Help

=1

06/01/2005

Comnpany H - Builders Supply

12:27 PH

Toono

Main Menu

General Ledger_

OFEN SYSTEMS (R) Accounting Software —|JRORBONOEUCEEH—

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens a function screen or

asubmenu.

Payroll User’s Manual

1-35



Navigating OSAS Introduction

1-36

You can move around the text main menu in these ways:

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.

* Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the letter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

» Usethe mouseto click an application to view that application’s menu.

«  To moveto the first application on the menu, press Home. To move to the
last application on the menu, press End.

e On an application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, press F7.
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Function Screens

Like the text menu, OSA S text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit  Print  Help

Invoices

Transaction Type

You can move around the screen these ways:

¢ PressEnter or the down arrow to move from field to field.

e Touseacommand that is listed in the command bar, press the highlighted

letter.

*  Usehot key commands to access information screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more

information on these commands and their corresponding hot keys.

e If ascreen contains more than one section, press Page Down when
prompted to move to the next section.
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« |f amenu appears prompting you for the kind of information to enter or
maintain (such asin the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

e To exit the screen and return to the menu, press F7.

Menus

Other
Commands

Information
Menu

Favorites
Menu

1-38

Like the graphical mode, the text mode a so includes menus that give you access
to commands that open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager guide for full details about the
menus available in OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you’ re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-31 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of material, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of afunction
screen.

The commands on the menu are avail able only asthey are relevant to the task
you are performing. For example, if you are entering a transaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-32 for more information.

The Favorites menu allows you add the OSA S menus or functions you use most
frequently to a custom menu. After you' ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove afunction from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-32 for more information on this menu.
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Commands and Flags

Both the text menu and text function screens let you use commands to drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
ana ogous to the commands contained on drop-down menusin graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you' re working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you' re working with an emulator in UNIX
(which can cause function keys to become unavail able), press the appropriate
alternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of all OSAS
commands and their associated hot keys.

Not all commands are available for every function or field; when a command is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

e TheQuick flag remindsyou that you are using the Quick Entry mode to skip
fields that are not required. Press Ctrl+F to toggle quick entry on and off.

*  When the Info flag appears, press Shift+F2 to access the Information menu
to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-32 for more information on this menu.

e When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter anew one “on the
fly.” When you finish, press F7 to return to the function you were using.

e WhentheInquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you arein.

e The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.
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Command Bar

The command bar appears at the bottom of function screen and gives you access
to commands that allow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commands that are available depend upon the function you are using, and are
ana ogous to the command buttons available on graphical screens. Pressthe
highlighted key to use a command.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSAS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view a map of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.

The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.

Payroll User’'s Manual



Introduction Navigating OSAS

Reports

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that alows
you to select the range of information to include in the report, which appears in
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Select Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext file with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e  When available, select Email (or enter M) to e-mail the report, then enter the
e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.

Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

Note: To preserve formatting, view e-mailed reports (or attachments) with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

Consult the Resource Manager guide for more information about reports.
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Payroll Installation

Before You Install Payroll

Make sure your system meets these minimum requirements before you install
Payrall.

The Payroll system needs a minimum of 13 megabytes (13 Mb) of disk spaceto
work correctly with programs, sample data, data dictionaries, system files, and
graphicsfiles. You will also need more disk space available for the datafiles you
create and maintain.

The OSAS system requires at least one megabyte (1 Mb) of main memory to run.
More memory may be necessary in certain environments and operating systems.

Installing Payroll

Usethe Install Applications function on the Resource Manager Installation
menu (see your Resource Manager installation manual) to install Payroll. Install
the State Tax Routines after you install Payroll. If you intend to use Direct
Deposit with Payroll, install it after you install the State Tax Routines.

Setting up Payroll

Onceyou instal Payroll on your system, you must prepare your datafiles for
everyday use.

You can prepare files for use with Payroll in one of two ways: you can create and
set up your files manually on anew system, or you can convert your old files
when you upgrade from an earlier version. To create files on a new system, use
the Data File Creation function on the Resource Manager Company Setup
menu (see your Resource Manager installation manual). For instructions on
converting your files, see“Conversion” on page 2-7.

If you want to use General Ledger, Bank Reconciliation, or Job Cost with
Payrall, you must set up those applications before setting up Payroll.
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Direct Deposit Installation

” Use this section as a guide only if you have purchased the Direct Deposit add-on
L application for use with Payroll. If you do not have the Direct Deposit add-on
application, skip this section.

Before You Install Direct Deposit

Make sure your system meets these minimum requirements before you install
Direct Deposit.

Direct Deposit is an add-on module to the OSAS Payroll application. You must
install OSAS Payroll before you install Direct Deposit.

The Direct Deposit system needs a minimum of 2 megabytes (2 Mb) of disk
space to work correctly with programs, sample data, data dictionaries, system
files, and graphics files (in addition to the space required by Payroll). Having
more disk space available is necessary for the data files you will create and
maintain.

The OSAS system requires at least one megabyte (1 Mb) of main memory to run.

More memory may be necessary in certain environments and operating systems.

Installing Direct Deposit

1. Usethelnstall Applications function in Resource Manager (see the
Resource Manager User’s Manual) to install Payroll. Install the State Tax
Routines after you install Payroll.

2. Usethelnstall Applications function in Resource Manager to install Direct
Deposit.

Setting up Direct Deposit

Onceyou install Direct Deposit on your system, you must prepare your datafiles
for everyday use.
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Direct Deposit Installation Installation and Conversion

You can prepare files for use with Payroll with Direct Deposit in one of two
ways: you can create and set up your files manually on anew system, or you can
convert your old files when you upgrade from an earlier version. To create files
on anew system, use the Data File Creation function on the Company Setup
menu in Resource Manager (see the Resource Manager User’s Manual). For
instructions on converting your files, see “Conversion” on page 2-7.

If you plan to use General Ledger, Bank Reconciliation, or Contractors' Job Cost
with Payroll with Direct Deposit, you must set up those applications before you
set up Payroll and Direct Deposit.

Setting up Direct Deposit

Onceyou install Direct Deposit on your system, you must prepare your datafiles
for everyday use. See“ Setup” on page 3-1 for setup instructions.
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Conversion

If you use an earlier version of OSAS Payroll or Payroll with Direct Deposit, you
can convert your files from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Resource Manager Company Setup menu (see the Resource Manager User’s
Manual) to upgrade Payroll or Direct Deposit datafiles. You can upgrade from
version 3.2, 4.xx, 5.xx, or 6.xx. If you want to convert to version 7.0 from a
version earlier than 3.2, contact a client support representative.

Note I

You must install the new versions of Payroll and Direct Deposit (if
applicable) before you convert files. You can replace and update the
programs properly only by using the Install Applications function in
Resource Manager.

Before you convert an application’s files, make note of the version number
from the application you are converting. The Data File Conversion function
has no way of determining the information from within the function.

Before you convert an application’sfiles, back up your datafiles.

Consider Your Setup

Before you convert from your version of Payroll or Direct Deposit (if
applicable), consider the exact setup of your system. Since OSAS code can be
customized, modifications to your system might be lost if you install a new
version of a program or update afile. If you are not sure if your system is ready
for conversion, consult your Open Systems software provider.

If you are converting from version 6.5x to 7.0, no conversion is necessary. You

should still use the Data File Conversion function to copy datafiles from the old
data directory to the new directory, however.
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Converting from Version 4.x and Earlier

Before you begin the conversion from aversion before 5.00, you must set up one
table and gather some additional information.

Each local code must be assigned to its respective state. The system looks for the
PAS0CNVT table and uses it to assign local codes to their respective states. To
update the PASOCNVT table, follow these steps:

1. Select Application Tables from the Resource Manager Data File
Maintenance menu.

2. Inthe Enter Table Filename field, enter PATB. The PATB screen appears.

iy Application Tables
Commands  Edit Modes Other Help

2xiznaen[ 240
Table ID 4 Description Erter File Mame:
Murnber of Cols Column Length Type

Cormpany H |08 6/2005 | Terminal TOOD |OVR
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Conversion

3. Usethelnquiry (F2) command to select PASOCNVT or enter PASOCNVT in
the Table ID field. The PASOCNVT table appears.

Commands  Edit Modes Other Help

2¥xira@mn

? @

aa

Table ID
Mumber of Cal

b
s =]

Description

Column Length

|C0nversi0n for Local Codes |

L 2]

Type A .

L0 8T LO 3T LO 3T LO 3T LO

ST LO 3T LO 3T LO 3T LO 3T LO ST |

01 0z 03 04 o5 os a7 [uk:] k=] 10
11 1z 13 14 15 1& 17 13 12 0
21 22 23 24 25 Z6 27 28 23 30
31 32 33 34 35 38 37 38 33 40
41 4z 43 EE] 45 46 47 43 43 0
51 34 53 54 55 113 57 3] 53 &0
&l 34 &3 5] &5 1 &7 3] &3 70
71 7z 73 T4 75 78 77 78 73 a0
81 8z a3 84 a5 513 a7 a3 a3 30
31 3z 33 34 35 I8 a7 k-] 33 oo

|Camparty H |08/16:2005 ;Terminal T000 |OWR

4. One hundred entries are in the table. You can enter state codes, assigning

them to local codes. If you do not use local codes or do not add them to the
table at this point, the conversion still completes successfully. When you
finish entering codes, exit to the main menu.
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Converting from Version 5.0x and Earlier

In previous versions of Payroll, earnings and withholdings amountsin employee
history were broken down only to the quarter-to-date level. Beginning in version
5.1, those amounts are broken down to a month-to-date level. To accommodate
this situation, the conversion program must allocate quarter-to-date figures from
previous versionsinto the new month-to-date fields. The conversion program
prompts you to select one of these methods:

The monthly method divides total quarterly amounts evenly among the
monthly fields. For example,

January: 33.3%
February: 33.3%
March: 33.3%

The daily method allocates amounts precisely. The program cal cul ates days
per month and the percentage of each day in the quarter. If the last payroll
check run was in the middle of a month, the system allocates amount
percentages correctly up to that date. If you select this option, you must enter
the last check date. For example,

Quarter 1

January: 31 days of 90 in Quarter 1 = 34.44%
February: 28 days of 90 in Quarter 1 = 31.11%
March: 31 days of 90 in Quarter 1 = 34.44%

Note I

If you are converting files from OSAS 4.0x or lower, do not usethe
following option.

2-10
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e The history method reads check amounts from your previous Payroll
version’s Check History file, producing a quarterly total and cal culating the
monthly percentage by dividing each monthly subtotal into the quarter. The
system adds only checksthat fall within one calendar year.

This choice requires accurate historic data and is the most time-consuming,
yet accurate, of the three methods. If you select this option, you must enter
the current payroll year. For example,

Gross

Employee ID N%hrr?glér C[?;[cek Acn?gzgﬁt Totals
John Doe 1111 01/15/00 $1000.00
John Doe 2222 01/31/00 $1200.00

$2200.00
John Doe 3333 02/15/00 $1000.00
John Doe 4444 02/28/00 $800.00

$1800.00
John Doe 5555 03/15/00 $1000.00

$1000.00
Total

January = $2200.00 out of total earnings of $5000.00 = 44%
February = $1800.00 out of total earnings of $5000.00 = 36%
March = $1000.00 out of total earnings of $5000.00 = 20%

Any of these split methods can cause leftover amounts to be rounded. If this
situation happens for the first quarter, the amount is entered in the first
month of the quarter. If it happens for the year, the amount is entered in
January.
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Converting to Version 7.0

Select Data File Conversion from the Resource Manager Company Setup
menu. The Data File Conversion function screen appears.

2-12

& Data File Conversion

Commands Edit Modes Other Help

Do you want conversion to pause if a problem is found?

Appl Description Wersion Appl
GL General Ledger 6.05
PA Contractors' Payroll 6.05
PO Contractors' Purchase Order 6.05
AP Contractors' Accounts Payable 6.05
AR Contractors' Accounts 6.12

2xizeaan[o][ee
Select directory on which to creste files.
Enter directory that containg the files to be converted.
DIOSASEOS data =
Do you want source files erazed after conversion? Fl

Description

Wersion

| Company H |08/23/2005 {Terminal TO0O |OWR

1. Thesystemlistsall valid OSAS data paths. Select the destination directory

where your new data files will reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

3. If youwant sourcefilesto be erased after conversion, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

4. If you want the conversion processto pauseif a problem occurs, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting

correctly a problem.
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— DD

— DD

If you are converting Payoll only, enter PA in the Appl column; Payroll
appears.

If you are converting Payroll with Direct Deposit, enter DD in the Appl
column; Direct Deposit appears.

Enter your earlier version number of Payroll or Direct Deposit and press
Enter. You can determine the version by looking at the copyrights screen
when you start OSAS, or in most versions, by using the Application
Information tool button on the menu screen in graphical mode or by pressing
Shift+F2 in text mode.

Note I

If you are converting from a Payroll version before 5.10 without Direct
Deposit to the current version with Direct Deposit, you'll see the message
Some source files missing for DD. Do you want a printout of them?
Select No (or enter N in text mode) and continue with the remaining steps.

If datafiles already exist for Payroll or Direct Deposit in the intended
destination path, the PA/DD data files exist. Do you want this task to erase
them? prompt appears. If you want to erase the existing files and convert the
filesfrom the version in the source path, select Yes (or enter Y in text mode);
if not, select No (or enter N in text mode). If you elect not to erase existing
files, you must change your directory choices so that no conflict exists.

If you are converting Direct Deposit files, Payroll and its version number
appear automatically. You must convert Payroll data files as well in order to
use Direct Deposit. If datafiles already exist for Payroll in the intended
destination path because you already converted them, the PA data files
exist. Do you want this task to erase them? prompt appears. If you want
to erase the existing files and reconvert the files from the version in the
source path, select Yes (or enter Y intext mode); if not, select No (or enter N
in text mode).

To begin the conversion process, use the Proceed (OK) command.
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2-14

10.

11

12.

13.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after filesfor all applications are converted, select No (or enter
N in text mode). If you are converting only Payroll files, your answer to this
prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If aproblem occurs and you indicated that you want the system to pause
when a problem occurs, a prompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

When the process is finished, the files are converted. Select the output
device for the error log. After the conversion finishes and the error log
prints, the main menu—with Contractors’ Payroll or Contractors’ Payroll
with DD added—appears.
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Setup Considerations

After you have installed the software for the first time or after you have upgraded
the software, you must set up the system. Follow the setup procedures carefully;
the choices you make determine how the system will operate.

To properly set up the Payroll system, you need to gather and organize your
payroll data. You need the following information:

e your payroll department procedures

« payroll records for each employee

« federd, state, and local tax publications

e the Payroll Sate Tax Routines media

« achart of accounts for your business

e alist of the deductions you use

« alist of the other-pay types (bonuses, tips, and so on) you use

Codes and IDs

When you set up the system, you assign codes and IDs to tell the system how to
identify each item on file. The system uses these identifiersto organize the
information in reports and inquiry windows.

The system arranges code charactersin a particular order. In the following list
codes and | Ds are sorted from lowest to highest, and dashes represent spaces.

————— 0
————— 1
————— z
————— a
————— 01
A
000000

000001

1
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The organization of these codes illustrates the following principles:

e Thesystem reads codes from left to right until it finds something other than a
blank space.

e Itemsthat make up a code are always listed a phabetically. Theitems are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-2)
lowercase letters (a-2)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were letters: when the first characters of several IDs are
compared, the ID with the smallest first character is placed first in thelist. If the
first character of the IDsis the same, the second characters are compared and the
ID with the smallest second character isplaced first in the list. Thiscomparisonis
made for each character in the range of IDsuntil the IDs are clearly in
alphabetical order.

If you use numbers for | Ds, pad them with zeros so that they are al the same
length and numeric rules can hold true. For example, in aphabetical sorting 1D
112 comes before ID 60, since anything that starts with 1 comes before anything
that starts with 6 alphabetically. If 1D 60 were |D 000060 and ID 112 were ID
000112, ID 000060 would belisted first, since 060 is | ess than 112 alphabetically
and numerically.

When you assign IDs and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

»  Toprevent organization problems, use zerosto make all IDsthe samelength.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide IDs into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE01.
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If you use lettersin IDs, use either all uppercase or all lowercase letters so
that the IDs can be sorted correctly.

Use descriptive IDs. For example, SALES01 and MKTGO1 are more
descriptive I Ds than 000001 and 000002. (If you aready use a numbered
system, you might want to stick with it.)

If you want to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize employees by their last names,
put the first characters of the last name in the employee ID.

To ensure that you can insert new items into a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive |Ds of ANDOO1 and ANDOO5S
leaves room for three IDsin between.
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Setup Checklist

Follow the steps below to set up the Payroll system. Following the order of the
steps should save you from repeating your work. Each step is explained in this

section.

1. Set upthe options and interfaces.

2. Set up earning types (PAETxxx file).

3. Set up earning codes (PAECxxx file).

4. Set up tables (PATBxxx file).

5.  Set up tax tables (PATXxxx file).

6. Set up withholding codes for tax authorities (PACO file).

7. Set up withholdings (PAWIxxx file) and tax groups (PATGxxx fil€).

8. Set up company deductions (PADDxxx file).

9. If necessary, use the Formula Maintenance function to add formulas to the

PAFMHDR (Formula Definition) and the PAFMLIN (Formula Line Detail)
files.

10. Set up departments (PADPxxx file).

11. Set up payroll information (PAINxxx fil€).

<?&:J(: 12. Set up Contractors Job Cost Payroll Information.

e Quick Entry Table
e Union and Worker's Compensation Options
e Labor Burden Options
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Setup

gcic

13.

14.

15.

16.

17.

18.

19.

20.

21.

Set up worker’s compensation codes, union codes, and llabor classes
(PALCxxx file).

Set up employees (PAEGxxx and PAEPxxx files).

Usethe Roll Up Leave Balances function on the Periodic Maintenance
menu to set up leave adjustments (PAHVxxx file).

If necessary, set up employee history (PAEDxxx, PAEExxx, PAEMxxx, and
PAEWxxx files).

Enter initial balances.

Set up recurring time tickets and deductions.

Set up access codes.

Reset options and interfaces for using the system.

Set up a backup schedule.
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Options and Interfaces

An application can be interfaced to work in conjunction with other applications.
Payrall can be interfaced with General Ledger, Bank Reconciliation, and
Contractors’ Job Cost.

General Ledger

When Payroll interfaces with General Ledger, posting in Payroll makes summary
entries (such as gross wages payable, taxes and other deductions withheld, net
pay, and payroll expensesincurred) in the General Ledger GLIRxxx (Journal)
file for transactions that affect the ledger.

If you void apayroll check after it has been posted, the check is backed out from
General Ledger and the check record can be added to the Payroll PACHxxx
(Checks), PACDxxx (Checks Deductions), PACExxx (Checks Earning), and
PACWxxx (Checks Withholdings) filesfor amanual check or to the PATRxxx
(Transactions) file for a calculated check.

Bank Reconciliation
When Payroll interfaces with Bank Reconciliation, posting checksin Payroll
creates summary disbursement entries for the checks in the Bank Reconciliation

BRTRxxx (Transactions) file for the bank account you specify.

The Payroll system can keep track of checks lost to alignment problemsin the
Bank Reconciliation application and in Payroll history to account for lost checks.

Contractors’ Job Cost
When Payroll interfaces with Contractors' Job Cost, you can assign actua |abor
ﬁ] C hours and dollars to the appropriate job and phase in the Contractors’ Job Cost

JOBSxxx (Jobs) file. When and where appropriate, the interface al so updates the
number of pieces completed.
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Options and Interfaces Screen

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager User’s Manual
for information about Options tables.) Then enter PA as the Application ID. The
Payroll Options screen appears.

i Contractors’ Payroll Options

Commands Modes Other Scroll Commands  Help
2xiz|na@n[24](0a@
Description “alue
Irtel to s YE @
Interface to Cortractors' Joh Cost? WES @
Interface to Bank Reconcilistion? WES E]
Save Payroll transaction history? YES
Save check history? YES
Post Woided Checks to Check History? YES
Post Yoided Checks to Bank Reconciliation? WES
Automatic Accrual of Vacation/Sick Time? WES
Include vacationizick hours for accrual calculation? WES
Usze First or Last Mame First? LAST
Prirt company name on checks? YES
Prirt checks on blank, preprinted or laser forms? PREPRIMTEL
Prirt Social Security Numbers on ChecksMouchers? lle]
Usze time card calculator? WES
Post Employer Taxes/Deduction to Home or Worked Department? HOME E]
Option ( 001 of 015 3
Enter = Toggle Write:
| | Company H |08/25/2005 |Terminal TO0O |OWR

To toggle an option (for example, between YES and NO), press Enter.
ﬁ‘] C 1. Toggle between YES or NO to indicate whether or not you want to interface
Payroll with General Ledger, Contractors’ Job Cost, and Bank
Reconciliation.

Theinterface options work independently of each other. You can respond to
them with any combination of settings.
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10.

Toggle between YES or NO to indicate whether you want to save Payroll
transaction history. You cannot produce the Transaction History Report
unless you save transaction history.

Toggle between YES or NO to indicate whether you want to save check
history. You cannot produce the Check History Register or the 941
Worksheet unless you save check history.

Toggle between YES or NO to indicate whether you want voided checksto
be posted to the PAHCxxx (Check History) file. These check forms have
been voided as aresult of printing payroll checks, not as aresult of using the
Void Checks function.

Toggle between YES or NO to indicate whether you want voided checksto
be posted to Bank Reconciliation if Payroll interfaces with Bank
Reconciliation. These check forms have been voided as a result of printing
payroll checks, not as aresult of using the Void Checks function.

Toggle between YES or NO to indicate whether you want to accrue vacation
and sick time automatically.

Toggle between YES or NO to indicate whether you want to use vacation and
sick hours for accrual calculations of additional sick and vacation time.

Toggle between FIRST or LAST to indicate whether you want to print the
first names of employeesfirst on checks and in reports or whether you want
to print last names first.

Toggle between YES or NO to indicate whether you want to print the
company name on checks.

Toggle between BLANK, PREPRINTED, or LASER to indicate whether you
want to print checks on blank check stubs, preprinted forms, or laser forms.

If you use preprinted checks, the stub is printed first; if you use blank check
stubs or laser forms, the check is printed first.
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Earning Ty

11. Toggle between YES or NO to indicate whether to print employees’ socia
security numbers on checks and vouchers. Toggle this option to NO to
protect your employees’ sensitive information.

12. Toggle between YES or NO to indicate whether you want to use the time
card calculator during entry of time tickets for hourly employees.

13. Toggle between HOME or WORKED to indicate whether you want to post
employer-paid taxes and deductions to the employee’'s home department
from the PAEGxxx (Employee General Information) file or the
department(s) they worked in during the pay period.

14. When you finish setting options, press W to save your entries. The system
returns you to the Options and Interfaces screen where you can select
another application whose options you want to change or exit to the main
menu.

pes

Usethe Earning Types function (page 11-13) to set up and modify the way the
system uses earning codes. The system has nine preset earning types which are
used by the system in special ways.

You cannot change or delete the preset earning types. You can, however, set up
additional earning types. When you set up earning codes, you specify the earning
type to which the code bel ongs. For example, you might have four kinds of bonus
pay. You set up each kind of bonus pay as an earning code and group them all
under one earning type.

Earning Codes

3-12

An earning code stores pay rate information, the GL holding account number, the
pay type, and other information for aparticular kind of work. When entering time
tickets or manual checks, you can enter an earning code and the number of hours
worked; the system calcul ates the employe€e's pay based on the information
stored in the PAECxxx (Earning Codes) file.
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Usethe Earning Codes function (page 11-9) to set up earning codes.

You can set up earning codes for types of work. For example, you can set up an
earning code for work involving assembly, another for packaging, and so on. You
can set up earning codes for overtime and double-time work that automatically
multiply or add amounts to the base pay.

If your company offers Cost of GTLI, Cost of DCB, 457 Plan, or Non-457 Plan
benefits, use earning codes to track these amounts as part of normal payroll
processing. Previously, you manually entered these amounts in the appropriate
fields on the Employee Miscellaneous History screen in the Employee History
function. However, due to changes in federal regulations concerning Forms W2
and 941, and to eliminate reporting errors, Open Systems is discontinuing the use
of these fieldsin any processing. After setting up these codes, use the Tables
function to create the tables OSAS uses to identify these amounts, then enter the
new codes into those tables.

Tables and Tax Tables

Tables storeinformation relating to the system, data, options, and default settings
for other applications. Tax tables are used to calcul ate federal, state, and local tax
withholding.

Note I

Usetables only to enter and store data. Do not delete lines or rearrange
account descriptions. The system looks for information by the position of the
linesin thetable. For example, in the FREQxxx table, the system assumes
that the first group code is on the first line, the second group code is on the
second line, and so on.

You must set up and/or review the following system tables and tax tables before
you build the Payroll datafiles:

o 457XXxX
e ADJIMNXxX
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e DCBxxx

¢ FREQxxx

¢ GLDEPxxx
e GLPAYXxx
e GTLIxxx

e MAXVSxxx
e PACTLxxx
¢ SICcexxx

e TCACLxxx
¢ USRDDxxx
e USRDFxxx
¢ VACcexxx
e EIC

e FEDM

e FEDS

e FICA

¢ FUTAXxx

e LTXssllm

e PERSTX

e SOTss

e STSss

e STXssm

e SUTssxxx

e W2CODE

e W2CODE2

You can set up the ADIMNxxx, FREQxxx, GLDEPxxx, GLPAYxxx, PACTLxxXx,
SICcexxx, TCALCxxx, USRDFxxx, USRDDxxx, and VACccxxx System tables
and the FUTAxxx, STSss, STXssm, SUTssxxx, W2CODE, and W2CODE2 tax
tables for individual companies and/or all companies that are in the system. You
can set up one table for all the companies that are alike, and you can set up one
table for each company that is different.

Note I

You must enter OWN in the Option Table Type field in the Options and
Interfaces function to be able to set up company-specific options.
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For example, you can set up table GLPAY for companies that post payroll
transactions to the same general ledger accounts, and you can set up table
GLPAYAO1 for company A01, GLPAYBO1 for company B01, and so forthif those
companies post payroll transactionsto different general ledger accounts.

These tables are identified by athree-character to five-character prefix and atwo-
character to five-character suffix. The prefix isthe table name—FUTA for federal
unemployment tax, for example. For company-specific tables, the suffix isa
company ID. Generic system-wide tables do not have suffixes. If you delete a
company-specific table, that company uses the generic table. For example, if you
delete table GLPAYAO1, company A0l then uses the GLPAY table.

You can set up the SUTssxxx, SOTss, STSss, and STXssm tax tablesfor each
state where you do business. For example, you can set up table SUTAZ to store
the percentage and earnings limit that Arizona uses to calculate employer state
unemployment.

You can set up the LTXsslIm table for each locality where you do business. For
example, you can set up table LTX01 to store the base and percentage figures that
the locality uses to calculate tax withholding.

In addition, you can set up the LTXsslIm table for marital statuses. For example,
you can set up table LTX01S to store the base and percentage figures that the
locality uses to calculate tax withholding for unmarried employees.

You must set up a MAXVSxxx table for each company that uses the table.

For more information on setting up tables, see page 10-77. For more information
on setting up tax tables, see page 10-99.

Withholding Codes for Tax Authorities

Usethe Tax Authority Setup function (page 11-5) to enter and maintain
withholding codes for federal, state, and local tax authorities that employees need
for withholdings. You can also set up the formula names associated with each
code for the states and localities. You can enter 15 additional employee and
employer withholding codes for each federal, state, and local tax authority. Most
federa and state codes are preset.
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3-16

Usethe withholdings function (page 11-23) to set up and maintain federal, state,
and loca withholdings for your employees. The information is stored in the
PAWIxxx (Withholdings) file. You can exclude deductions and/or earning codes
from withholdings and set up employer-paid withholdings.

To establish the order in which withholdings are taken, use the Tax Authority
Setup function (page 11-5).

Federal Withholdings

You can set up the following federal tax codes:

e FWH  Federal withholding

e OAS EmployeeFICA

e« MED Employee FICA

e FUT Unemployment insurance
e EIC Earned Income Credit

e EOA Employer FICA

e EME Employer FICA

Fixed percent withholding appliesto the FWH tax code only. If you have forms of
other pay that are taxed at afixed rate, enter the fixed percentage to withhold.
(You cannot assign fixed withholding percentages to FICA or FUTA tax codes.)

State Withholdings

To use state withholding, you must install the Payroll Tax Routines provided by
Open Systems.

For each state authority, you can set up the following tax codes:

e SWH  Statewithholding

e SUl State Unemployment I nsurance (employer)
e SO1 State-other withholding 1

e SO2 State-other withholding 2

e SO3 State-other withholding 3
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The state withholding and state unemployment insurance tax codes are used by
the system and should not be modified or del eted.

Use of the state-other withholding varies from state to state. See the Payroll Sate
Tax Routines for information about the states where employees live. These codes
must first be set up in the Tax Authority Setup function.

Fixed withholding applies to the SWH tax code only. If you have forms of other
pay that are taxed at a fixed rate, you can enter the fixed percentage to withhold.
(You cannot assign fixed withholding percentages to SUI or SOx tax codes.)

You can set up other codes (for example, WKC for worker's compensation) as
you need them in the Tax Authority Setup function.

Local Withholdings
To uselocal withholding, you must create and install your own local tax routines

in the Tax Authority Setup function. Contact your dealer or installer for more
information.

For each local authority, you can set up these tax codes:

e LWH Local withholding
e LO1 L ocal-other withholding

Fixed withholding applies to the LWH tax code only. If you have forms of other

pay that are taxed at a fixed rate, you can enter the fixed percentage to withhold.
(Do not assign fixed withholding percentages to the LO1 tax code.)

Deductions

Use the Deductions function (page 11-17) to set up and maintain payroll
deductions. You can enter 999 deductions. You must enter a description and a
general ledger liability account number before you can use a deduction.
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You can set up deductions that are strictly employer-paid. You can exclude some
earning codes from deductions—for example, 401(k) programs—so that
deductions will be withheld from specific earnings. You can flag deductions as
deferred compensation (such as flexible spending account dependent care
deductions), which is reported on employee W-2 forms. In addition, you can
determine whether deductions are to be taken from net or gross pay. You can aso
copy deductions to a group of employees you specify.

The employer expense account for employer-paid deductions is stored, along
with the deduction record, in the PADDxxx (Deductions) file. Deductions
information updates the PADDxxx and PADXxxx (Deduction Exclusion) files.

Most of the formulas you need are preset, but you can use the Formula
Maintenance function (page 10-101) to set up and maintain the formulas needed
to calculate deductions and withholdings. For a detailed explanation of formulas,
see Appendix C.

After aformula has been set up, you can use the Deductions function (page
11-17) or the Withholdings function (page 11-23) to edit it.

Departments

3-18

Department records store amounts posted from time tickets and checks. This
information is used to update accounts in the General Ledger system.

Use the Departments function (page 10-55) to set up and maintain departments.
You can set up earning codes and employer-paid withholdings and deductions,
and through Resource Manager you can specify precision for the Hours fields.
New entries are automatically appended when you post time tickets or checks.
Theinformation is stored in the PADPxxx (Department) file.

Divisions summarize groups of departmentsin the Department Report, which
summarizes the labor expenses posted to each department. If you use divisions,
each department I|D must begin with the two-character division ID. If you do not
use divisions, department IDs must be at least three characters long.
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Payroll Information

Payrall Information includes state unemployment reports and the company
address. Thisinformation is essential to the Payroll system and must be set up
before you begin processing. It is stored in the PAINxxx (Payroll Information)
file.

State Unemployment Reports

Most states that collect unemployment taxes require a quarterly report that lists
employee names, wages earned, and weeks or hours worked. Use the Payroll
Information function (page 10-61) to set up your state unemployment reports for
the states where you pay unemployment taxes.

The Payroll system credits employees for the full number of weeks they worked
in pay periods they receive pay. The system looks at the Weeks Worked Limit
field in the SWH record in the PAWIxxx (Withholdings) file for the minimum
number of hours worked to be credited for one week of work. Consult the state
tax authorities about the appropriate method for determining weeks worked in
your state, and adjust the Weeks Worked field inthe Employee History function
as necessary before printing the report.

Company Address

Usethe Payroll Information function to enter or change the company address.

Employer Bank Information

Usethe Payroll Information function to enter the next check number for printing
checks.

Degree Descriptions

Usethe Payroll Information function to enter degrees and descriptions for
employees. These descriptions are used in the Personnel Information function.
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Contractors’ Job Cost Payroll Information

ﬁj C Use CJ Payroll Information to set the quick entry stops for transaction entry and
to set options for union, worker’s compensation, and labor burden calculations.

See “CJ Payroll Information” on page 10-111 for more information.

Quick Entry Table

Usethe Quick Entry Table function to speed up data entry by defining the fields
you want the system to skip when you press Enter on the Enter Transactions
screen. If afield is skipped, you can use the up arrow key to return to it.

Union and Worker’s Compensation Options

Usethe Union and Worker’s Compensation Options functions to define
whether or not these codes are specified in transactions to calculate union and
worker’s compensation amounts. You can choose to have these amounts posted
to General Ledger when you post checks.

Labor Burden Options

Usethe Labor Burden Options function to define whether or not you want labor
burden amounts posted to Job Cost and GL and which cost types should be
updated in the Jobs Master file. The labor burden is calculated by adding
employer paid taxes plus union amounts and worker’s compensation amounts.

Worker’'s Compensation Codes
ﬁjc Usethe Worker’s Compensation Codes function to create or change worker’s

compensation codes and calculation information. See “Worker’s Compensation
Codes” on page 10-119 for more information.
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Union Codes

gcic

Usethe Union Codes function to create or change union deductions and benefits
and the calculation information. Union benefit and deduction amounts are
calculated when you use the Calculate Checks function. The information is
printed in the Union Report. See “Union Codes’ on page 10-121 for more
information.

Job Rates by Class

gcic

Usethe Job Pay Rates by Class function to establish a pay rate that is specific
only to aparticular job class or skill level for aparticular job and phase. The pay
rates default when you enter payroll transactions. See “ Job Pay Rates by Class’
on page 10-125 for more information.

Labor Classes

Usethe Labor Classes function (page 11-3) to set up and maintain labor classes.
Labor classes can be used to group types of employees. For example, you might
set up labor class EXM for executive managers, MIM for midlevel management,
and so on.

Labor classes are stored in the PALCxxx (Labor Class) file and are used in the
Employees function. They are helpful for report sorting.

Employees

Each employee record consists of four sections: general information, salary
information, tax information, and personnel information. Use the Employees
function (page 10-3) to set up and maintain employee records.

Theinformation is stored in the PAEGxxx (Employee General Information),
PAEPxxx (Employee Personnel), PAESxxx (Employee Federal/State/L ocal

Withholdings), PAEXxxx (Employee Exclusion), and PADExxx (Employee
Deductions) files.
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General Information

Usethe General Information portion of the Employees function to enter and
maintain such fundamental employee information as the employee’s home
address, sex, job title, and so on.

Salary Information

Usethe Salary Information portion of the Employees function to enter and
maintain pay information for the employee.

If the employee’s normal salary may not meet federal minimum standards, you
can usethe Adjust to Minimum feature to automatically bring the employee’s
paycheck up to minimum wage.

Group Codes

Group codesidentify the employees you want to pay when you calculate checks.
Common practice isto use different group codes for different pay cycles. For
example, hourly employees who are paid weekly might be group 1, salaried
employees who are paid monthly might be group 2, and commissioned
employees might be group 3.

Override Pay

You can enter override pay when you want to pay salaried employees something
other than their normal salaries—for example, when employees start or quit
within a pay period. Override pay applies only to the pay cycle you enter it in.
When the pay cycle is completed, override pay is cleared from the system.

Tax Information

Usethe Tax Information portion of the Employees function to enter federal,
state, and local tax information. Research the state and local tax information
before entering the data. In particular, marital status and number of exemptions
can differ among tax authorities.
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Thevalid marital statuses for federal tax purposes are married and single, butin
some states employees can be married, single, unmarried heads of households,
married filing jointly, or married filing jointly and both working. Consult the
Payroll Tax Routines for information about marital status in the states where
employees file. Open Systems does not supply information about local tax
regulations.

Personnel Information

Usethe Personnel Information portion of the Employees function to enter
information about the employee's education, pay history, and so on.

Leave Adjustments

Before using the Leave Adjustments function, use the Roll Up Leave Balances
function (page 9-49) if you elected to include vacation/sick hours for accrual
calculation in the Resource Manager Options and Interfaces function. Then use
the Leave Adjustments function (page 10-49) to make positive and negative
adjustments to an employee’s sick and vacation pay.

Employee History

If you start Payroll at any other time than the beginning of the year and you el ect
to create either check or transaction history (see“Initial Balances’ below), you
must collect and enter alot of history information. Fortunately, you need enter
data for only a handful of deductions for most employees. Remember to get
month-to-date, quarter-to-date, and year-to-date figures for al fields.

The number of weeks worked is calculated on the basis of the number of pay
periods the employee received a check for any amount. For example, if you use
biweekly pay periods and an employee received one hour of sick pay in that pay
period, the employee would be credited for two weeks worked. If you entered a
week’sworked limit for the state in the Payroll Information function, the number
of hours worked would be compared to the limit, and in this case two weeks
under limit would be recorded.
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When you calculate FUTA, SUI, and FICA (OASDI), remember that there is no
withholding above the ceiling on these wages.

Employee history information is stored in the PAEDxxx (Employee Deduction
History), PAEExxx (Employee Earnings History), PAEMxxx (Employee
Miscellaneous History), and PAEWxxx (Employee Withholding History) files.

Note: Due to changes in federal regulations concerning Forms 941 and W2, the
Cost of GTLI, Cost of DCB, 457 Plan, and Non-457 Plan fields onthe Employee
Miscellaneous History screen in the Employee History function are no longer
used in any OSAS processing. I nstead, set up earning and deduction codes to
track these amounts as part of normal payroll processing.

Initial Balances

3-24

Unless you are setting up the Payroll system at the beginning of the year, you
must enter the payroll history for employees from the beginning of the current
calendar year so that reports accurately reflect the payroll for the year. How you
enter initial balances and payroll history depends on whether you are setting up
the system with or without check, employee, and transaction history.

If you installed Payroll, General Ledger, Bank Reconciliation, and Contractors
Job Cost at the same time, leave the application interfaces turned on. If you are
adding Payroll to an existing system, turn the application interfaces off to prevent
double-posting while you set up initial balances.

Setting up Without Check or Transaction History

If you do not need check or transaction history, the simplest way to set up Payroll
isto collect al the general ledger period-to-date, quarter-to-date, and year-to-date
numbersfor departments; use the Departments function to enter thisinformation
into your records. Then collect month-to-date and year-to-date numbers for
employees; use the Employee History function (page 10-31) to enter this
information into your records.

While this method produces records with accurate month-to-date and year-to-

date information, you will have no history and no audit trail. Use this method
only if you want to get started as quickly as possible.
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Setting up With Check History Only

If you need only check history, turn off the interfaces with Genera Ledger, Bank
Reconciliation, and Contractors’ Job Cost. Do not enter period-to-date, quarter-
to-date, or year-to-date numbers in the Departments function and do not enter
month-to-date or quarter-to-date numbers for employeesin the Employee
History function. Instead, enter all the checks for each period, post the checks,
and post expenses to Genera Ledger. Do quarter-end maintenance as necessary,
and continue entering checks and printing reports until you are up to the current
payroll period (see “Entering Manual Checks” below).

This method produces accurate check history, employee history records,
department records, and an audit trail. It does not produce transaction history.

Setting up With Transaction, Employee, and Check History

If you need complete transaction, employee, and check history, you must re-
create all the entries for the current year. After you set up the PAINxxx (Payroll
Information), PADPxxx (Department), and PAEHxxx (Employee History) files
(do not enter QTD and Y TD information), set the system date to the beginning of
the fiscal year and begin entering the payroll transactions in sequence. Post
transactions at the end of each “day.” Then reset the system date and enter the
next day’s transactions. When you reach the end of a payroll period, calculate
checks and post expenses to General Ledger. (For information, see chapter 1.)

Note I

When you post checks, you must select the tax month.

Do quarter-end maintenance as necessary, and continue processing transactions
and printing reports until you are up to the current pay period.

This method produces the most accurate history and the most thorough audit
trail, but is practical only if payroll records are small or if it isearly in the year.
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Entering Initial Balances

You can enter initial balances in one of two ways: by entering payroll
transactions or by entering manual checks.

Entering Payroll Transactions

First verify that you have set up the options you want in the Resource Manager
Options and Interfaces function. Then follow these steps to enter your initial
balances based on payroll transactions:

1

Usethe Payroll Transactions function (page 5-3) to enter transactions for
the first pay period.

Print the Time Ticket Journal (page 5-21) and the Miscellaneous Deductions
Journal (page 5-23) to verify that you entered the transactions correctly.

If you find an error in the journals, del ete the incorrect transaction and enter
the correct one. Repeat steps 2 and 3 until the Time Ticket Journal and
Miscellaneous Deductions Journal are correct.

Back up your datafiles.
Post the transactions (see page 5-27).

Usethe Calculate Checks function (page 6-3) to process the transactions
and calculate checks.

Print the Edit Register (page 6-21) function to verify that the checks were
calculated correctly.

If you find an incorrect entry in the Edit Register, use the Payroll
Transactions function (page 5-3) to enter areversing and a correct
transaction. Post the correcting transactions, cal culate checks again, and
reprint the Edit Register to verify the corrections. Repeat this step until the
Edit Register is correct.
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10.

11

12.

13.

14.

15.

If you do not need check numbersin the history, skip to step 11. If you want
complete check history, print the checks on paper or save them in afile. (If
you use the Void Checks function after the checks are posted to history, you
must print checks to assign check numbers. Because you will void these
checks immediately, use plain paper or send the output to afile))

Print the reports on the Payday Work menu as an audit trail.
Back up your datafiles.
Post the checks (see page 6-61).

If the pay period fallson a quarter-end date, skip to step 14. If it does not, go
back to step 1 and begin entering transactions for the next pay period.

After you post checks for the last pay period in a quarter, follow these steps:
e Print the Department Report (page 9-13).

e Back up your datafiles.

*  Post expensesto Genera Ledger (see page 9-15).

e Print the quarterly tax, withholding, and unemployment reports
necessary for the states where you do business.

» Usethe Periodic Maintenance function (page 9-55) to prepare your
filesfor the next quarter.

Return to step 1 and begin entering payroll transactions for the next quarter.
Repeat the above steps until you are up to the current pay period.

Entering Manual Checks

If you need to enter manual checks, use steps 1-3 below instead of the steps for
entering payroll transactions above.
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Follow these steps to enter your initial balances based on manual checks:

1. Enter manual checks for the first pay period (see page 6-9). Enter a check
number for each entry.

2. Print the Edit Register (page 6-21) and verify that you entered the checks
correctly.

3. Ifyoufind an error in the Edit Register, use the Manual Checks function
again to change or delete the incorrect check. Repeat steps 1 and 2 until
everything is correct.

4. If you have not assigned check numbers, use the Print Checks function
(page 6-29) to assign check numbers. When the check numbers for all the
checks have been entered, post the checks (see page 6-61).

If you use the Void Checks function (page 6-37) after the checks are posted
to history, you must print checks to assign check numbers.

Recurring Time Tickets and Recurring Deductions

Instead of entering the same time tickets and nonscheduled deductions
repeatedly, you can set up and copy recurring time tickets and recurring
deductions. After you have set them up, print the Recurring Time Ticket List and
the Recurring Deductions List to verify that you have set these up correctly.

Access Codes

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Payroll system itself, for menusin
the system, and for individual functions. To control users' access to menus and
functions, you can set up an access code for each user or group of users that
performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned the company you arein.
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Because the codes are company-specific, you must set up a code for each
company auser needsto access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A01, BO1, and CO1 so that a user can
use the same code for each company.

What Should Be Protected

Because of the sensitive nature of some of the information in the Payroll data
files and reports, you should limit access to the functions that provide
confidential information or are sensitive to change. For maximum security,
protect the Payroll application itself, each of the Payroll menus, and the
individual functions. For more information about access codes, see the Resource
Manager guide.

In particular, restrict access to the Calculate Checks and Print Checks
functions. Assign different access codes to each function on the Employee
Inquiry menu, restricting access to sensitive information such as salary
information, while leaving general information accessible.

After you have set up your access codes, print alist of the codes and storeitin a
safe place.

Backup Schedule

Plan a backup schedule before you begin day-to-day operations.

You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Payroll data files whenever they change—every day or every pay
period—and before you run these functions:

. Post Transactions
. Post Checks
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¢ Post Expenseto GL
. Periodic Maintenance
* Close Last Year

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.

Note I

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have been changed. If you do, your system may not work after you
restore them. The Backup function backs up all the data files for a specified
company in adata path at one time.

Backing up Programs
Once amonth or so, back up your programs. Even though these files do not

change, diskettes can be damaged or deteriorate, so it paysto have afresh copy in
storage in case you need it.

Backup Media

K eep more than one set of backups in case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.

3-30 Payroll User's Manual



Setting Up Direct Deposit

H-

E If the Direct Deposit application isinstalled, you need to perform the tasks
L described in this section to set up the system for direct deposit in addition to
those detailed previously.

Determining Options and Interfaces

To set up each company’s options and interfaces, use the Resource Manager
Options and Interfaces function (see the Resource Manager User’s Manual).
DD isthe application ID.

Interfaces

Payroll with Direct Deposit has slightly different interfaces from Payroll, but you
must set up the interfaces you want to use with Direct Deposit. You must have
Payrall installed in order to use Direct Deposit.

Options

Your answers to the following questions determine how the system works and
how information flows through it.

ﬁ‘l C 1. Toggle between YES or NO to indicate whether you want to interface
Payroll/Direct Deposit with General Ledger, Contractors Job Cost, and
Bank Reconciliation. The interface options work independently of each
other. You can respond to them with any combination of YES and NO
settings.

2. Toggle between YES or NO to indicate whether you want to save Payroll
transaction history. You cannot produce the Transaction History Report
unless you save transaction history.

3. Toggle between YES or NO to indicate whether you want to save check

history. You cannot produce the Check History Register or the 941 Report
unless you save check history.
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10.

11

12.

13.

Toggle between YES or NO to indicate whether you want to post voided
checks to the PACHxxx (Checks) file. These checks are voided as aresult of
printing payroll checks, not as aresult of using the Void Checks function.

Toggle between YES or NO to indicate whether you want to post voided
checksto Bank Reconciliation. These checks have been voided as aresult of
printing payroll checks, not as aresult of using the Void Checks function.

Toggle between YES or NO to indicate whether you want employeesto
accrue vacation and sick time automatically.

Toggle between YES or NO to indicate whether you want to use vacation and
sick hours for accrual calculations.

Toggle between FIRST or LAST to indicate whether you want to print the
first names of employeesfirst on checks and in reports, or whether you want
to print last names first.

Toggle between YES or NO to indicate whether you want to print the
company name on checks.

Toggle between PREPRINTED, BLANK, or LASER to indicate whether you
want to print checks on preprinted forms, blank check stubs, or laser forms.
If you use preprinted checks, the stub is printed first; if you use blank check
stubs, the check is printed first.

Toggle between YES or NO to indicate whether to print employees’ social
security numbers on checks and vouchers. Toggle this option to NO to
protect your employees’ sensitive information.

Toggle between YES or NO to indicate whether you want to print the
company name on direct deposit vouchers.

Toggle between BLANK, LASER FORM, or PREPRINTED to indicate
whether you want to print vouchers on blank paper or preprinted forms.
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14.

15.

16.

17.

18.

Toggle between BLANK or PREPRINTED to indicate whether you want to
use preprinted vouchers with blank stubs or preprinted stubs. If you use
preprinted stubs, the stub is printed first; if you use blank stubs, the voucher
isprinted first. If you use laser vouchers, toggle to BLANK.

Toggle between YES or NO toindicate whether to print full account numbers
on Direct Deposit vouchers. If you select NO, the system prints only the last
four digits of the account number on vouchers.

Toggle between YES or NO to indicate whether you want to use the time
card calculator during entry of time tickets for hourly employees.

Toggle between HOME or WORKED to indicate whether you want to post
employer-paid taxes and deductions to the employees’ home department
from the PAEGxxx (Employee General Information) file or the
department(s) they worked in during the pay period.

Press W when you finish setting options to save your changes.

Preparing Your Data

Follow these stepsto prepare your data:

Gather your bank information—routing codes, account numbers, and
security codes for file transfers.

Gather account information for your employees, such as account numbers
and amounts/percentages to be allocated to various accounts.

Entering Your Data

When you set up Direct Deposit, gather and enter the information in the order
below. As you complete the setup steps, use the Master File Lists functionsto
print the information you entered in each step; use the lists as references
throughout the setup process.

1

Set up the Direct Deposit tables.
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2. Set up employer bank information.

3. Enter direct deposit information for each employee who participatesin direct
deposit in the Direct Deposit function.

4. Create the prenctification file.
5. Send the prenctification file to your bank for approval. When you receive

approva from the bank, use the Create Prenotification File function or the
Direct Deposit function to mark direct deposit employees approved.

6. Set up access codes.

Direct Deposit Tables
Set up the DDTB file before you set up anything else. All companies use the
DDTB file. You can set up company-specific tablesin the DDTB file. See
“Tables’ on page 10-77 for table descriptions.
If you have already set up Payroll, and you do not want to set up all the tables

again in Direct Deposit, use your operating system to make a copy of the PATB
file in your data directory. Next, rename the copy to DDTB.

Employer Bank Information

Use the Employer Bank Information option in the Payroll Information function
to enter the bank information necessary to process direct deposit transactions.

Direct Deposit
Use the Direct Deposit function on the File Maintenance menu to set up and

maintain direct deposit transactions for employees. Have your bank routing
codes and employee bank account numbers at hand for this step.
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Prenotification File

Usethe Create Prenotification File function on the Periodic Processing menu
to set up afileto use asatrial run before you begin processing direct deposit
transactions. Whenever an employee changes direct deposit information, you
must process a new prenotification. You cannot produce a direct deposit voucher
for an employee until a prenotification file has been sent to and received from
your bank. Back up your data files before using this function.

Access Codes

To restrict access to datafiles, menus, and functions that provide confidential
information or are sensitive to change, use the Resource Manager Access Codes
function to set up access codes on your system.

Access codes are company-specific. When you set up an access code for a user,
the code is assigned to the company you are in. After you set up your access
codes, print alist of the codes and store it in a safe place.

Creating a Backup Schedule

Back up your Direct Deposit data fileswhenever they change and before you run
the Create Direct Deposit File and Post Checks functions.

Back up your programs once a month as insurance against media damage or
deterioration. Use the Backup function on the Resource Manager Data File
Maintenance menu to back up files.

Note I

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
filesthat have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the data files for a specified
company in adata path at one time.
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Introduction

Use the functions on the Employee Inquiry menu to view employee information.
You cannot use these functions to add or change information. If you want to add
or change employee information, use the functions on the File Maintenance
menu instead.
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Usethe General Information function to view general information about
employees—name, address, phone number, and so on. The information comes
from the PAEGxxx (Employee General Information) file and isentered in the
Employees function (see page 10-3 for an explanation of the fields).

To add to or change thisinformation, use the Employees function on the File
Maintenance menu.

General Information Inquiry Screen

Select General Information from the Employee Inquiry menu. The inquiry
screen appears.

& General Information

Commands Modes Other Information Help

2xizne|pe|[zo|0@
Ernp ID % Direct Deposit? Jok Title Admin. Asst.

Last Mame Bourne ‘Work Phone ) -

First Mame Linda Middle In C Extension Supr D LUKOD1
W-2 Mame Linda C Bourne Adj Hire Date 01091998
Address 1 501 H Hamilton Ave Start Date 01/091998
Address 2 Birth Date 06/07 1964
Address 3 Term Date

Res City Edina State MH Last Review Date 11122004

Zip Code 55435 Couritry Mext Review: Date 11122005
Phaone Mo {612)555-1212 Last Check Date

S5 Mo 459-30-1099 Ins Coverage Family/Blue Cross

Sex F Uszer Label 2

EEC Class 2 Uszer Label 3

-2 Fields Energency Contact
Retirement Plan? Mame Jim Bourne
Statutory Employee? ‘Work Phone {612)567-3319
Hotne Phohe {612)555-1212
Relation Husband
E-Mail Ibourne@builders_supply.com
Employee ] [ First ] [ Last ] [ et ] [ Previous ] [ Uszer fields ]
| | Company H 081772005 |Terminal TO0D |OWR

Inquiry | 1. Enter the ID of the employee whose information you want to view.
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F The Direct Deposit? flag appears only if Direct Deposit isinstalled to aert
BiD

you that the employee participates in direct deposit.
2. Usethe commandsto find the information you need:

e PressE to view adifferent employee record.

e PressN to view the next employee record on file.

*  PressP to view the previous employee record on file.
e PressF to view the first employee record on file.

e PressL to view the last employee record on file.

e PressU to view the employee's user-defined fields.

3. Press Shift+F2 or use the Information menu to access any comments that
have been made about the employee or to view any documents that have
been attached to the employee record.

Exiting from General Information Inquiry

When you are finished viewing information for an employee, press E to clear the
screen and return to the Emp ID field.

Enter adifferent employee ID or use the Exit (F7) command to return to the
Employee Inquiry menu.
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Salary Information

Usethe Salary Information function to view employee salary information—pay
rate, scheduled deductions, remaining vacation hours, and so on. Use the
Employees function on the File Maintenance menu to add or edit information.

Salary Information Inquiry Screen

Select Salary Information from the Employee Inquiry menu. The Salary
Information screen appears.

| Sala ry Information

Commands Modes Other  Scroll Commands  Information  Help
2xi: na@mE[2¢ (0@
Etployes D % Bourne, Linda C
—————— Pay Information -————- - Scheduled Deductions -
Dept 500 Mo Description 12345 Arourt Balance
Lhr Claz ADM  Skill 1 Medical Ins YHHHH 10.56 00
Corporste 6|401K PHHHH 4.50 00 @
Seasonal Employes? 3 |United Way PHHHH 1.00 .00 E]
Type (Hor 5) 5 4/|Credit Union YHHHH 50.00 .00
Exempt? Plan YHHHH 100.00 00’
Adjuzt to Minimum? 2|Dental Ins YHHHH 3.52 -00
Group Code (0-3) 1
Pay Periodsiear 12
Chk Loc Earh Col SAL
Union WC 8010 ]
Salary 7500.00
Hourly Rate 000
Cvertide Pay -0o Deduction [ 001 of 006 |
Status Full-time:
Sick Accrual Code XX Sick Hours Remaining 96.000
Wac Accrual Code XX acation Hours Remaining 119.500
[ Employes ] [ First ] [ Last ] [ et ] [ Previous ]
| | company H |08/252005 |Terminal T00D |[OWR

Inquiry | 1. Enter the ID of the employee whose salary information you want to view.

2. Usethe commands to find the information you need.
e PressE to view adifferent employee record.

e PressF to view the first employee record on file.
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e PressL to view the last employee record on file.

e PressN to view the next employee record on file.

*  PressP to view the previous employee record on file.

*  PressG to view aspecific scheduled deduction, then enter the deduction
code or use the Inquiry (F2) command to select it. This command
appears only if there is more than one screen of deductions.

*  PressV to view factor information for a scheduled deduction. The

Factor Inquiry screen appears.

3. Usethe commands on the Information menu (press Shift+F2 in text mode)

to view any employee comments or documents.

4.  When you finish viewing information, press E to clear the screen and return
to the Employee ID field, or use the Exit (F7) command to return to the

Employee Inquiry menu.

Factor Inquiry Screen

The Factor Inquiry screen appears when you pressV or click View to view

information for a scheduled deduction.

& Factor Inquiry - Medical Ins
Modes Other Help

Commands

2xelnalmaa ¢ @@

Factor 1
Factor 2
Factor 3
Factor 4
Factor 5
Factor 6

Press Any Key...

0000
0000
0000
0000
0000
0000

Theinformation listed is pulled from the PADExxx (Employee Deductions) and
PAEGxxx (Employee General Information) filesand is entered in the
Employees function (see page 10-3 for an explanation of the fields). Press any

key to return to the Salary Information screen.
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Tax Information

Usethe Tax Information function to view employees' federa, state, and local
payroll tax information. To add to or change thisinformation, use the Employees

function on the File Maintenance menu.

Tax Information Inquiry Screen

Inquiry |

Select Tax Information from the Employee Inquiry menu. The Tax Information

screen appears.

& Tax Information

Commands Edt Modes Other  Scroll Commands  Information  Help

9=

2xzeaaa|ze

o8
Employee ID LY Bourne, Linda C
Tax Group MH
Federal Tax Infarmation
Fed. Stat Exemp Extra WWH FixedWH EIC Code Tahle I
FED M 4 00 .00 H FEDM
State Tax Infarmstion
State  Stat Exemp Extra WWH Fixed "/H Tahle I© SUl State  Mame
MH 4 0o 00 STXMHM MH Minnesota

State  Local  Stat

Exermp

Local Tax Information
Extra WiH

Fixed WiH Table 1D

Locality Mame

[ Ernployse ][ Mext

][ Previous ] [

First ][ Last

I [ Switch to Local ] zoto line

|Carnpany H |0&/172005 |Terminal TOO [OvR

Theinformation listed is pulled from the PAEGxxx (Employee Genera
Information), PAESxxx (Employee Federal/State/L ocal Withholdings),
PAEXxxx (Employee Exclusion), and PAWIxxx (Withholdings) filesand is
entered in the Employees function (see page 10-3 for more information).

1. Enter the D of the employee whose tax information you want to view.

Payroll User’s Manual
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2. Usethe commandsto find the information you need:
e PressE to view adifferent employee record.
e PressN to view the next employee record on file.
*  PressP to view the previous employee record on file.
e PressF to view the first employee record on file.
e PressL to view the last employee record on file.
* PressG toview a particular employee tax, then enter the line number or
use the Inquiry (F2) command to select aline. This command appears

only when there is more than one page of records.

e PressV to view withholding exclusion information for a particular
employee. The Employee Withholding Exclusions screen appears.

3. Press Tab to switch between the federal, state, and local sections of the
screen.

4. Usethe commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents.

5. When you finish viewing the tax information for an employee, press E to

clear the screen and return to the Employee ID field, or use the Exit (F7)
command to return to the Employee Inquiry menu.
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Employee Withholding Exclusion Screen

The Employee Withholding Exclusions screen appears when you press V or click
View to view withholding exclusion information for a specific employee..

& Employee Withholding Exclusions

Commands Modes Other  Scroll Commands  Help
2xznamea|-e]/aa
Type Cocle Description Exclude
FED FWH  Federal WH [
FED 0AS  [Emplye OASDI O &
FED MED Emplye Medicare O &
FED EIC Earned Income ]
FED E0A  [Emplyr OASDI O &
FED EME  [Emplyr Medicare O g
FED FUT Unemp Ins O @
Code( 001 of 008 )
[ ooto ] [viewFactors] [ Done |

Use the commands on the command bar to find the information you need:

*  PressG toview aparticular type of withholding, then enter the code or entry
number or use the Inquiry (F2) command to select atype.

* PressV toview factors. The Factor Inquiry screen appears. See “ Factor
Inquiry Screen” on page 4-6 for moreinformation.

e PressD to return to the Tax Information screen.
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Personnel Information One/Two

Usethe Personnel Information function to view miscellaneous personnel
information set up for employees. The Personnel |nformation One screen
provides miscellaneous comments, degrees, pay change, and bonus information.
The Personnel Information Two screen is user-defined; the field names are
provided by the USRDDxxx table. The information that appears on both screens
comes from the PAEPxxx (Employee Personnel) file and is entered in the
Employees function (see page 10-3 for an explanation of the fields).

To add or change this information, use the Employees function on the File
Maintenance menu.

Personnel Information Inquiry Screens

Select Personnel Information One or Personnel Information Two from the
Employee Inquiry menu. The appropriate inquiry screen appears.

& | Personnel Information One

Commands Modes ©Other Information  Help
2xrzne mo[ze[00
Employee D % Bourne, Linda C
Comments 1 Linda is on the board of directors for Mulcahy Companies
Commerts 2
Commerts 3
Degree  BA Bachelor of Arts Mzjor  Business Administration
Degree MA Master of Arts Mzjor  Business Finance
Degres Major
—- Pay Chahge - Bohus lssued
Drate: Reason Old Rate | Date Reason Aol
11M2/2004  Annl Review 7250.00 .00
0404/2004  Board Review 6750.00 .00
12/31/2003 Co. Performance 6500.00 00
08:23/2002 Performance 6150.00 oo
.00 {11}
.00 o0
.00 111}
.00 00
[ Ernployes ] [ First ] [ Last ] [ Mezxt ] [ Previous ]
| carnpany H |08/17:2005 |Terminal T000 |0VR
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Personnel Information One/Two

Employee Inquiry

Inquiry |

4-12

& | Personnel Information Two

Commands

Modes Other Information  Help

Driver Lic
User Date 04
User Date 05

02/04:2008

2xzeean[2e¢[0e
Etnployee 10 4% Bourne, Linda C

License 051372003 User Date 06

Last Phys 10/09:2004 User Date 07

User Date 08
User Date 09
User Date 10

Ernployes ] [ First ] [ Last ] [

et ] [ Previous ]

| company H |08417.2005 [Terminal TOOD [OVR

The commands and instructions for the two screens are identical:

1. Enter the ID of the employee whose personnel information you want to see.

2. Usethe commands to find the information you need:

Press E to view a different employee record.

Press F to view the first employee record on file.
Press L to view the last employee record on file.
Press N to view the next employee record on file.
Press P to view the previous employee record on file.

3. Usethe commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents.

4.  When you finish viewing the information, press E to clear the screen and
return to the Employee ID field, or use the Exit (F7) command to return to
the Employee Inquiry menu.
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Employee History

Usethe Employee History function to view employee payroll history—hours,
pay, deductions, and so on—for each quarter and for the year. Information comes
from the PAEGxxx (Employee General Information), PAEDxxx (Employee
Deduction History), PAEExxx (Employee Earnings History), PAEMxxx
(Employee Miscellaneous History), and PAEWxxx (Employee Withholding
History) files.

To add to or change thisinformation, use the Employee History function on the
File Maintenance menu (see page 10-31).

Employee History Inquiry Selection Screen

Select Employee History from the Employee Inquiry menu. The Employee
History Inquiry selection screen appears.

A Employee History Inquiry

Commands Edit Modes Other Information  Help

LA FIEIEY
Ernployee |0 LY

Last Name Bourne

First Name Linda

tdiclclle Initial C

Do you want to see:

Employee Mizcellaneous History
Emnployee Earnings History
Emnployee Deductions History
Emnployee Federal Tax Histary
Erployee State Tax History
Etnployee Local Tax History

REREEEE

Cormpany H [08M 772005 | Terminal TOOD |OVR
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Inquiry |

Enter the employee ID for whom you want to view information, then select the
check box (or enter Y in text mode) next to each type of history you want to view.
Clear a check box (or enter N in text mode) if you do not want to view that type
of employee history. After you' ve selected the information to view, use the
Proceed (OK) command to open the screen for the first history type selected.

Use the commands on the Information menu (press Shift+F2 in text mode) when
available to view any employee comments or documents. See “Employee
Comments Screen” on page 10-24 and “Documents Screen” on page 10-27 for
more information.

Employee Miscellaneous History Inquiry Screen

4-14

This screen appears when you select Employee Miscellaneous History on the
selection screen.

3 Employee Miscellaneous History ['- ” jm] |&|
Commands Modes Other  Scroll Commands  Information  Help
2xrzeemal/z2e¢/0e@
Emnployee ID BOUDD Bourne, Linda C
October Movernbet December --QITR 4-- ---¥TD---
Hours Warked 173330 000 000 173330 173.330 @
Weeks Worked 13.00 .00 00 13.00 13.00 E]
ke Uncler Limit 00 .00 00 .00 00 E]
PaidMonth ¥ H H THH
Allocated Tips 00 .00 00 .00 00
100% Use Auta .00 .00 .00 .00 00
Cost of GTLI 00 .00 00 .00 00
Cost of DCB 00 .00 00 .00 00
437 Plan 00 .00 00 .00 00
Mon-457 Flan 00 .00 00 .00 00
FICA Tipz 00 .00 00 .00 00
Ay EIC Payment 00 .00 00 .00 00 E]
Uncol GASDI 00 .00 00 .00 00 @
Uncol Medicare 00 00 00 00 00 g]
[ Mext Page ] [ Change Quarter ] [ Quiarter tatals ]
| | carnpany H |08/17,2005 |Terminal T000 |OVR

See page 10-3 for an explanation of the commands and fields.
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When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.

Employee Earnings History Inquiry Screen

This screen appears when you select Employee Earnings History on the

selection screen.

3 Employee Earnings History ['- ” D|&|
Commands Modes  ©Other  Scroll Commands  Information  Help
2xiz[nemal/ze|00

Employee D BOU0D1 Bourne, Linda C
Earning Hours
Code October Movermber Dicermber QTR 4-- - TD--- E]
P01 000 000 000 000 000 g]
P03 000 000 000 000 000 Q
|REG .000 .000 .000 .000 000 || [+]
|SIC 000 000 000 000 000 g]
|\H\C 8.500 000 000 8.500 §.500 E]
Earning Armourts
Code October Movernber Decermber —QTR 4-- --¥TD-—- =
P01 750.00 00 00 750.00 75000 || &
P03 133.82 00 00 133.82 133.82 || o
REG 29738.00 00 00 29738.00 2973800 || -
SIC 00 00 00 00 00 || 7
VAC 262.00 00 00 262.00 26200 | =
Gtoss Pay 30883.52 .00 00 30883.52 30883.82
Met Pay 18271.94 .00 00 18271.94 18271.94
Sweitch to Amournts [ Mext page ] [ Previous page ]
[ Change gusttet ] [ Guarter Totals ]
| | carnpany H |08/17,2005 |Terminal T000 |0VR

See page 10-3 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to exit to the Employee Inquiry menu.
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Employee Inquiry

Employee Deductions History Inquiry Screen

This screen appears when you select Employee Deductions History on the

selection screen.

_ Employee Deductions History

Commands Modes Other  Scroll Commands  Information  Help
2xrz|nema|2e|/ee®
Employee D BOU0D1 Bourne, Linda C

Cocle State October Maoverber December --GITR 4-- ---¥TD---

001 42.24 .00 .00 42.24 4224 @
002 14.08 .00 .00 14.08 14.08 @
003 308.84 .00 .00 308.84 308.84 E]
004 200.00 .00 .00 200.00 200.00

006 MH 1389.77 .00 .00 1389.77 1389.77

010 MH 525.00 .00 .00 525.00 525.00

[ Mext page I [ Previous page ]
Change guarter ] [ Guarter Totals ]
| | carnpsany H |08/17,2005 |Terminal T000 |0VR

See page 10-3 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.

4-16
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Employee Federal Tax History Inquiry Screen

This screen appears when you select Employee Federal History on the selection

screen.
& Employee Federal Tax History. ['- ” D|§|
Commands Modes  ©Other  Scroll Commands  Information  Help
2xiz| e @060
Employee IC BOUND1 Bourne, Linda C
Earnings
Code Cctoher Movember December --QTR 4-- ---YTD---
EME 30883.52 0o 00 I0653.82 30883.52 [i]
EOA 30883.82 00 00 30883.82 30883.82 E]
FUT 28969.05 0o 00 28969.05 28969.05 E]
FPWH 28969.05 00 00 28969.056 28969.05 E]
MED 30883.82 00 00 30883.82 30883.82 @
OAS 30883.82 00 00 30883.82 30883.82 @
Tax Amounts
Code October Movermber Decernber QTR 4-- --¥TD---
EME 447.82 00 00 447.82 44782 | &
EOA 1914.80 0o 00 1914.30 1914.80 || &
FUT 434.00 00 00 434.00 43400 || -
PwH 5624.45 00 00 5624.45 §624.45 || -
MED 447.82 00 00 447.82 a2 | =
OAS 1914.60 00 00 1914.50 191480 || =
Swvitch 1o Tax Amounts [ mextpage | [ Previous pace |
[ Change gquater ] [ Quarter Totals ]
| | carnpany H |08/17,2005 |Terminal T000 |0VR

See page 10-3 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.
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Employee Inquiry

Employee State Tax History Inquiry Screen

4-18

This screen appears when you select Employee State History on the selection
screen.

_ Employee State Tax History

Commands Modes Other  Scroll Commands  Information  Help
2xrz|nemal2e|/ee®
Employee D BOU0D1 Bourne, Linda C
Earrings
State Cocle Dctober Mowvember Decerber --CITR 4-- —=-%T0---
MH sUl 28969.05 .00 00 28969.05 28969.05 @
MH SWH 28969.05 .00 00 28969.05 28969.05 @
Tax Amounts
State Code October Movember Decermber --QTR 4-- —TD-
MH SU1 459.20 00 .00 459.20 459.20 | =
MH SWH 2043.61 00 .00 2043.61 2043.61 || &
s
-
o
w
=
Switch to Tax Amounts [ Mext page ] [ Previous page ]
[ Change guster ] [ Quarter Totals ]
| | carnpany H |08/17,2005 |Terminal T000 |0VR

See page 10-3 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.

Payroll User’'s Manual



Employee Inquiry

Employee History

Employee Local Tax History Inquiry Screen

This screen appears when you select Employee Local History on the selection
screen.

_ Employee Local Tax History

Commands Edit Modes Other  Scroll Commands  Information  Help
2xrc|lee AR[2€¢][88
Employee D BOU0D1 Bourne, Linda C
Earrings
State Lo Cocle October Mowvember December --GITR 4-- === T0---
Tax Amounts
State Lo Code Cctober Movember December QTR 4-- -—--¥TD-—
=
e
ry
i
-
i
w
=

Switch to Tax Amounts

clit [ Mext page ][ Previous page ]
[Change quarter][ Guarter Totals ] R

jCQmpany H |08M7/2005 iTerm\naI 000 |OWR

See page 10-3 for an explanation of the commands and fields.

When you finish viewing the screen, press N to go to the Employee History

Inquiry selection screen. Enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.
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Time Ticket History

Usethe Time Ticket History function to view an employee’s time ticket history
for each quarter and for the year.

Time Ticket History Screen

Select Time Ticket History from the Employee Inquiry menu. The Time Ticket
History screen appears.

| Time Ticket History

Commands Modes Other  Scroll Commands  Information  Help
2xtzmnaean|/2¢[0@
Etnployee ID LY Bourne, Linda C
Start Date 3]
Type Code  Date Dept Tax Group Hours Rate Amount
EARMN P01 01/ 52005 500 it 000 .00g 750.00 @
EARMN WAC 094012005 500 it 8500 .00g 262.00 Q
EARMN FOG 09/01 /2005 00 it 000 .00g 133.62
[ Etnployee ] [ First ] [ Last ] [ Mext ] [ Pres ] [ Wiewy ] [ Start Date ]
| | company H |0817/2005 |Terminal TO0O |[OVR

m 1. Enter the employee ID whose time ticket information you want to view.
2. Enter the start date for the time period you want to work with.
3. Usethe commands to find the information you need:
* PressE to view adifferent employee record.

e PressF to view the first employee record on file.
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Time Ticket History

Employee Inquiry

Press S to change the start date.

Press L to view the last employee record on file.
Press N to view the next employee record on file.
Press P to view the previous employee record on file.

PressV to view time ticket details for the selected entry. The View
Transaction screen appears.

4. Usethe commands on the Information menu (press Shift+F2 in text mode)

to view any employee comments or documents.

5. When you finish viewing the information, press E to clear the screen and
return to the Employee ID field or usethe Exit (F7) command to returnto the

Employee Inquiry menu.

View Transaction Screen

4-22

The View Transaction screen appears when you select a transactions and press V
(or click View). The screen lists detailed tax, employee, and amount information

about the selected transaction.

% | View Transaction

Commands

Modes Other Help

RAIE

nEemo| e @ T e

Tax Group
Date

Dept

ok

Cast Code
Class

Note

Earn Code
Hours
Rate
Amourt
Pieces
Woided?

MH
09/01:2005
500

P03

Press Any Key..

EXECUTIVE
Phazse

Cash Value
000
000
133.82
o
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Check History

Usethe Check History function to view an employee's check history for each
guarter and for the year.

Check History Screen

Select Check History from the Employee Inquiry menu. The Check History
Screen appears.

& | Check Histo Ty

Commands Modes Other  Scroll Commands — Information  Help
2xrzeame[2¢/ 00
Ernployee 10 % Bourne,Linda C
Start Date 23]

Check Mo Check Date Hours Worked Gross Pay Met Pay Yoid
10/ /2005 3330 75 f =
0001041 03/31/2004 oo 750000 443527 | [] g]
0001033 02/28/2004 oo 750000 443527 : Q
0001025 01/31/2004 oo 825000 4326.07 :
0|
0|
&l
[ Employee ] [ First ] [ Last ] [ Mext ] [ Prev ] [ Start Date ]
[Check Summary] [ Edrhings ] [ Deductions ] [ Withholdings ] [ pRirt ]
| | compary H |08 72005 |Terminal TO0D [OvR

Inquiry | 1. Enter the employee ID whose time ticket information you want to view.

2. Enter the start date for the time period you want to view. Leave thisfield
blank to view all check history.

3. Usethe commands to find the information you need:

* PressE to view adifferent employee record.
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e PressF to view the first employee record on file.

e PressL to view the last employee record on file.

e PressN to view the next employee record on file.

*  PressP to view the previous employee record on file.
e Press S to change the start date.

*  PressC to view summary information about the selected check. The
Check Summary screen appears.

*  PressA toview summary earningsinformation about the sel ected check.
The Check History Earnings screen appears.

*  PressD to view deductions from the selected check. The Check History
Deductions screen appears.

e PressW to view withholdings from the selected check. The Check
History Withholdings screen appears.

e PressR to print the entry screen, then select the output device.

Use the commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents.

When you finish viewing information, press E to clear the screen and return
to the Employee ID field. Enter anew employee ID for which to view
information or use the Exit (F7) command to return to the Employee Inquiry
menu.
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Check History

Check History Earnings Screen

The Check History Earnings screen appears when you use the appropriate
command on the Check History Inquiry, Check History Deductions, or Check
History Withholdings screen to view earning information for the selected entry.

& [Check History - Earnings

Commands Modes Other  Scroll Commands  Information  Help

2Xiz[ma@a/ze

ea

Employes D BOUNN1

Bourne, Linda C

Start Date Check Mo 0001073
Earn Code Deszcription Tax Group  Class Hours Arount
Dept Job Phase Cost Code Rate
Regular Pay I @
500 000 A
A Wacation Pay it §.500 262.00 Q
S00 Ruiili}
P03 Cash Yalue R oo 133.82
S00 oo
&
&
El

Earning [ 001 of 003 )

Dione

] [ dEductions ] [Mhholdmgs]

| comparny H |0817/2005 |Terminal TO0D |[OVR

Field Descriptions

Field

Earn Code

Description/Dept/
Job/Phase

Tax Group/Cost
Code

Hours/Rate

Amount

Payroll User’s Manual

Description

The employee’s earning code appears.

The earning code description, job, and phase IDs
appear.

The tax group and job cost code appear.
The amount of hours and the rate of pay for the
earning code appears.

The amount earned for each earning code appears.
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Commands

Use the commands on the Check History Earnings screen to perform the function
you want and to find the information you need:

e PressD to return to the Check History Inquiry screen.

*  PressE to view deductions for the selected entry. The Check History
Deductions screen appears.

e PressW to view withholdings for the selected entry. The Check History
Withholdings screen appears.

*  Press G to goto aspecific earning code. This command is available only
when there is more than one page of earning codes.

Check History Deductions Screen

The Check History Deductions screen appears when you use the appropriate
command on the Check History Inquiry, Check History Earnings, or Check
History Withholdings screen to view deductions for a selected entry.

& [Check History - Deductions [’._||E|E\
Commanids Modes  Cther  Scroll Commands  Information  Help
2xrznama[2¢ @@
Ermployes 1T BOUOM Bourne, Linda C
Start Date Check No 0001073
Code Descrigtion Hours Amount Gross or Met Emplr Paid?
Medical Ins 105 s =
ooz Dertal Ins 000 352 |Gross F E]
003 Linited Wiay 0on 7634 [Gross F E]
aod Credit Unioh .ooo 50.00 |Gross F
oog 401K 0o 34352 |Grogs F
o Stock Plan .0oo 100.00 |Gross [
Deduction ( 001 of 006 )
Employee Total 583.94 Employer Total 00
Dot ] [ Earnings ] [ ‘Wiithholdings ]

| comparny H |0817/2005 |Terminal TO0D |[OVR
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Check History

Field Descriptions

Field

Code

Description

Hours

Amount

Gross or Net

Emplr Paid?

Commands

Description

The deduction code appears (see page 11-17 for more
information on setting up on deductions).

The description for the deduction code appears.

If the employee has elected to deduct pay by hours
worked, the amount of hours appears.

The amount of money for the deductions appears

Lists whether the amount is deducted before taxes
(gross) or after taxes (net).

If the box is selected, the deduction is paid by the
employer, for example, a 401k matching amount.

Use the commands on the Check History Deductions screen to perform the
function you want and to find the information you need:

e PressD to return to the Check History Inquiry screen.

* PressE toview earnings for the selected entry. The Check History Earnings

screen appears.

e PressW to view withholdings for the selected entry. The Check History
Withholdings screen appears.

e Press G to goto a specific earning code. This command is available only
when there is more than one page of earning codes.

Payroll User’s Manual
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Check History Withholdings Screen

The Check History Withholdings screen appears when you use the appropriate
command on the Check History Inquiry, Check History Earnings, or Check
History Deductions screen to view withholdings for a selected entry.

| Check Histary - Withhaldings EEE
Commands Modes Other  Scroll Commands  Information  Help
2xiznemn|/7¢ (00
Employee ID BOU0D1 Bourne, Linda C
Start Date Check Mo 0001073
Ermployee Withholcings
Localty Code Dre=zcription Txhl. Earn Amourt @
FuvH 719030 E]
Emplye 02501 7E35.82 473.30 E]
|Federa| e, [y MED Ermplye Medicare TE33.82 11069 E]
IState Ikl ik, SH b WH 7190.30 461.04 @
withholding ( 004 of 004 ) =
Ernployer Liability
Type Stste  Localty Code Description Txhl. Earn Armourt &
Federal Y iL, ECa, Ernplyr 0450 7B33.82 47330 || &
Federal e, [y EnE Ermplyr Medicare TE33.82 11069 || a
Federal i, i, FUT Unermp Ins 7180.30 00 || -
State el 72, S Mk Unernp Ins 7190.30 ol =
-

Contribution [ 001 of 004 )

Tatal Withhaldings 2340.73 Ermployer Liakhility 583.99

[ Swyitch to Liability ] [ Earningz ] [ dedlUctions ] [ Cane ]

| |compary H |0817.2005 | Terminal TO0D [OvR

The screen contains two sections: Employee Withholdings and Employer
Liability. The Employee Withholdings section displays information for the
amount of taxes for which the employee isliable. The Employer Withholdings
section displays the taxes for which the employer isliable.
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Field Descriptions

Field Description

Type Lists the tax withholding description.

State The state in which the employee pays taxes appears.

Locality If the employee is subject to locality taxes, that
locality appears.

Code The code for the withhol ding type appears.

Description The description for the code appears.

Txbl Earn The amount of income subject to the withholding
type appears.

Amount The calculated amount of tax appears.

Commands

Use the commands on the Check History Withholdings screen to perform the
function you want and to find the information you need:

e Press Tab to switch between the Employee Withholdings and Employer
Liability sections.

e PressE toview earnings for the selected entry. The Check History Earnings
screen appears.

* Press U to view deductions for the selected entry. The Check History
Deductions screen appears.

e PressD to return to the Check History Inquiry screen.

*  PressG to go to specific withholdings code. Thiscommand is available only
if there is more than one page of withholdings present.
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Payroll Transactions

Usethe Payroll Transactions function to enter, change, or delete the number of
hours each employee worked; allocate labor dollars, hours and pieces to various
departments, jobs, and phases for hourly and salaried employees; and enter
miscellaneous earnings and deductions that appear on employee payroll checks.
If Payroll interfaces with Contractors' Job Cost, the JOHIxxx (Detail History),
JOBSxxx (Jobs), and JOCDxxx (Cost Codes Detail) files are updated when you
post.

You cannot use this function if you are working with last-year files.

How you usethe Payroll Transactions function depends on whether employees
are hourly or salaried and whether you enter atime ticket or make a
miscellaneous payroll entry.

Hourly employees are paid according to the time ticket data you enter. Hour,
dollar, and piece data are distributed to the department you specify and to the job
and/or phase you specify if Payroll interfaces with Contractors’ Job Cost.

Salaried employees are paid according to the salary you entered in the PAEGxxx
(Employee General Information) file, not according to the time you enter in the
Payroll Transactions function; but you must use this function to enter payroll
transactions for salaried employees for other types of pay (such as bonuses,
overtime, and double time), other deductions, and vacation and sick pay.

Salaries can be allocated to different departments by entering time tickets. The
system keeps track of the employee’s posted and unposted dollar amounts. You
cannot exceed an employee’s salary with time tickets if you elected to replace
wages for salaried employeesin the Earning Types function. If no time tickets
are entered, all expenses go to the home department. If time tickets are entered,
the earnings go to the specified department, and the employer withholdings and
deductions go either to the home department or the department where the
employee worked, based on the option you selected in the Resource Manager
Options and Interfaces function. To determine hoursfor salaried employees, the
system uses the information from the FREQxxx table.
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Payroll Transactions Daily Work

To record other pay that employees have earned in addition to their regular pay
(commission, tips, bonuses, and so on) and to record other deductionsthat are to
be withheld from paychecks (items that are not regularly scheduled such as one-
time contributions), make miscellaneous payroll entries. Define these deduction
types through the Deductions function (page 11-17).

To reverseincorrect timetickets and miscellaneous entries that have been posted,

enter the time ticket with a negative number of hours or the miscellaneous entry
with negative amounts. This procedure provides an audit trail of the change.

Payroll Transactions Screen

Select Payroll Transactions from the Daily Work menu. The Payroll
Transactions screen appears.

& | Payroll Transactions

Commands Modes ©Other Scroll Commands  Information  Help
2xiz|neEm[2€[@@
Date Range: Fram | £8) Thru 2
Ernployee I % Stockard, Albert W {HOURLY}
Departmerit 150 Construction
Union Cade 1120 WC Cocle S000
Drate: 08/25/2005 Clazs 180 - C1 Rate 8.9500
Dept Jok Phasze Type  Code Hours Rate Armout
91-135  DFOUN y =
130 91-135 01F QLR Pary REG G.000 13152 121.22 @
08712005 130 91-135 01F QU Pary REG 5.000 13.152 121.22 E]
051 82005 150 91-135 FOUN  [Pay REG 7.000 15152 106.06
051952005 150 91-135 FOUN  [Pay REG 9.000 15152 136.37
052052005 150 91-135 FOUN  [Pay oWT 4.000 22725 9091
&
B
=

Ertry ( 000001 of 000006 )

[Enter=edit | [ 4dd | [ Emp. | [Range | [ First | [ Last | [ Mest ] [Previous] [ Totals | [ Hour Tat |

| |Company H |08/25/2005 |Terminal TODD |OVR

gbj C 1. Thefirst timeyou use this function for a pay period (after a post), you must
enter a date range. The begin and end dates are stored in the CYCLEXx table.

Enter the Date Range for all transactions to be entered during this pay cycle.
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Daily Work

Payroll Transactions

Inquiry

Maint

gcic

gcic
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Enter the ID of the employee for which you want to enter, change, or delete
information. The data from the employe€e's record appears.

If you use the Maintenance (F6) command, the Employees function
temporarily comes up.

Use the commands to work with the information on the screen:

To edit the selected transaction, press Enter. See “Editing a
Transaction” on page 5-6 for more information.

To add atransaction, press A. See “ Adding a Transaction” on page 5-10
for more information.

To view adifferent employee record, pressE.

To return to the Date Range boxes to enter a new date, press R.

To view the first employee record on file, press F.

To view the last employee record on file, pressL.

To view the next employee record on file, press N.

To view the previous employee record on file, press P.

The four commands above skip employees that have been terminated
when locating the appropriate record to speed transaction entry. To view

terminated employee information, select the appropriate employee ID.

To view transaction totals for the employee, press T. See “ Viewing
Totals” on page 5-18 for more information.

To view the employee’s hourly totals by date, press H. See “Viewing
Hourly Totals’ on page 5-19 for more information.

Press Shift+F2 or use the Information menu to access employee comments
or documents.
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Daily Work

Editing a Transaction

When you press Enter at the line you want to edit on the Payroll Transactions
screen, either the earnings or the deductions Edit Transactions screen appears.
The deductions screen differs slightly from the earnings screen.

Edit Transactions Screen - Earnings

& | Edit Transactions
Commands Edit  Modes Other Information  Help

2 @@ [ (i

pxrelee Ao

Tax Group Bkl
Date nan7izo05 [79)
Dept 150 [8) construction

Joby 9-135 (&) Phase  [o1FOUN
Cost Code s00(]) Union  [1120 (&) wpe  [e000 (3]
Class 180 CARPENTER

0

Seq Mo

hote

Earning Code REG E] Reqular Pay
Hours §.000
Rate 15152
Arnount 121.22
Pieces o

Edit Transactions Screen - Deductions

& Edit Transactions

Commands Edit Modes Other  Information  Help

2xiE(eamn|? €]@@ [oF ) (Fee)

Date oan 7005 (5

Dept 150 [8) construction

Jola 91135 (8] Phase  [o1FOLN

Cost Code s00(8) Union  [1120 (&) wpe  [B000 (8]
Class 180 CARPENTER

Seqg Mo o

Note Parking |

Deduction Code 003(4)  Parking

Houes —T

Arnount 15.00
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Field
Inquiry Tax Group
Maint

Date

Inquiry | Dept

Inquiry Job

Maint

gcic

Payroll User’s Manual

Description

Thisfield appears only if you are editing earning
transactions. Use the Maintenance (F6) command to
open the Tax Groups function to edit tax groups.

Press Enter if you want to use the current tax group,
or enter adifferent tax group.

Press Enter to accept today’s date for the transaction,
or enter adifferent date.

The department 1D determines the distribution of
expenses in General Ledger. It also indicates where
the hours, amount, and pieces are distributed for
accumulation in the PADPxxx (Department) file.

Salary expense for salaried employeesis
automatically distributed to the employee’s
department. If you want to distribute expenses to
different departments, you must enter payroll
transactions for each employee to do so.

Press Enter to accept the current department, or enter
adifferent department ID.

Enter thejob ID to which you want to charge the time
and amount on the time ticket. The Inquiry (F2) and
Maintenance (F6) commands are available if Payroll
interfaceswith Contractors' Job Cost. Thedescription
appears at the bottom of the screen for verification.

If Payoll interfaces with Contractors’ Job Cost and
you want to charge the time ticket’s hours, amount,
and pieces to a particular job or phase, enter the job
ID and, if applicable, the phase ID (below). When
you post transactions, the data updates the JOHIxxx
(Job Detail History) file.
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Payroll Transactions Daily Work

Field Description

If Payroll does not interface with Contractors' Job
Cost, you can enter job and phase information and
then organize the Time Ticket Journal by job and/or
phase for your records or produce the Transaction
History Report for a historical record of job activity.

Inquiry Phase If you entered ajob ID for this entry, enter the phase
Maint ID to which you want to charge the time and amount,

if any. The description appears at the bottom of the
screen for verification.

Inqui . .
%- Cost Code If you entered ajob ID for this entry, enter the labor
E. cost code for the job.
(?CJ C Union Press Enter to accept the union ID that appears or
enter adifferent one.
ﬁj C W/C Press Enter to accept the worker’'s compensation
code that appears or enter a different one.
Inquiry Class Press Enter to accept the employee’s current labor
Maint class or enter adifferent class for the time ticket. Use
) the Maintenance (F6) command to edit labor classes.
Sequence No If you want to split earnings and override deductions
for an employee receiving two paychecks, enter a
sequence number. The sequence number you use
printsin the Time Ticket Journal.
Note Enter a description of the transaction entry.
Inquiry Earn Code Thisfield appears only if you are editing atime ticket

Maint earnings transaction.
Press Enter to accept the employee’s current earning
code or enter a different earning code for the time
ticket. Use the Maintenance (F6) command to edit
earning codes.
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Daily Work

Payroll Transactions

Field

Inquiry Ded Code

Maint |

Hours

Rate

Amount

Pieces

Description

Thisfield appears only if you are editing a deduction.

If you want to override an employee’s scheduled
deduction or give a deduction the employee is not
scheduled to receive, enter the code for the deduction.
Use the Maintenance (F6) command to open the
Deductions function to edit a deduction code.

If you are entering a time ticket, press Enter if the
employee worked the current number of hours or
enter a different number of hours. If you are entering
a deduction transaction, enter the number of hours to
use in calculating the deduction.

Press Enter to accept the employee’s current pay rate
or enter adifferent pay rate for the time ticket. The
rate will change depending on the earning code
entered and the Multiplier and Add to Base fieldsfor
that earning code.

If you are entering a time ticket, the amount
calculated for the time ticket appears. To change this
figure, change the earning code, rate of pay, or
number of hoursworked. If you are entering a
deduction transaction, enter the amount of the
deduction.

If the employee did piece work, the number of pieces
he or she produced appears. Press Enter to accept it,
or enter adifferent number.

The Payroll system does not use piece information to
calculate pay, but piece data can be distributed to and
accumulated by department. |n addition, you can post
period-to-date, year-to-date, and job-to-date piecesto
the JOBSxxx file.

Usethe Proceed (OK) command to save the information.
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Daily Work

Adding a Transaction

The Enter Transactions screen appears when you press A on the Payroll

Transactions screen to add a transaction.

& | Enter Transactions

Commands Edit Modes Other Information  Help

L FIEIEY
Ernployee |0 % William, Adams K {HOURLY})

Tax Group L) E]

Date osiz1i2005 [To) Dept 150 (3] construction

Job g1-135 [8) Phase  [o2ELEC [8) costcode | s00(]) Union [1120 (g

WiC 8030 [8) class (o8 (/) [1L [ seq. 0 |Pieces 0 |Rate 14.080

Earn Code  Note Hours Rate Amourt

REG Regular Pay 40.000 14.080 563.20
Deduction Mote Hours Amourt

(& 000 0o

gcic

If arange of Job GL accounts was entered in the JOBGLx table, and you enter a

job and phase for a transaction, the system checks if the Hourly Wage account in
the department file for that earning code is within the Job GL account range. A
message appearsif the account is not in the range, and you cannot proceed until
you enter a different department ID or do not enter ajob and phase.

Field Description
Inquiry Employee ID Press Enter to add atransaction for the current
Maint | employee or enter a different employee ID. Use the
Maintenance (F6) function to enter the Employees
function to edit employee information.
5-10
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Field Description
Inquiry Tax Group Press Enter to use the current tax group, or enter a
Maint | different group if the employee is subject to tax in
more than one group. Use the Maintenance (F6)
command to enter the Tax Group function.
Date Press Enter to use the current date or enter a different

Inquiry | Dept

Inquiry Job
Maint
Inquiry Phase
Maint
Inquiry

E Cost Code
<%J(: Union

ﬁJC wic

Inquiry Class

Maint |

Payroll User’s Manual

date.

Press Enter to use the current department code or
enter adifferent code.

If you enter a department code that is different from
the employee’s default department, it is used to
update the employer tax information in the PADPxxx
(Department) file, depending on which option you
selected in the Resource Manager Options and
Interfaces function.

Enter thejob ID to which you want to charge the time
and amount.

If you entered ajob ID for this entry, enter the phase
ID to which you want to charge the time and amount,
if any.

If you entered ajob ID for this entry, enter the cost
code for the job.

Press Enter to accept the union ID that appears or
enter adifferent one.

Press Enter to accept the worker’s compensation
code that appears or enter a different one.

Press Enter to accept the employee’s current labor
class or enter adifferent class for the time ticket. Use
the Maintenance (F6) command to enter the Labor
Classes function to edit labor classes.
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Daily Work

Field

Sequence No

Pieces

Salary or Rate

gcic

Inquiry Earn Code

Maint

5-12

Description

If you want to produce multiple checks for an
employee, enter all the transactions for the first
paycheck under sequence number 0. Then enter the
transactions for the second paycheck under sequence
number 1, and so on.

If the employee did piecework, enter the number of
pieces the employee produced.

The Payroll system does not use this information to
calculate pay, but piece data can be distributed to and
accumulated by department. |n addition, you can post
pieces to the JOBSxxx file.

If the employee is salaried, the employee's normal
salary amount appears.

If the employee is hourly, enter the hourly rate to
apply to these transactions or press Enter to accept
the current rate.

If you selected the Use Certified Payroll Grid option
on the Quick Entry table (page 10-112), the Certified
Payroll Quick Entry grid (page 5-15) appears after
you leave thisfield. Use this screen to enter several
daily tickets for employees at once.

Press Enter to accept the current earning code or
enter an earning code for the time ticket. Use the
Maintenance (F6) command to enter the Earning
Codes function to edit earning codes.

You can enter five line items for an employee on this
screen; if you need to enter more items, use the
Proceed (OK) command to save these transactions,
return to the Payroll Transactions scroll region, and
then reenter the Enter Transactions screen.
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Payroll Transactions

Field

Note
Hours

Rate

Amount

Inquiry Deduction

Maint

Payroll User’s Manual

Description

If you elected to use the time card calculator (whichis
for hourly employees only) in the Resource Manager
Options and Interfaces function, a message appears.
If you elect to use the time card cal cul ator, the Time
Card Entry window appears (see “Time Card Entry”
on page 5-16).

A description of the earning code appears. Press
Enter to accept that description, or enter a different
description.

Enter the number of regular work hours recorded on
the time ticket, or enter anegative number of hoursto
reverse atime ticket that has already been entered.

The pay rate for the earning code appears. Press Enter
to accept the rate or enter a different rate.

The amount (the number of hours multiplied by the
rate) appears. Press Enter to accept the amount or
enter a different amount. If you enter a different
amount, the rate is recal cul ated.

When you accept the amount, the cursor moves to the
next time ticket line. Enter another earning code or
press Enter to leave the field blank and enter a
deduction entry.

Enter a deduction code. If you entered ajob and
phase, deductions are not posted to the job. Use the
Maintenance (F6) command to enter the Deduction
Codes function to edit deduction codes.

You can enter five line items for an employee on this
screen; if you have morethan five deductionsto enter,
use the Proceed (OK) command to transfer the
transactions to the Payroll Transactions scroll region
and then reenter the Enter Transactions screen.
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Field Description

Note The deduction’s description appears. Press Enter to
accept that description, or enter adifferent description
for this deduction.

Hours Enter the number of hours associated with the
deduction.
Amount Enter the amount of the deduction.

Usethe Proceed (OK) command to save theinformation. Although the fields
related to earnings and deductions are cleared, the employee and job information
you entered remains on the screen. Change the information or enter a different
employee ID. If you enter a different employee ID, job and phase information
remains on the screen, making it easy to enter time tickets for the employeeswho
worked on ajob.

When you finish adding transactions, use the Exit (F7) command to return to the
Payroll Transactions screen.
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Payroll Transactions

Certified Payroll Quick Entry Grid

gcic

If the Use Certified Payroll Grid option inthe Quick Entry table (page 10-112) is
selected (or set to YES) to enter certified payroll transactions for project phases
that require it, the quick entry screen appears after you leave the Salary or Rate
field on the Enter Transactions screen. Use this screen to add severa daily time
ticket transactions for the employee at once.

& | Enter Transactions

Commands Edit Modes Other Help
I AL IR
0315 0316 0sny 0315 0s3Ma 0320 0521 Tatal
han Tue Wied Thu Fri Sat Sun Hours
REG §.000 §.000 §.000 7.000 9.000 ulali} ulali} 40.000
YT ulali} ulali} ulali} ulali} ulali} 4.000 ulali} 4.000
DEL ulali} ulali} ulali} ulali} ulali} ulali} ulali} filil}
PO1 ulali} ulali} ulali} ulali} ulali} ulali} ulali} 000
PO2 ulali} ulali} ulali} ulali} ulali} ulali} ulali} .0oo
8.000 5.000 5.000 T.000 9.000 4.000 .0oo

For each day of the week, enter the hours the employee worked, then use the
Proceed (OK) command to return to the Enter Transactions screen. Although the
fieldsrelated to earnings and deductions are cleared, the employee and job
information you entered remains on the screen to let you enter another time ticket
transactions for the same or another employee. Each day’s information you
entered appears as an individual time ticket on the Payroll Transactions screen
after you close the Enter Transactions screen.
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Time Card Entry

Time cards can befilled out daily or weekly for each employee. If you elected to
use the time card calculator in the Resource Manager Options and Interfaces
function and in the Enter Transactions function, the Time Card Entry window

appears.

& Time Card Entry.

Commands  Edit Modes Other Help
2xiz|laa|me|o|0e
Emnployee |0 ADADMO  Mame William, Adam...
Day 1 Day 2 Day 3 Day 4 Day 5 Day B Day 7
Titne In o7: 30 05: 00 07f: 30 07 : 45 05: 00 00: 00 00: 00
Titne Cut 11: 30 12: 00 12: 00 12: 15 13 1] o0: 00 o0: 00
Last Out .0oo .0oo 000 000 .0oo 000 000
Titne In 12: 00 13: 00 12: 30 13: 15 00: 00 00: 00 o0: 00
Titne Cut 17: 00 17: 00 17: 30 17: 15 00: 00 00: 00 o0: 00
Last COut S00 1.000 S00 1.000 000 .0oo oo
Titne In 00: 00 00: 00 00: 00 0o: 00 00: 00 00: 00 00: 00
Titne Cut 00: 00 00: 00 00: 00 0o: 00 00: 00 00: 00 00: 00
Last COut 000 000 .0oo 000 000 000 filil}
Titne In 00: 00 00: 00 00: 00 0o: 00 o0: 00 00: 00 00: 00
Titne Cut 00: 00 00: 00 00: 00 0o: 00 00: 00 00: 00 00: 00
Last Cut filil} 000 .0oo .0oo 000 000 .0oo
Titne In 00: 00 o0: 00 o0: 00 0o: 00 o0: 00 00: 00 00: 00
Titne Cut 00: 00 00: 00 00: 00 0o: 00 00: 00 o0: 00 00: 00
Last Out .0oo .0oo .0oo .0oo .0oo .0oo 000
Adjustment .0oo .0oo 000 .0oo 000 .0oo .0oo
Tatals 9.000 5.000 9.500 8.500 000 000 .0oo
Week: Regular 35.000 Overtime Rl
Field Description

Employee ID/Name

Time In

The employee’s D and hame appear.

For each day of the week, enter the hour and minute
the employee punched in. Enter hours in military
format. For example, if the employee started work at
5:00 P.M., enter 17, press Enter to move to the
minutes field, then enter 00.
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Field Description

Time Out For each day of the week, enter the hour and minute
the employee punched out. Enter hours in military
format. For example, if the employee finished work at
5:00 P.M., enter 17, press Enter to move to the
minutes field, then enter 00.

Last Out The time elapsed between the time in and the
previous time out appears. No number appearsin the
first Last Out field.

Adjustment Enter hours or minutes adjustments for each day. For
example, if an employee worked after punching out,
you can compensate for that here.

Totals The total number of hours and minutes for each time
in, time out, and adjustment (if any) appears.

Week: Regular The total number of regular hours the employee
worked for the week appears.
Week: Overtime The total number of overtime hours the employee

worked for the week is displayed, depending on how
the TCALCxxx tableis set up.

If overtime has been calculated, you must enter the
overtime codes on the Enter Transactions screen.

Usethe Proceed (OK) command to save your entries. The Enter Transactions
screen appears and lists the updated hours information.
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Viewing Totals

When you press T on the Payroll Transactions screen, the Employee Transaction

Totals screen appears.

& Employee Transaction Totals

Commands Modes Other Information Help
2xiz|ne@n[2¢[0e
Ernployee D STO001 Stockard, Albert W
------- O i i DT O
Code Posted Unposted Total Posted Unposted Total
EG 40.000 40.000 =
OWT .00 4.000 4.000 o0 90.91 90.91 @
Tatal .0oo 44.000 44.000 .00 697.00 697.00
Deductions .00 15.00 15.00
Ryt Tips .00 .00 .00
Press Enter to continue Pieces ] ] ]

The posted, unposted, and total hours and pay appear for each earning code
assigned to the employee. If there are more earning codes than fit on one screen,
you can scroll up and down to view additional earning codes.

Deductions, reported tips, and pieces appear at the bottom of the screen.

When you finish viewing employee transaction totals, press Enter to return to the
Payroll Transactions screen.

5-18
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Viewing Hourly Totals

ﬁ‘] C When you press H on the Payroll Transactions screen, the Employee Hour
Totals by Date window appears.

& | Employee Hour, Totals By Date ['._||E|g|
Commands Modes Other Help
2xiz|eeman[- ¢[00
Drate Regular Orvertime Dbl Titne: Mizc. Totalz
03152005 Mon 5.000 .0oo 000 .0oo 5.000
03162005 Tue 5.000 .0oo 000 filil} 5.000
08172005 Wed 5.000 000 .0oo .0oo 5.000
03182005 Thu T.000 .0oo .0oo .0oo T.000
03192005 Fri 9.000 .0oo 000 .0oo 9.000
03:20/2005 Sat .0oo 4.000 filil} .0oo 4.000
08:21/2005 Sun .0oo .0oo 000 000 .0oo
Tatals 40.000 4.000 .0oo .0oo 44.000
Press Any Key...

The hourly totals by transaction date for the pay period appear.

When you are finished viewing employee transaction total s, press Enter to return
to the Payroll Transactions screen.
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Time Ticket Journal

Thetime tickets you entered into the PATRxxx (Transactions) file but have not
posted are listed in the Time Ticket Journal. Print the journal before you post
transactions and use it to verify your entries and as part of your audit trail. The

report includes union and worker’s com

pensation codes.

You cannot use the Time Ticket Journal function if you are working with last-

year files.

Time Ticket Journal Screen

Select Time Ticket Journal from the Daily Work menu. The Time Ticket

Journal screen appears.

& Time Ticket Journal
Commands Edit Modes Other Help

2xizraan[ 240

Emnployee D From
Thru

Tranzaction Date Fram
Thru

Prirt by
() Transaction Date
() Emplayes
() Job and Phase
() Department
(O Lakar Class
() Group Code

spagio ()
STOD01 (&)

08/15/2005
08/31/2005

| Company H |08/25/2005 | Terminal TO0D |OWR

Inquiry | 1. Enter the range of employees you want to include in the journal.
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Time Ticket Journal Daily Work

2. Enter the range of transaction dates to include in the journal. Use this option
to isolate groups of transactions when printing the journal.

3. Select the order in which you want to organize the journal.
4. Select the output device to begin printing the report. See “ Reports’ on

page 1-41 for more information. After the journal is produced, the Daily
Work menu appears.

Time Ticket Journal

08/25/2005 Builders Supply Page 1
3:16 PH Time Ticket Journal
By Transaction Date

Buployes Type Date Tax Group Dept. Job Phase Cost Union Class Earn Rate Pieces

o] Haue Croup I o] ha] Code W/C Seq. Code Hours Emount

STO00L Svockard, A& W H  08/15/2005 MN 150 31-13E OLFOUN 500 1120  180-Cl  REG 15,152 o

1 go00 000 2.000 lzl.z2%

Pieces Totals o

PEC Regular Pay 2.000 lzl.z2%

Transaction Date 08/15/2005 Totals 8.000 1z1.2z

3TO00L Stockard, & W H  08/1&6/2005 MN 150 31-13E OLFOUN EQ0 1120  130-Cl  REG 15,152 o

1 8000 ooo 8.000 1z1.2z

Pieces Totals o

REG Regular Pay 2.000 lzl.z2

Transaction Date 08/16/2005 Totals 2.000 lzl.z2%

STO00L Svockard, A& W H  08/17/2005 MH 150 31-13E OLFOUN 500 1120  180-Cl  REG 15,152 o

1 go00 000 2.000 lzl.z2%

Pieces Totals o

PEC Regular Pay 2.000 lzl.z2%

Transaction Date 08/17/2005 Totals 8.000 1z1.2z

3TO00L Stockard, A W H  08/18/2005 MN 150 31-13E OLFOUN EQ0 1120  130-Cl  REG 15,152 o

1 go00 000 7.000 l06.06

Pieces Totals o

REG Regular Pay 7.000 l06.06

Transaction Date 08/18/200% Totals 7.000 l08.08
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Miscellaneous Deductions Journal

The deductions you entered into the PATRxxx (Transactions) file but have not
been posted are listed in the Miscellaneous Deductions Journal. Print the journal
before you post transactions and use it to verify your entries and as part of your
audit trail. The report includes union and worker’s compensation codes.

You cannot use the Miscellaneous Deductions Journal function if you are
working with last-year files.

Miscellaneous Deductions Journal Screen

Select Miscellaneous Deductions Journal from the Daily Work menu. The
Miscellaneous Deductions Journal screen appears.

& | Miscellaneous Deductions Journal

Commands Edit Modes Other Help
s A IR
Employee I From |BOUOOY (&)
Thru  |STGOM (&)
Transaction Date From E
Thru E
Print bry:
(®) Transaction Date
() Employee
() Department
() Group Code
| | Carnpany H |08/17,2005 |Terminal TO0O | NS

Inquiry | 1. Enter the range of employees you want to include in the journal.

2. Enter the range of transaction dates to include in the journal. Use this option
to isolate groups of transactions when printing the journal.
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Miscellaneous Deductions Journal

Daily Work

Select the order in which you want to organize the journal.

Select the output device to begin printing the report. See “ Reports’ on
page 1-41 for more information. After the journal is produced, the Daily

Work menu appears.

Miscellaneous Deductions Journal

End of Report

08/25/2005 Builders Supply Page 1
3:19 PM Miscellaneous Deductions Journal
By Tramsaction Date
Buployes Type Group Date Dept. Ded. Hours Amount Note
i) Haue Tob Phase Class Union UC Code
3TO00L Svockard A W 1 0871742005 150 $1-135 OLFOUN 180-Cl 1120 8000 008 .oo0 15.00  Parking
008  Parking -0oo 15.00
Tran Dame 08/17/2005 .oo0 15.00
008 Parking .oo0 15.00
Crand Total .oo0 15.00
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Copy Recurring Entries

Usethe Copy Recurring Entries function to copy recurring time tickets.

Copy Recurring Entries Screen

Select Copy Recurring Entries from the Daily Work menu. The Copy Recurring
Entries screen appears.

iy Copy Recurring Entries
Commands  Edit Modes Other Help

2xz e mn|-¢ [0

Have “ou Printed the Recurring Time Ticket List
and the Recurring Deductions List?

Be sure that you have backed up your data files before copying.

Run Code Fram 1

Thru 15
Cutoff Date s izoos [T5)
Titne Ticket Date 852005 [T5)
[Opening files... | company H |08A17/2005 |Terminal TO0D | NS

1. Select the check box (or enter Y in text mode) when you have printed the
Recurring Time Ticket List and the Recurring Deductions List. Clear the
check box (or enter N in text mode) if you have not printed these listsand do
so before proceeding.

Verify that you have backed up your data files before proceeding.

2. Enter the range of run codes you want to copy.
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Copy Recurring Entries

Daily Work

3. Enter the cutoff date. Recurring entries that have a cutoff date after the date
you enter here will be copied.

4. Enter the date you want the system to use as the transaction date.

5. Select the output device to begin printing the Copy Recurring Entries Log.
See “Reports’ on page 1-41 for more information. After thelog is produced,
the Daily Work menu appears.

Copy Recurring Entries Log

02/ZE/E005 Builders Supply PAGE 1
3:21 PM Copy Becurring Entries
Audit Trail
Pun Dept. Tax Group Job Phase Cost  Segq Pay/
Code Emp ID ID I I Code Nao. Ded Hours Rate Amount
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay &.000 15.152 1zl.z2z
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay &.000 15.152 1zl.z2z
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay &.000 15.152 1zl.z2z
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay &.000 15.152 1zl.z2z
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay 4.000 15.152 E0.51
ol STO0OO1L 150 m 91-125 O01FOUN 50O 000 Pay 4.000 15.152 E0.51
LN CODE Ol PAY TOTALE 40.000 E0&.10
ol STO0OO1L 150 91-125 O01FOUN 50O 000 Ded oo 15.00
LUN CODE Ol DED TOTALE oo 15.00
Grand Total Pay 40._000 60610
Grand Total Ded oo 15.00
02/11/2005 Builders Supply PAGE 1
3:20 PM Copy Becurring Entries
Error Log
Enp Il Seq Mo Message
ADADLO 000001 Job/Phase 31-13E/01F0UN has a finish date.
ADADLO QO0000Z Job/Phase S1-13E/01F0UN has a finish date.
ADADLO 000002 Job/Phase S1-13E/01F0UN has a finish date.
ADADLO 000004 Job/Phase S1-13E/01F0UN has a finish date.
ADADLO Q0000E Job/Phase S1-13E/01F0UN has a finish date.
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Post Transactions

When you post transactions, time ticket and miscellaneous deduction information
istransferred from the PATRxxx (Transactions) file to the PATPxxx
(Transactions Post) file. Once posted, you cannot change thisinformation using
the Payroll Transactions function. You can, however, view the totals of the
posted entries using the Totals command in transaction entry. During posting, the
detail from the time ticketsis lost; only the summary information necessary to
produce the next group of paychecksis stored.

In addition, the PADPxxx (Department) file is updated so that department records
show the number of hours and pieces and the amount of the payroll expenses on
the time tickets. The job and phase records are updated with labor expense
(excluding deductions), hours, and units.

If you elected to save transaction history when you installed Payroll, the
PATHxxx (Transaction History) file is updated with the detail from the time
tickets and miscellaneous deduction entries from the PATRxxx file. After the post
completes, the PATRxxx fileis erased, clearing the way for more time ticket and
miscellaneous deduction entries.

ﬁj C The Post Transactions function posts time ticket information to the Pay Period
History file (PAHPx). Thisinformation is used in the Calculate Checks function
to calculate union, worker’s compensation, and labor burden amounts. The file
was added to avoid duplicating union, worker’s comp, and labor burden amounts
if you process more than one payroll for the same pay period. The PAHPx fileis
cleared when you post checks.

You cannot use the Post Transactions function if you are working with last-year
files.

Payroll User’s Manual 5-27



Post Transactions Daily Work

Before Posting
Before you post, perform these tasks:

e If you have amultiuser system, make sure that no one else is using the
Payrall system. You cannot post if someone else is using Payroll functions.

e Print the Time Ticket Journal (see page 5-21).

e Print the Miscellaneous Deductions Journa (see page 5-23).

e Back up your datafiles.

Theinformation in the Time Ticket Journal and the Miscellaneous Deductions
Journal comes from the PATRxxx file. Posted entries are cleared from thisfile to
make room for the next group of entries. Because you cannot reconstruct the
journals after you post, printing them before you post isimportant to maintain an
audit trail.

Backing up your data files before you post is an important practice. Unforeseen

problems such as a power surge or failure can interrupt the post and result in the
loss of data.
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Daily Work Post Transactions

Post Transactions Screen

Select Post Transactions from the Daily Work menu. The Post Transactions
screen appears.

& | Post Transactions
Commands  Edit Modes Other Help

2xizlznme|o|0e
Hawve Yo
--Printed the Time Ticket Journal?
--Printed the Mizscellaneous Deductions Journal?
--Backed Up Your Data Files?
Paost Job Cost to GL Period g
Fiscal Year 2005

| | Company H |08/25/2005 | Terminal TO0D |OWR

1. Beforeyou post, print the Time Ticket and Miscellaneous Deductions
Journals and back up your datafiles. If you have not performed these tasks,
clear the box (or enter N in text mode) and do so now. When you have
completed these tasks, select the box (or enter Y in text mode) to continue.

ﬁ‘] C 2. Changethe GL period to which to post job cost, if necessary.

3. Select the output device to print the posting log. See “ Reports’ on page 1-41
for more information.

The posting log lists the total hours and wages posted to the PADPxxx,

PATPxxx, and PATHxxx files. After posting completes and the log is
produced, the Daily Work menu appears.
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Post Transactions

Daily Work

Payroll Posting Log

5-30

08/ /25,2008
3:27 M

Pay or Deduction

Builders Supply

Payroll Post Transactions

--- Total Posted ---

Code Description
avT Owertime Pay
RE: RBegular Pay

EARNING TOTALZ

aog Parkineg

DEDUCTION TOTALS

Post Job Cost to GL Period:
Jobs Total 1z4_ 000

End of Beport

Hours Wageas
4._000 S0.31

lz0. 000 177E.323

" ieeono 1866 30
30.00
"""""""""" 20.00

02, Fiscal Year: Z005

.

1866

30

Page 1
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Payday Work 6

Calculate Checks 6-3

Manual Checks 6-9

Edit Register 6-21
Accrual Adjustments 6-25
Vacation and Sick Leave Report 6-27
Print Checks 6-29
Print Direct Deposit Vouchers 6-33
Void Checks 6-37

Payroll Reports and Posting

Create Direct Deposit File 6-41
Check Register 6-43
Paycheck Received Report 6-45
Withholding Report 6-47
Employer’s Tax Report 6-49
Employer’s Liability Report 6-51
Pay Period Deduction Report 6-53
Employer Department Expense Report 6-55
CJ Payday Work Reports 6-57
Post Checks 6-61
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Payday Work

gcic

6-2

Introduction

Perform the functions in the order they appear on the menu, but do not use the

Void Checks function until you have posted checks. First, calculate checks and
enter manual checks. Then produce the Edit Register to check your work. Print
the checks and the Check Register. Produce the reports you need and then post.

Several of the functionsin this chapter appear on an additional Payroll Reports
and Posting menu that appears on the Payday Work menu. To access these
functions, select Payroll Reports and Posting from the Payday Work menu and
then select the appropriate function.

CJ Payday Work Reports appears on the Payroll Reports and Posting
submenu. To access these functions, select CJ Payroll Work Reports from the
Payroll Reports and Posting submenu, then select the function from the CJ
Payday Work Reports submenu.
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Calculate Checks

The Calculate Checks function uses the information in the PATPxxx
(Transactions Post) file to calculate checks for your employees. The PATPxxx
file is updated when you post transactions to cal cul ate taxes and deductions and
to build the PACDxxx (Checks Deductions), PACExxx (Checks Earnings),
PACHxxx (Checks), and PACWxxx (Checks Withholdings) files in preparation
for check printing.

E If Direct Deposit isinstalled, you can aso use the Calculate Checks function to
L calculate direct deposit transactions at the same time you cal cul ate checks.

You cannot use the Calculate Checks function if you are working with last-year
files.

You can calculate multiple checks for each employee each time you produce
checks. If you have entered manual checks, you can use the Calculate Checks
function without having fully processed and printed the manual checks; manual
and calculated checks can be processed in the same check run.

Note I

You must calculate checks before you add manual checks. If you create
manual checks before you calculate checks, the manual checks will be
erased.

After you calculate checks, the Calculate Checks L og prints. Usethe log to verify
totals and earning code information and as part of your audit trail. If an error
occurs during check cal culation, a message printsin the log. See appendix A for
an explanation of error messages.
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Calculate Checks

Payday Work

Calculate Checks Screen

Select Calculate Checks from the Payday Work menu. The Calculate Checks
screen appears.

% | Calculate Checks

Commands Edit Modes Other Help

AL

EXACEIEEIES

Grp
0
2

Payroll Number 000054
Guarter 3
Group Code 0123

Perind End ogAs2005 5]
Date on Checks 0852005 o)
GL Period g

Period Beg Pd Code Grp Period Beg
03/01/2005 1 1 051012005
05/01/2005 1 3 08/01/2005
Caloulate Direct Deposit?
Include Salary VWages? Fl

Calculate Vacation/Sick Accruals?

Pd Code
1
1

|Company H |0847/2005 |Terminal TOOO | INS

If you calculated checks or entered manual checks without finishing the payday
steps, the following message appears:

Checks are already on file. Do you want to start over?

Note I

If you calculate checks again, the datathat ison fileis erased. Make sure that
the previous day’s payday work cycle was completed properly. If it was not,
do not cal culate checks again, because the checks that were issued are not
reflected in the payroll totals or in the General Ledger balances. To verify
checks that have been cal culated, print the Check Register.

6-4
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Payday Work

Calculate Checks

If you do not want to calculate checks, select No (or enter N in text mode) to exit
to the Payday Work menu. If you want to calculate checks again, erasing the
checksthat are on file, select Yes (or enter Y in text mode).

Field

Payroll Number

Quarter

Group Code (0-9)

Period End

Date on Checks

GL Period (1-13)

Payroll User’s Manual

Description

The payroll number from the PACTLxxx table
appears.

The quarter from the PACTLxxx table appears.

Enter group codes 0-9. The codes you enter determine
which employees are paid. The codes are compared to
the group code for each employee in the PAEGxxx
(Employee General Information) file. You cannot add
acheck for an employee who is not in an included
group code.

If you elect to include salary wagesin this check run,
salaried employees with the group code you enter are
paid their salary amount, less deductions and taxes.
Hourly employees with the group code you enter are
paid according to the earnings accumulated in the
PATPxxx file from transactions entered, less
deductions and taxes.

Enter the date the pay period ends. The system uses
this date and the period beginning date you enter for
each group code (and checks each employee's start
and termination dates in the employee records) to
verify employment during the pay period.

Enter the date you want to print on the checks.

The General Ledger period is used when you post
checks. Thetotals for the checks produced are posted
to the General Ledger period you specify. (The totals
in the Payroll system are affected in the current
period, regardless of the period you enter.)

Press Enter to post the checks to the current period or
enter a different period.
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Calculate Checks

Payday Work

Field

Grp

Period Beg

Pd Code

E Calculate Direct
Bi) Deposit?

Include Salary
Wages?

6-6

Description

The group codes you entered above appear.

The system uses this date and the period ending date
you entered above to verify employment during the
pay period.

For each group code you entered, enter a date for the
start of the pay period, or press Enter to accept the
current date.

The period code you entered in the Scheduled
Deductions sectiion of the Employee Salary
Information screen indicates when and how each
scheduled deduction is taken. During check
calculation, the period codes are compared to the
codes in the employee record to determine which
deductions will be taken.

For each group code you entered, enter the
appropriate period code (1-5), or enter 6 to skip
deductions.

Select the box (or enter Y in text mode) to include
direct deposit transactions in the check calculations.
Clear the box (or enter N in text mode) to exclude
direct deposit transactions and to produce checks for
all employees. If you exclude them, paychecks are
produced for employees whose pay is normally
directly deposited.

Select the box (or enter Y in text mode) to include
salary wagesin the calculation for the group codes
entered; clear the box (or enter N in text mode) to
exclude the wages. Only time ticket and
miscellaneous payroll information is processed, so
you can process bonus checks without processing the

salary wage.
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Calculate Checks

Field Description

Calculate Vacation/  Thisfield appearsif you elected to use this option in
Sick Accruals? the Resource Manager Options and Interfaces
function.
If you want the system to cal culate vacation and sick
accruals, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

Select the output device to print the Calculate Checks Log. See “Reports’ on
page 1-41 for more information. After the calculation completes and the log
prints, the Payday Work menu appears.

Calculate Checks Log

0s8/17/2005
8:45 AM

Group Codes
Period End
Date on Check
GL Period

Grp Period B

o 08/01/20
z 08/01/20

EOUOOL1 EBourne

Calculate Che

Net Pay - Che

MNumber of Emp
Humber of Che

End of Beport

BEG BRegular Pay llsg._00
SAL Salaried Wage 1z6.00
Gross Pay 132z4._00

Humber of Vouchers 3

Builders Supply Page 1
Calculate Checks

olrLzz
08/15/2005
s 02/1E/Z00E
g
ey Pd Code Grp Period Beg Pd Code

o5 1 1 0s8/01/2005 1
o5 1 3 0s8/01/2005 1

Linda Neg. MNet Pay of -9%4_9&, Gross Pay of 1326.00. Deductions Reduced until Net is Eero.

cks Totals

cks 6572

loyees £
cks 1
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Manual Checks

Use the Manual Checks function when you want to produce payroll checks
outside the normal payroll cycle. For example, if an employee resigns, is going
on vacation, or is receiving a bonus or other type of compensation on a separate
check, you can produce amanual check for the employee before the next payday
or produce multiple checks on payday.

Note I

If you issue and print a check for a previous year, make sure that the check is
dated for the correct year.

You can also use the Manual Checks function to change deductions and
withholdings of calculated checksthat are already in the PACHxxx (Checks) file.

H-

E If Direct Deposit isinstalled, use the Manual Checks function to prepare or clear
L direct deposit vouchers.

Before You Begin

If you have a multiuser system, make sure that no one else is calculating checks.
You cannot enter manual checks if someone else is using the PACHxxx file to
calculate checks.

Payroll User’s Manual 6-9



Manual Checks Payday Work

Manual Checks Selection Screen

Select Manual Checks from the Payday Work menu. The selection screen

appears.

% Manual Checks Elil@
Commands Edit  Modes Other Help

2x=eamn[ro[0@

Paryroll Mumber 000054
Cuarter 3
Group Code 0123

Feriod Endd ogise005 5
Dists on Checks 08152005 [Ta
L Period &

Grp Period Bey Pd Code Grp Period Beg Pd Code

(%) &dd New Checks

() Change Manual Checks
() Change Calculated Checks
() Start Cver

| |company H |08 742005 |Terminal TO00 | NS

If manual checks are already on file, additional options appear at the bottom of
the screen (as shown in the example). See “ Options’ on page 6-11 for more
information. If no manual checks are on file, the entries you make in the other
fields on the screen apply to all manual checks you enter until you post checks.

Field Description

Payroll Number The payroll number from the PACTLxxx table
appears, which is stored in the PATBxxx file.

Quarter The current quarter in the PACTLxxx table appears.

Group Code (0-9) The codes you enter determine the employees for

whom you can enter manual checks. The codes are
compared to the group code for each employeein the
PAEGxxx (Employee General Information) file.
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Payday Work Manual Checks

Field Description

Period End Enter the last day of the pay period.

Date on Checks Enter the date you want to print on the checks.

GL Period (1-13) Press Enter to post the General Ledger entriesto the
current accounting period, or enter a different period.

Grp The group codes you entered above appear.

Period Beg For each group code you entered above, enter a date
for the start of the pay period.

Pd Code Enter the period code (1-5) that indicates which
scheduled deductions should be taken for the manual
checks in the group, or enter 6 if you do not want
deductions to be taken for these checks.

If you do not want deductions to be taken for certain
checks, zero out deduction amounts as you enter
checks.

When you finish making selections, the Manual Checks screens appear.

Options

If checks are already on file, select the action you want to take. You can:

e enter amanual check (see“Manual Checks Screens’ on page 6-12).

« change amanual check that ison file (see “Manual Checks Screens’ on
page 6-12 for more information).

» change calculated checks (you can edit deductions and withholding
information for calculated checks, but not earnings information).

* erase the manual checksthat are on file and then enter new manual checks.

Payroll User’s Manual
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Manual Checks

Payday Work

Manual Checks Screens

Manual Checks Screen One

When you proceed from the Manual Checks selection screen, the first of three
Manual Checks screens appears. Use this screen to enter and edit earning codes
for manual checks or to change or delete unposted manual checks.

& Manual Checks

oK

Pieces

Commands Modes ©Other  Scroll Commands  Information  Help
2xzeemn|-€¢ 0@
Page 1 of 3
Employee 4 Bourne,Linda C Sequence 9
Grozs Pay T500.00

—]

Voucher on file

Check Mo wesksworked | ea|
Earn Code Description Tax Group Class Hours Amourt
Dept ok Phase  Cost Code Rtz
ed 34.000 =
500 4.000 &
SaL Salaried Wage M Prs 139330 7364.00 | [a)
500 4.000
Earning [ 001 of 002 )
Gross Pay Total ¥500.00
| | carnpany H |08/17,:2005 |Terminal Tooa | NS
Field Description
Inquiry
e Employee Enter the employee ID.
Maint
i

6-12

To change or delete an unposted manual check, enter
the employee ID, then press Enter to list the first
check in thefile for that employee. If the check that
appearsis not the one you want, use the Abandon
(F5) command to go to the Employee field and enter
adifferent ID.

Payroll User’'s Manual



Payday Work

Manual Checks

Field

Inquiry | Sequence

Gross Pay

Pieces

F Create voucher?
Bl

= Clear voucher?
- DD

Check No

Weeks Worked

Description

If you entered more than one check for the employee,
enter the sequence number of the check with which
you want to work.

The employee’s gross pay for the check appears.

If applicable, enter the number of piecesfor which the
employee is being paid. Pieces are used for
management information and job control and are not
posted to Job Cost.

This prompt appearsif you are entering a check for an
employee participating in direct deposit. If you want
to create a voucher for direct deposit, select the box
(or enter Y intext mode). If you want to issue a check
for the entire amount of the transaction, clear the box
(or enter N in text mode).

This prompt appears if you are editing a voucher. If
you want to issue a check for the entire amount of the
transaction, select the box (or enter Y in text mode). If
you want to create a direct deposit voucher, clear the
box (or enter N in text mode).

If you are entering the check after it was issued, enter
the number of the check you issued to the employee.
If you do not enter a check number, check numbers
are assigned automatically when you print checks.

Enter the number of weeks the employee worked.

Usethe Proceed (OK) command to go to the earning code scroll region, then use
the commands to work with the information on the screen:

* Toedit an earning code, press Enter. See “Editing and Adding Earning
Codes” on page 6-15 for more information.

e Toadd an earning code, press A. See “Editing and Adding Earning Codes’
on page 6-15 for more information.
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Payday Work

6-14

To calculate a check, pressC.

If you elected to accrue sick and vacation time for an employee in the
Resource Manager Options and Interfaces function, this message appears:

Do you wish to accrue Vacation/Sick for this employee?
If you want to accrue vacation and sick time for the employeg, click Yes (or
enter Y in text mode); if not, click No (or enter N in text mode). The check is

then calculated and the second manual checks screen appears.

If you elected not to accrue vacation and sick time for an employee, you can
enter or edit amanual check or press N to go to the next page of line items.

To enter or edit the number of pieces, the check number, or the weeks
worked for the paycheck, press H.

To delete the check, pressD.
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Manual Checks

Editing and Adding Earning Codes

When you
Checks scr

press Enter or A to edit or add amanua check line on thefirst Manual
een, the Manua Checks screen appears:

& Manual Checks

Commands  Edit Modes Other Information  Help
2xEeema]? €@ &K )
Tax Group L) E]

Date oaizsiz00s  [C9)

Dept 150 (3] construction

Job g1-135 (8] Phase [0zFRem (8]

Cost Cade s00 (%]

Class 180 [8) [c1 | CARPENTER

Earn Code REG E] Regular Pay

Union 1120 [8) wic  [sooo [g)

Hours 35.000

Rate 15.152

Amourt 53032

Field Description
Inqui
oy Tax Group Press Enter to accept the current tax group | D or enter

Maint
ﬁ‘l C Date
Inquiry | Dept

Inquiry ] Job

Maint

Inquiry | Phase

Maint

Payroll User’s Manual

adifferent ID.

Press Enter to accept the current date or enter a
different one.

Press Enter to use the current department or enter a
different department ID.

If Payroll interfaces with Contractors' Job Cost, press
Enter to use the current job ID or enter adifferent job
ID. The Inquiry (F2) and Maintenance (F6)
commands are available if Payroll interfaces with
Contractors’ Job Cost.

If thisearnings entry containsajob D, press Enter to
use the current phase ID or enter adifferent phaseID.
The Inquiry (F2) and Maintenance (F6) commands
are available if Payroll interfaces with Job Cost.
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Field Description
Inqui . . . .

LW- Cost Code If thisearnings entry containsajob ID, press Enter to

ml use the current cost code or enter a different cost
code. The Inquiry (F2) and Maintenance (F6)
commands are availableif Payroll interfaceswith Job
Cost.

&- Class/Skill Level Press Enter to accept the employee’s labor class and

E, skill level or enter adifferent class.

Inq#- Earn Code Press Enter to accept the employee’s earning code or

El enter adifferent code.

ﬁj C Union Press Enter to accept the employee’s union or enter a
different one.

ﬁ‘l C w/C Press Enter to accept the employee’sworker’s
compensation code or enter a different code.

Hours Press Enter if the employee worked the number of
hours that appears or enter a different number of
hours.

Rate Press Enter to accept the employe€'s pay rate or enter

adifferent pay rate.

Amount The check amount appears. To change thisfigure, you
must change the earning code or number of hours
worked. The pay rate is then recalculated.

When you have finished editing or adding transactions, use the Proceed (OK)
command to save your changes. Use the Next page command to proceed to the
second Manual Checks screen.
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Manual Checks

Manual Checks Screen Two

Use the second Manual Checks screen to enter and edit deduction codes for

manual checks generated for each employee.

& Manual Checks

X

Commands Modes Other Scroll Commands — Information  Help
2xiz|na|ma|-¢ (0@
Page 2 of 3
Ernployee BOU001 Bourne, Linda C
Grozs Pay T500.00
Deductions
Code Description Hours Amount Gross or Met Ernplr Paid?
; 000 1056 Gross Pay @
[ oon 337 50 |Gross Pay | &
3 United ey 000 7500 |Gross Pay | E]
4 Credit Union 000 20.00 |Grozs Pay ]
10 Stock Plan 000 100.00 |Grozs Pay |
2 Dertal Ins 000 3.52 |Grozs Pay |
g Parking ] 34.00 |Gross Pay :
11 Unifarm 000 15.00 |Grozs Pay |
O |8
O |8
-

Etnployee Total 625.58

Ernployer Total

Deduction ([ 001 of 008 )

[ Erter = edit ] [ Append ] [ Recalc check

[Previous page] [ Mext page ]

| company H 081772005 |Terminal TO0D | NS

Use the commands to work with and add entries to the information on the screen:

on page 6-18 for more information.

page 6-18 for more information.

To edit a deduction code, press Enter. See “ Editing and Adding Deductions”

To add a deduction code, press A. See “Editing and Adding Deductions’ on

To recal culate the employee withholdings and employer’s liability for a

check, press R. The deductions are not recal cul ated.

Payroll User’s Manual

To go to the third Manual Checks screen, pressN.
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e Togotothe previous page of items, press P.

e Togoto aspecific deduction, press G. This command appears only if thereis
more than one screen of items.

e Todelete acheck, pressD.

Editing and Adding Deductions

Field Description
Inquiry | Code If you are adding a new adeduction, press Enter to

accept the current deduction code or enter a different
code.

Description The description of the deduction code appears.

Hours Press Enter to accept the current number of hours
worked or enter a different number.

Amount Press Enter to accept the current amount or enter a
different amount for the deduction.

Gross or Net If the deduction is taken from gross pay, Gross Pay
appears. If the deduction is taken from net pay, Net
Pay appears.

Emplr Paid? If the deduction is employer paid, the box is selected

(or Yes appearsin text mode); if not, the box is
cleared (or No appearsin text mode).

When you press N at the scroll region command bar, the third Manual Checks
screen appears.
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Manual Checks

Manual Checks Screen Three

Use the third Manual Checks screen to enter and edit withholding and employer
liability information for each manual check generated for each employee.

If you have entered a negative manual check (for example, to void a check
without using the Void Checks function), the system will not cal culate negative
taxes. You must edit this information on Manual Checks screen three.

& | Manual Checks

=3

Commands Modes Other  Scroll Commands — Information  Help
2xrzeema|2¢/ 00
Page Sof 3
Employee BOUOM Bourne, Linda C
Grogs Pay 7500.00
Ermployee Withholdings
Type State Locality Code  Description Arnount @
ecle P72, i, L G6.46 @
Feceral 72, is, 085S |[Emplye OA5DI 465.00 Q
|Federal 1o, 18, MED  |[Etnplye Medicare 108.75 E]
|Staie ] i, SH (W H 349.00 g]
withholding ¢ 001 of 004 ]
Employer Liability
Type Stete Locality Code  Description Arount =
Federal i, i, EQL  [Emplyr OASDI 465.00 -
Feceral Pi2, i, EME Emplyr hedicare 10875
Federal NP2, Mie, FUT Unerp Ins .00 =
State L] iL, =) M Unermp Ins 163380 ||
4
hd
Cortribution ¢ 000 of 004 ]
Total Withholdings 1709.1 Lishility 2207.55 et Pay 5165.21
[Switchto Lisk ] [ Erter=ect ][ Apperd | Mext check

| |comparty H |08A7/2005 | Terminal T00O | NS

The withholding types that appear depend on the state and local taxes that apply
to the employee.

Use the commands to work with the information on the screen:

Press S to switch between the Employee Withholdings and Employer
Liability sections of the screen.

To edit awithholding or an employer liability, press Enter. See “ Editing and
Adding Withholding and Employer Liability” below for more information.

Payroll User’s Manual
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Payday Work

Inquiry |
Inquiry |
Inquiry |

6-20

» Toadd awithholding or aliability, press A. See “Editing and Adding
Withholding and Employer Liability” below for information. When you edit
awithholding or employer liability, you can change only the amounts.

e Togotothe previous page, press P.

e Togotothenext check, pressN.

* To delete the check, press D. Using the Exit (F7) command does not delete a

new manual check.

Editing and Adding Withholding and Employer Liability

Field

Type

State

Locality

Code

Description

Amount

Description

Press Enter to accept the current withholding type, or
enter F for federal withholdings, S for state
withholdings, or L for local withholdings.

Press Enter to accept the current state code, or enter a
different state code.

If the withholding isalocal type, enter the locality
code.

Press Enter to accept the current withholding code, or
enter a different withholding code.

The description of the withholding appears.

Enter or edit the amount of the withholding.

If you add or change any employee deductions, recalculate the check. When you
have finished entering checks, use the Exit (F7) command to return to the
Payday Work menu. The information is automatically saved.

Payroll User’'s Manual



Edit Register

The Edit Register shows the earnings and deductions for the checks you
calculated. Before you print the checks, produce the Edit Register to check the
wages earned by hourly and salaried employees and the taxes and deductions.
You can produce the Edit Register in detail or summary formats.

If you find inaccuracies in the check calculation, enter correcting transactions or
change the general information in the Employees function on the File
Maintenance menu (page 10-3). If you enter correcting transactions through the
Payroll Transactions function, post the corrections, calculate checks a second
time, then print the Edit Register again. If you find inaccuracies in checks you
entered manually, use the Manual Checks (page 6-9) function to make changes.

Edit Register Screen

Select Edit Register from the Payday Work menu. The Edit Register screen
appears.

3 | Edit Register;
Commands Edit Modes Other Help

2xEremn[2€¢][@a
Payroll Number 000054
Guarter 3
Group Code [t ser ]
Period End 08152005
Date on Checks 08152005
GL Period 08

Frint employer tax shd deduction information?

Print Register In: Pririt By
(%) Summary () Departmert
() Detail (%) Emplovee D
() Sequence Na.
() Check Na.

|C0mpanyH 081 72005 | Tertninal TOOD | NS
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The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. If youwant employer tax and deduction information to print in the register,
select the box (or enter Y in text mode); if not, clear the box (or enter N in
text mode).

2. Select the amount of detail you want in the register. Detail prints earnings,
withholdings, and deductions information for all employees, while
Summary prints earnings, withholdings, and deductionsinvolved in the
checks.

3. Select the order in which you want to print the report.

4. Select the output device. See “Reports’ on page 1-41 for moreinformation.
After the register is produced, the Payday Work menu appears.
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Sample Register

08/17/Z005 Croup Codes 0 1 2 & Builders Supply Page
9:08 AM Periods 1111 Edit Begister - Summary
For Pay Period Ending 08/15/200§
—————————— Earnings ----------- -—-—-—-—-—-— Jithholdings -----------= ----—-———— Daductions —---------
Employee galary or
I Soc Sec Ho. Hours Wages Description Amount Description Amount
Rossini, Lucinda A Total 40.000 230.00 Totel Withholdings 17.60 Total Deductions 30.65
ROS001 460-39-9982 Total Euple. With. 200.95 Total Buplr. Ded. oo
Cross Wages 230.00
Het Pay 181.78
Stockard, Albert W Total 40.000 358.00 Totel Withholdings 27.39 Total Deductions 49.17
ST000L 449-58-4392 Total Euple. With. 330.27 Total Buplr. Ded. oo
Cross Wages 3E52.00
Het Pay zgl. 44
Check Amount oo
Direct Dep zgl. 44
Deductions Descriptions Amount Hours
Earnings Incl. Net?
Cross Wages 29238.00
Het Pay 22456. 33
Check Amount zagze. 24
Direct Deposit 7631.99
REG Regular Pay 11g8.00 150.000 TES
SAL Salaried Wage 28050.00 1039.3980 TES
Earnings Total 39238.00 1199.380
Withholdings Euployer Tax?
FED EME Emplyr Medicare 351,46 TES
FED (EDA Emplyr OASDI 1502.76 TES
FED /FUT Unemp Ins oo TES
FED /FUH Federal WH 2789.23 HO
FED /MED Emplys Medicare 351,46 HO
FED (0AS Emplye OASDI 1502.76 HO
MH/ /SUI MN Unemp Ins 6384.86 TES
MM/ /SUH MM W/H 1084.00 HO
Euployes Totals 5727.45
Euployer Totals §239.08
Deductions Euployer Deduction?
001 Medical Ins 59.22 HO
002 Dental Ins z1.00 HO
003 United Way 182. 50 HO
004 Credit Union 60.00 HO
005 Dues 15.00 HO
006 401K 487. 50 HO
008 Parking 39.00 HO
010 Stock Plan 175.00 HO
011 Uniform 15.00 HO
Euployes Totals 1054.22
Euployer Totals oo
End of Report
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Accrual Adjustments

Usethe Accrual Adjustments function to adjust sick and vacation time

calculated through the Calculate Checks or Manual Checks functions. You can
correct accrual errors or add to the accrual for a bonus.

Accrual Adjustments Screen

Select Accrual Adjustments from the Payday Work menu. The Accrual
Adjustments screen appears.

& [ fecrual Adjustments E]|E|@
Commands Edit Modes Other Help

IR FIEIEY

Employee D LY

Last Mame Bourne

First hame Linda

Micicile: Initial C

“facation Sick

Current Pay Period Accrual 500 3.544

(Uze File Mairtenance to Edit)

Hours Accrued Year-to-Date

000 000

Hours Taken Year-to-Date 000 000
Hours Taken This Period 000 000
(Pre-Post) Remaining Hours 119.500 96.000
Accrual Code XX XX

|comparny H 061742005 |Terminal TO00 | INS

Inquiry | 1. Enter the employee ID whose accrual record you want to change. The
employee’'s name appears.

Edit the vacation and sick accrual adjustments for the employee.

The pay period-to-date and year-to-date hours accrued and hourstaken totals
appear in the lower portion of the screen. To edit vacation and sick accruals,
use the Leave Adjustments function (page 10-49).
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6-26

The employee's remaining vacation and sick totals before posting appear.

Usethe Proceed (OK) command to save your changes. The cursor returns to the
Employee ID field. Enter the next employee you want to enter accrual
adjustments for or use the Exit (F7) command to return to the Payday Work
menu.

After you enter accrual adjustments, produce the Vacation and Sick L eave Report
(page 6-27) to verify your changes.
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Vacation and Sick Leave Report

The Vacation and Sick Leave Report lists the employees and their current
vacation and sick accruals for the payroll run. Use the report to verify changes
made through the Accrual Adjustments function and as part of your business
records.

Vacation and Sick Leave Report Screen

Select Vacation and Sick Leave Report from the Payday Work menu. The
Vacation and Sick L eave Report screen appears.

& ¥acation and Sick Leave Report

Commands Edit Modes Other Help

2xelee AR 2€ |88

Employes Il From  |BOUOOY &
Thru | STCOM [

Displary Dollar Amourts?

| | CompanyH | 08472005 | TerminalToOD | IS

Inquiry | 1. Enter the range of employees you want to include in the report.

2. If youwant dollar amounts in the report (hours information is always
included), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

3. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.
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Payday Work

Sample Report

08/17/2005 Builders Supply Pags 1
Vacation and Sick Leawve Report
Pay Check Date 02/15/200E5
Employee Type Beginning Balence Aecerued This Peried Taken This Period Ending Balance
s} Hame Leave Hours Daollars Hours Daollars Hours Dollars Hours Dollars
BOUO01  Bourne, Linda C VAC 112,500 5170.65 . 500 21.63 .ooo .00 1z0. 000 5loz. 28
SICKE 96000 415382 3.344 144 69 -ooo -oo 99344 4798 51
CEROOLl Cerard, Timothy © VAC le0. 000 Elzz.04 40.000- 1220 76~ .ooo .00 L1E0. 000 284Z. 28
SICK 80.000 Z56l.52 3,344 107.07 .ooo .00 53. 344 ZE65.53
JENOO1 Jenkins, EKathy I VAC 80.000 346l.52 14.456 B25.50 .ooo .00 74.456 4037.02
SICK 3Z.000 1324.61 3.344 144,63 .ooo .00 3E. 244 lEZ3.320
JONOO1  Jonchim, Maria E VAC §.000- &0.00- 13.333 lo0.00 .ooo .00 5.333 40.00
SICK 1le.000 lzo.oo 3.3240 Z5.0% .ooo -oo 15. 340 l45.08
LUEOOl  Lukas, Ceorge VAC 80.000 11E2.84 14.4E& Z08.E0 .ooo .00 9d.4EE 126Z.324
SICK 3z.000 461,54 3,344 45.23 .ooo .00 35. 344 503.77
RO3001 FRossini, Lucinda A VAC 40.000 230.00 13.333 7666 .ooo .00 53.333 306.66
SICK .ooo .oo 3.340 19.21 .ooo .00 3.340 19,21
5T0001  Stockard, Albert W VAC 3Z.000 286.40 13.333 119.33 .ooo .00 45.333 405.73
SICK 20.000 Z68.50 3.3240 z9.89 .ooo -oo 33.340 2588.39
TOTALS VAC 503,500 15365.45 29.411 129,14~ .ooo .00 532.311 15236.31
SICK Z2&.000 294333 23,396 Elg.82 .ooo .00 209. 296 9468, 82
End of Report
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Use the Print Checks function to print checks created through the Calculate
Checks function or that you entered through the Manual Checks function that
do not have assigned check numbers.

Checks do not print for employees who have negative gross pay. If an employee

has negative net pay, the employee's deductions and withholdings are reduced
until the net pay is zero before a check prints.

Print Checks Screen

Select Print Checks from the Payday Work menu. The Print Checks screen

appears.
| Print Checks
Commands Edit Modes Other Help
2xezee|an [ 2€ 0@
Payrall Murmber 000054
Cuarter 3
Group Code 0123
Period Encl 08152005
Date on Checks 08M5/2005
GL Period 8
First Check Mumber 1079
If Restart, Last Good Form Mumber
Check Printing Crder? Etnployes 1D a
Pritt Remaining Leave? BEath ~
fvacation, Sick, Bath, Nane |company H 08712005 [Terminal TooO | NS

The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.
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1. Thenext unused check number appears. Press Enter to useit or enter a
different check number.

2. If you have problems when you print checks, you must restart the Print
Checks function. To reprint checksthat did not printed correctly, enter the
number of the last check that printed correctly.

3. Select the order in which you want the checks to print: Employee ID, Check
Location, or Department.

4. Select thekind of remaining leave you want the checksto include: Vacation,
Sick, Both, or None.

5. Select the output device. If you select Printer as your output device, a
message tells you to mount the checks.

6. If youwant to print an alignment form to make sure that the forms are lined
up, select the box (or enter Y in text mode); if not, clear the box (or enter N in
text mode).

Whether the company name and address print on the checks depends on your
selection in the Resource Manager Options and Interfaces function.

After the checks are produced, the message Mount paper—Check log will now
print appears. Remove the check forms from the printer and insert regular paper.
When you are ready to print the checks log, press Enter. If you selected File as
your output device, the check log prints at the end of the check list.

After the check log prints, the Payday Work menu appears.
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Print Checks

Sample Check

YOUR FIRM NAME HERE

JONGO1 501 Jonchim, Maria K 466-80-9944 08/01/05 08/15/05 1266 1265
EMP. NO./DEPT, EMPLOYEE NAME SOCIAL SECURITY NO. PERIOD BEG. PERIOD END. CHECK NO. i
EARNINGS HRS./UNITS CURRENT AMOUNT YEAR TO DATE DEDUCTIONS CURRENT AMOUNT YEAR TO DATE
Repular Pay —~ 40,000 F00. 00 G660. 00  Emplyr FICA Too 52. 20
Sick Pay . 000 .00 240.00 Emplyr FICA .00 223. 20
Vacation Pay . 000 .00 . o0 Unemp Ins . 00 223. 20
Federal WH .00 206. 25
Emplye FICA .00 52. 20
Emplye FICA .00 223,20
HN Unemp Ins . 00 147. 60
NN W/H .00 168. 00
Credit Union - 0o 30. o0
Vac Remaining . 000
Sick Remaining 16. o0
PAY RATE CURRENT EARNINGS CURRENT DEDUCTIONS NET PAY Y T D EARNINGS Y T D DEDUCTIONS Y T D NET PAY
7. 5000 300. 00 i 500. 00 5900.00 = 1325 85 3139, 6

YOUR FIRM NAME HERE
1763 SHERIDAN DR. PH. 123-456-7890
YOUR CITY, STATE 04094

NATIONAL STATE BANK 1265
DOWNTOWN OFFICE
YOUR CITY, STATE 12345
00-6789-0000

DATE AMOUNT
Q873005 ==*%%xx300. 06

PAY
THREE HUNDRED AND ©0/100 DOLLARS

T(;THE Maria K Jonchim
e 3321 W 52 Ave

Minneapolis, MN 55055

SAMPLE-VOID
FORM 091102
COMPATIBLE ENVELOPE 091500/091508

00k 2B5* 1X0000B?ASLE A 23LSE7ANI

Check Log

STARTING CHECE NUMEER 10732
ENDING CHECE NUMEER 108z
DATE ON CHECE 08/15/2005
PERIOD ENDING 08/15/2005
TOTAL GROZS Z2730.00
TOTAL NET-CHECES 17324 .34
NUMEER OF CHECES 4

End of Beport
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Print Direct Deposit Vouchers

” Usethe Print Direct Deposit Vouchers function on the Payday Work menu to
L print the direct deposit pay vouchers you created in the Calculate Checks and
Manual Checks functions. This function is available only if you have Direct
Deposit installed.

Print Direct Deposit Vouchers Screen

& | Print Direct Deposit Youchers

Commands  Edit Modes Other Help
LA FIEIEY

Payroll Mumber 000054
Guarter 3
Group Code 0123
Period End 03M15/.2005
Date on Checks 06152005
GL Period 8
First “oucher Mumber 1963
If Restart, Last Good Form Mumber
“Youcher Printing Order? Etnployee D .
Print Remaining Leave? Both b

fvacation, Sick, Bath, Nane | company H |08/17/2008 |Terminal TO0D | NS

The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. Thenext unused voucher number appears. Press Enter to useit or enter a
different voucher number.
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2. If you have problems when you print vouchers, you must restart the Print
Direct Deposit Vouchers function. To reprint vouchersthat did not printed
correctly, enter the number of the last voucher that printed correctly.

3. Select the order in which you want the vouchersto print: by Employee ID,
Check Location, or Department.

4. Select the kind of remaining leave you want the vouchers to include:
Vacation, Sick, Both, or None.

5. Select the output device. If you select Printer as your output device, place
the correct formsin the printer.

Whether the company name and address print on the checks depends on your
selection in the Resource Manager Options and Interfaces function.

A brief voucher log prints after al vouchers are produced. After the vouchers
print, the Payday Work menu appears.
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Sample Voucher

DIRECT DEPFPODEIT VOUCHETER
Builders Supply
1187 Walley Park Dr
Suite 105
Shakopees, MN L5379

Direct Deposit Account Distribution 08/15/08
Chlz Acct EZ34983234382934 lE0.ZE Sav Accot SE23I93T7LETT4EEE7E 00,00
LINDA C EOUEME Paycheck 43214 _ 96

L01 N HAMILTON AVE
EDINA MM 55435

Builders Suppli

EMP NO/DEPT EMPLOYEE NAME b=p=a0 PER EE: PER END WC MO
EQTO0L1 EOO Eourne, Linda C 02/01/08 02/1E/0E 12&32
Earnings HES/UNITS Curr Amt TTD Deductions Curr Awmt YTD
Salaried Wag L173.320 TEOO.0OQ ZZEQOD. 00 Federal WH 786,46 E410._31
Eonus -ooo _oo 7&0.00 Enpliye 0ASDI 46500 2379._80
Cash Walue -ooo _oo 133,82 Emplye Medic 108 75 EEE_ 57
Legular Pay -ooo .o E3728.00 MN W/H 245,00 Z39Z.6l
Wacation Pay .ooo oo Z6Z._00 Medical In=s lo. 55 Ez._20
401K 33750 1727 27
United Way 7E&.00 38384
Credit Union Lo.oo Z50.00
Stock Plan lo0.00 &2E5_00
Dental Ins 3.EZ 17_&0
Wac Remaining 1z0_000 Parking 3400 34 _00
Sick Remaining 99 344 Tniform 1L.00 1L5_00
Pay Rate Curr Earn Curr Ded Net Pavy TTD Earn ¥TID Ded YT Het Pavy
750000 £334.79 El65_Z1 L3383_8Z 14845 40 38437 15
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Void Checks

Usethe Void Checks function to void checks that you have printed and posted
but need to reverse or void. You can create a copy of the voided check so that a
new check can be printed for the employee. You cannot, however, void a check
from a previous version of Payroll. The check you want to void must be posted to
history.

When you select a check to void, the system searches for and verifies the check
in the PAHCxxx (Check History) file. Then the system checks the PACHxxx
(Checks) file; if abatch of checksisin process (that is, calculated and/or entered
but not posted), you cannot void a check. If the check has been calculated, the
system prompts you to reenter time tickets. If you have produced manual checks,
you are asked to reenter the check.

Voiding a check isthe reverse of posting. The check is backed out; if Payrall
interfaces with General Ledger and Bank Reconciliation, the check history is
backed out of those applications. The check remainsin the PAHCxxx file but is
marked as a voided check. It printsin the Check History Register, but its totals
are not added to the register.

You can choose to make a copy of the check record in the PACHxxx fileif the
check isamanual check. If the check is a calculated check, you can make a copy
of the time tickets used to calculate that check in the PATRxxx (Transactions)
file. You can do this, though, only if the original time tickets are in the PATHxxx
(Transaction History) file. The check or the transactions will then bere-created in
the correct files, and you can edit the check in the Manual Checks function or the
transaction in the Payroll Transactions function.

Before You Begin

Before you void a check, post the checks that you created through the Calculate
Checks function or that you entered through the Manual Checks function.
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Payday Work

Void Checks Screen

Select Void Checks from the Payday Work menu. The Void Checks screen

appears.

% Yoid Checks
Commands Edit Modes Other Help

Do you want to creste a copy of this
woided check in the Checks File?

sl FIEIEY
Ernployee D BoU0o E] Post To:
Check Nurnber 1080 (8]
Bank Account FNBOD1 (&)
Post to Payrall Tax Maonth 5| August
GL Period g

|Company H |08A17/2005 |Terminal TO0D | NS

Inquiry | 1.
Inquiry | 2.
Inquiry | 3.

Enter the ID of the employee for which you want to void a check.
Enter the check humber you want to void.

If Payroll interfaces with Bank Reconciliation, enter the bank account to

which the check was posted. Thisfield appears only if Payroll interfaces

with Bank Reconciliation.

4. Thecurrent period appears. Press Enter to accept the current period or enter
adifferent GL period to which you want the resulting journal entries posted.

5. If last-year files exist in General Ledger, select the fiscal year to which you

want to post.

6-38

Payroll User’'s Manual



Payday Work Void Checks

6. Enter the payroll tax month to which you want to post.

7. If the check originated from transactions you entered in the Transactions
function and you want to create a copy of the voided check in the
Transactions file, select the box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

If the check originated from entries made in the Manual Checks or
Calculated Checks function and you want to create a copy of the voided
check in the Checksfile, select the box (or enter Y in text mode); if not, clear
the box (or enter N in text mode).

8. Select the output device to print the Void Checks Audit Log. See “ Reports”

on page 1-41 for more information. After the audit log is produced, the
Payday Work menu appears.

Void Checks Audit Log

ogsl7/z008 Builders Supply PAGE 1
lo:-zz AM Woid Checks - Post to General Ledger

Description GL Account Lebit Credit
Net Cash Entry 100000 7,500.00

Hold. Acect Salaried Wage Z0zooo 7.500_ 00

GL Balance - Period 08 7,.500.00 7.500.00

Employee I EOTOOL
Check Mumber 0001030

Tax Month 0g

Posted to Bank Account FNEOOL 7,500.00
Hours Wageas

Job Totals T e o

End of Report
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Create Direct Deposit File

Usethe Create Direct Deposit File function on the Payday Reports and
Posting submenu of the Payday Work menu to create an ACH (Automated
Clearing House) file. This function is available only if you have Direct Deposit
installed.

The ACH file contains al the direct deposit transaction information for your
employees. After you have created the ACH file, send it to your company’s bank.
You cannot create thisfile if you are using last-year data, or if employer bank
information has not been set up.

Create Direct Deposit File Screen

Select Create Direct Deposit File from the Payday Reports and Posting
submenu. The Create Direct Deposit File screen appears.

& Create Direct Deposit File

Commands Edit Modes Other Help
2xzeeman|- ¢ 0@
Payroll Mumber 000054
Guarter 3
Group Code 0123
Period End 03152005
Date on Checks 06152005
GL Period 0§
ACH Cutput Filename DODEPOSIT
Company H [084 772005 | Terminal TOOD | INS
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Create Direct

Deposit File

Payday Work

ACH File

The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered this information in the Calculate Checks or Manual

Checks functions.

Press Enter to accept the current file name, or enter adifferent name. The system
appends your company ID to this file name and lists the file's path.

Select the output device to print the ACH File Creation Report summarizing the
contents of the file. See “Reports’ on page 1-41 for more information on output
devices. After thisreport is produced, the Payday Work menu appears. This

report isfor your information only; do not send it to your bank.

Creation Report

08/17/2008 Builders Supply PAGE 1
S:41 AM ACH File Creation Deport
File D:/08AS/progPi/. . data/DDEPOSIT.H Batch: 0000001 Pay Date 08/1E5/7Z005
Empl ID  Employee Name Type Account Mumber Routing Code Amount
EOTOOL Bourne, Linda Checking Z34525834522934 [u]ufulReici:delc) 1E0.ZE
Savings SEB3337577485875 000133333 Zoo. oo
35025
GEROOL Gerard, Timothy Checking G43533E5345335333 oooQooolz 420,81
Savings 53453353453535353 [alufululujujupine) 4zZ0.31
Savings 54353434535345333 [alufululujujupine] 4z0.81
Savings E24E33E3E3E53433E62 OEEOOOLEE 42021
Checking EG3535345353533334 OSEQDOLEE 420,81
Checking 54353535353345333 055000165 2104.05
4z08.10
JONOOL Jonchim, Maria Sawvings 0zZ13561321 055002341 EOE_ 53
S0Z.53
LUKOO1 Lukas, George Sawings EE9885RF3 0000000Z6& 1717 _EE
Checking Z3Z134641 oooooonze 5724z
Z288.67
STO00L1 Stockard, Alhert Sawings 45R783574 000000039 £81_44
Z81.44
Total Amocunt Debited to Company Bank Account: 1922331220291 28 oooooooon 762123
Total Mumber of Transactions 1F
*** End of Report ***
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Check Register

The Check Register is arecord of the checksissued for an employee group and
pay period. It issimilar to the Edit Register, except that it contains the number of
the check that was printed for each employee and is sorted and subtotaled by
department.

Check Register Screen

Select Check Register from the Payday Reports and Posting submenu. The
Check Register screen appears.

| Check Register
Commands Edit Modes Other Help

2xizeaan[¢ (0@
Payroll Murmber 000054
Guarter 3
Group Code [ Bt pshib i)
Period End 03M15/.2005
Date on Checks 06152005
GL Period 0§

Print employer tax and deduction information?

Prirt Register In: Print By
(%) Summary (%) Department
() Detail () Emplayee ID
() Sequence Na.
() Check MNa.

| | company H |08/17/2005 |Terminal TO0D | NS

The payroll nhumber, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.
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Check Register Payday Work

1. If youwant employer tax and deduction information in the report, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

2. Select thelevel of detail you want to include in the register. Detail prints
earnings, withholdings, and deductions information for al checksin the
PACHxxx file, while Summary prints earnings, withholdings, and
deductionsinvolved in the checks.

3. Select the order in which you want to print the report.

4. Select the output device. See “Reports’ on page 1-41 for moreinformation.
After the register is produced, the Payday Work menu appears.

Sample Register

08/17/2008 Group Codes O 1 2 3 Builders Supply Page 1
F:dd AM Periods 1111 Check Register - Sumnary
Pay Check Date 08/15/Z00E
For Pay Period Ending 08/1E/Z00E
Earnings Withholdings —-—-—-—-—--= —————————— Deductions -—-—-—-—-—

Employee Zalary or
I Soc Zec No. Hours Wages Description mount Description Emount
Stockard, Alberc W Total 40,000 355.00 Toral Withholdings 27.39 Total Deductions 45,17
STOO0L 443-E8-4352 Total Emplr. With. 330.27 Total Emplr. Ded. .o

Cross Uages 358,00

Net Pay 281,44

No Check Printed

Vhrf 0001987 281,44
Department 100 Totals

Cross Uages 355.00 Total 40. 000 355.00 Total Withholdings 27.39 Total Deductions 45.17

Net Uages 28144 Total Emplr. With. 330.27 Total Emplr. Ded. oo
Bourne, Linda C Total 173330 7500.00 Total Withholdings 1705.21 Total Deductions £25. 58
BOTOOL 459-30-1059 Total Emplr. With. 2207.55 Total Emplr. Ded. oo

Cross Uages 750000

Net Pay 516521

Chkg 0001079 4814.96

Vhrg 0001963 35025
Cerard, Timsthy G Tatal 173330 E550.00 Total Withholdings 1152.81 Total Deductions 189.09
CERODL 468-22-4819 Total Emplr. With. 2058.38 Total Emplr. Dad. oo

Cross Uages 5550.00

Het Pay 4z08.10

Ho Check Printed

Vhr# 0001964 4z08.10
Jenkins, Kathy M Total 173.330 7500.00 Total Withholdings 2583.29 Total Deductions 89.08
JENOODL 460-39-9093 Total Emplr. With. 2207.55 Total Emplr. Ded. oo

Gross Uages 7500.00

Het Pay 4827.63

Check Number 0001081
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Paycheck Received Report

The Paycheck Received Report lists employees scheduled to receive a paycheck.
Thelist has a space for employeesto sign for their paychecks. Usethe report asa
means for recording which employees have received their paychecks or to check
which employees are scheduled to receive pay for that pay period.

Paycheck Received Report Screen

Select Paycheck Received Report from the Payday Reports and Posting
submenu. The Paycheck Received Report screen appears.

- Paycheck Received Report

Commands Edit Modes Other Help

A FIEIEY

Payroll Murmber
Guarter
Group Code

Period End

Date on Checks
GL Period

Sort By

000054
3
0123

06152005
06152005
8

(%) Check Lacation
() Department
() Emplayee ID

Page Break After Department/Check Location? |:|

| company H 08772005 |Terminal TO0D | NS

The payroll nhumber, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual

Checks functions.

1. Select the order in which you want to print the report.

Payroll User’s Manual
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Paycheck Received Report

Payday Work

2. If you want each department or check location to be printed on a new page,
select the box (or enter Y in text mode); if not, clear the box (or enter N in

text mode).

3. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.

Sample Report

og/l7/z00k
S:-d48 AM

Builders Supply

Paycheck Received Report
Pay Check Date 08/15/2005

Page 1

& Check(s) For Check Location
& Voucheri{s) For Check Location

End of Report

Eupl I Euployes Naue R Check # Date Ck Loc Signature
BOUOOL EBourne, Linda C 459-30-1085 000L079 08/15/05 x
BOUOOL EBourne, Linda C 459-30-1089 VOOOLS63 08/15/05 z
BOUOOL EBourne, Linda C 459-30-1089 00OLLES 08/15/05 z
BOUOOL Bourne, Linda C 459-30-1089 000L080 08/15/05 =
GEROOL Gerard, Timothy G 466-22-4819 VOOOLS64 08/15/05 =
JENOOL Jenkins, Kachy M 460-35-5053 000L081 08715705 z
JONOOL  Jonchim, Maria K 466-30-9944 TOOOLS65 08/15/05 z
LUKOOL Lukas, George 4586-30-1281 VOOOLS66 08/15/05 z
ROS001 Rossini, Lucinda A 460-35-9982 000L08Z 08/15/05 z
8TO001  Srtockard, Alherc W 449-58-4337 WOOO1367 08715705 x
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Withholding Report

Federal, state, and local tax authorities may require your company to make a
deposit based on the amounts you withheld from employees’ checks. These
deposits may be required after each pay period or at the end of every quarter. The
Withholding Report is asummary of these employee payroll withholding
amounts for one pay period. The Quarterly Withholding Report summarizes the
statistics for one quarter.

Withholding Report Screen

Select Withholding Report from the Payday Reports and Posting submenu.
The Withholding Report screen appears.

% | Withholding Report
Commands Edit Modes Other Help

2xiE ke En[2¢][0@
Payroll Number 000054
Guarter 3
Group Code 0123
Period End 53]
Date on Checks 2]

GL Period

Print Earnings Az
(%) Gross Earnings
() Taxable Earnings

| |Company H |0847/2005 |Terminal TOOO | INS

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.
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Withholding Report

Payday Work

Select the kind of earnings you want in the report. You can choose either

gross earnings or taxable earnings.

Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.

Sample Report

08/17/2005 Builders Supply Page z
9:51 AM Withholding Report
For Pay Period Ending 08/1E/2008
Croup Codes 012 3
Gross Earnings
Gross Wages/ Federal state Local
Tips Code Earnings WH Code Earnings UH Code Barnings TH
LUROOL  Lukas, George 4868-30-1281
250000 FWH 250000 .oo MN SWH Z500.00 -oo
.00 0RE 2E00. 00 158.00
HED 2500. 00 36.25
ROE00L Rossini, lucinda A 460-39-9982
230.00 FWH 205.00 .00 MW SWH 205,00 .00
-oo 0ASs 230.00 14 Za
HED 230.00 334
STO00L  Stockard, Albert W 449-58-4392
3EG.00 FWH 333.00 .00 MW SWH 333.00 .00
.00 0A8 3EG.00 2z.20
MED 358_00 5.19
Local Total Number of Employess 7
Z4238_00 FWH Z3575_50 278923 MN SWH 2357550 1084 00
.00 0RE z4z38.00 1502. 76
HED 24238.00 351,46
state Toval MM Number of Employees 7 7
24238.00 FWH 23575, 50 2789.23 MW SWH 23575, E0 1084. 00
-oo 0ASs Z4238_00 1502 .76
HED z4z38.00 351.46
Grand Total Muuber of Euployees 7 ki)
z4z38.00 FWH Z3E7E. 50 2789.23 MW SWH 23675, €0 log4. 00
.00 0A8 24238.00 1502.76
MED Z4238_00 35146
End of Report
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Employer’s Tax Report

The Employer’s Tax Report provides arecord of the company’s wage limits for
taxes (for example, OASDI, Medicare, SUI, and FUTA) and wages in excess of
the limits.

Theliability calculationsin thisreport are approximate because of rounding

differences and may vary from actual posting totals. Compare the totals with
those in the Employer’s Liability Report for the actual liabilities.

Employer’s Tax Report Screen

Select Employer’s Tax Report from the Payday Reports and Posting submenu.
The Employer’s Tax Report screen appears.

& | Employer’s Tax Report
Commands Edit Modes Other Help

I W FIRIEYS
Payroll Mumnber 000054
Guiarter 3
Group Code 0123
Period End 08M5/2005
Date on Checks 08M15/2005
GL Period 08

Print Other Employer Taxes 7 []

| | Company H |0847/2005 |Terminal TODO | INS

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered thisinformation in the Calculate Checks or Manual
Checks functions.

Payroll User’s Manual 6-49



Employer’s Tax Report Payday Work

1. If youwant to print other employer taxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

2. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.

Sample Report

08/17/2008 Builders Supply Page z
3:55 AM Euployer's Tax Report
For Pay Period Ending 08/15/2005
Croup Codes O 12 %
State MN
Gross F -- Employer FICA (90000/NO LIMIT} -- -----— SUL (230003 ----- —----- FUTA { 7000) ----
Wages EIC Earnings FICA Tips Excess FICA Earnings Excess 80T Barnings  Bxcess FUTA
LUROOL Lukas, George 488-30-1281
2500.00 .00 2500.00 00 .on 2500.00 .00 .00 2£00.00
2500.00 oo
ROS00L Bossini, Lucinda A 460-33-55982
230. 00 .00 23000 00 .on 205. 00 .00 205.00 .00
23000 oo
STO00L Stockard, Albert W 449-58-4392
259,00 oo 259,00 .00 oo 333,00 oo 233,00 .00
358,00 =1
State Total MN Nuuber of employees 7
z4238.00 oo z4238.00 .00 oo E013.00 18562, 50 1113.00 22462.50
24238.00 =1
SUL Liability
EOL3.00 * .03100 = 456.13
Grand Total Humber of employess 7t 7
24238.00 0o 24238.00 .00 =1 E013.00 18862, 50 1113.00 2246250
24238.00 .on
0ASDI Lisbility
74238.00 * .06200 = 1502.7¢
Medicare Lisbliity
24238.00 * .DL4E0 = 3EL. 45
FUTA Lisbility
1113.00 * 00800 = 3.90
End of Report
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Employer’s Liability Report

Federal and state authorities may require your company to make a deposit based
on the amounts calculated for employer taxes. The deposits may be required after
each pay period or at the end of every quarter. The Employer’s Liability Report is
asummary of the employer payroll liability amounts for one pay period. The
Quarterly Employer’s Tax Report summarizes the liabilities for one quarter.

The Employer’s Liability Report shows the employer’s liability for taxes
(OASDI, Medicare, SUI, and FUTA) based on taxable earnings for the pay period.
Thetotalsin the report are the actual liability. Check them against the
approximate totals in the Employer’s Tax Report.

Employer’s Liability Report Screen

Select Employer’s Liability Report from the Payday Reports and Posting
submenu. The Employer’s Liability Report screen appears.

3 Employer's Liability Report
Commands  Edit Modes Other Help

2xizna@n[ 240
Payroll Mumkber 000054
Guarter 3
Group Code 0123
Period End 08152005
Date on Checks 06152005
GL Period 0§

Prirt Cther Emplover Taxes |:|

Company H [084 772005 | Terminal TOOD | INS
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Employer’s Liability Report

Payday Work

The payroll nhumber, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. If youwant to print other employer taxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

2. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.

Sample Report

0871772008 Builders Supply rage 1
9:55 AM Buployer's Lisbility
Audit Report
For Pay Period Ending 08/15/2005
Croup Codes O 12 %
State MN
Gross - 0ASDI (90000) ---—  -- MEDICARE (NO LIMIT) —-  ————- SUL {23000) ———-—-  —-——- FUTA { 7000) -—-———
Wages Tax. Barn. Lisbility Tax. Earn. Lisbility Tax. Earn. lisbility Tax. Earn. Lisbility
BOUOOL Eourne, Linda C 459-30-1033
7E00. 00 7£00.00 465.00 7E00. 00 108.75 .00 1633, 80 .00 .00
GERDOL Gerard, Timsthy G 468-22-4813
EEE0.00 EE50.00 344.10 5E50.00 30.48 1400. 00 1633, 80 .00 .00
JENOOL Jenkins, Hathy M 460-39-9093
7500.00 7500.00 465.00 7500. 00 108.75 oo 1633, 80 oo oo
JONDOL Jonchim, Maria K 465-80-9944
£00. 00 £00. 00 37.20 £00. 00 g.70 575.00 269.73 575,00 oo
LUKDOL Lukas, George 488-30-1281
2500.00 2500.00 155.00 2500.00 36.25 2500.00 727.50 .00 0o
ROS001 Rossini, Lucinda A 460-35-55982
230.00 230.00 14.26 z20. 00 3.34 205.00 183.35 205.00 0o
$TO00L  Stockard, Albert U 449-58-4392
359,00 358.00 zz.20 358,00 E.15 333.00 302.88 333.00 oo
State Total MN Nuuber of suployess 7
24238.00 24238.00 1502.76 24238, 00 351.46 5013.00 £384. 86 111%.00 .00
Grand Total Humber of enployees 7 7
z4238.00 z4238.00 1502.76 z4z38.00 FEL. 46 E013.00 6384, 86 111%.00 .00
End of Report
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Pay Period Deduction Report

The Pay Period Deduction Report isalist of your company’s payroll deductions

and the employees who had amounts deducted from their paychecks for each
deduction.

Pay Period Deduction Report Screen

Select Pay Period Deduction Report from the Payday Reports and Posting
submenu. The Pay Period Deduction Report screen appears.

A Pay Period Deduction Report

Commands Edit Modes Other Help

I L IR
Payroll Mumber 000054
Guarter 3
Group Code 0123
Period End 03152005
Date on Checks 06152005
GL Period 0§

Page Break After Deduction  []

Pririt
() Emplayee Deductions
() Emplayer Deductions
Q) Both Employee and Employer Deductions

| |Company H 081772005 |Terminal TO0D | NS

The payroll number, quarter, group code, period end, date on checks, and GL

period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. If you want each deduction to be printed on a separate page, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).
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Pay Period Deduction Report

Payday Work

2. Select the type of deductions you want to include in the report. You can
include employee deductions, employer deductions, or both.

3. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.

Sample Report

02/17/2005 Builders Supply Page 1
10:02 AM Pay Period Deductions Report 03715705
Enployee Deductions

Name I Dept_ Check Amount
Eourne, Linda C EOTOO01 0O 10739 1l0.5e
Gerard, Timothy & GERDOL o0 1l0.5e
Jenkins, Eathy M JENOO1 o0 102l 1l0.5e
Jonchim, Maria K JONOO1l 5Ol E.&2
Lukas, George LUEOOL 500 10. 868
Rossini, Lucinda A EO2001 5Ol 102z E.EE
Stockard, Albert W STO0OOL 100 E.EE
Total for Deduction 001: Medical Ins £9._z2z2
Eourne, Linda C EOTOO01 0O 10739 3.EEZ
Gerard, Timothy & GERDOL o0 2.E3
Jenkins, Eathy M JENOO1 o0 102l 3.EEZ
Jonchim, Maria K JONOO1l 5Ol 2.39
Lukas, George LUEOOL 500 3.5E
Stockard, Albert W STO0OOL 100 3.EEZ
Total for Deduction 00Z: Dental Ins Z1.00
Eourne, Linda C EOTOO01 0O 10739 7E.00
Gerard, Timothy & GERDOL o0 z&.00
Jenkins, Eathy M JENOO1 o0 102l 7E.00
Jonchim, Maria K JONOO1l 5Ol 7.E0
Total for Deduction 003: United Way 12z 50
Eourne, Linda C EOTOO01 0O 10739 E0.oo
Jonchim, Maria K JONOO1l 5Ol io.00
Total for Deduction 004: Credit Union &0._00
Stockard, Albert W STO0OOL 100 15.00
Total for Deduction 005: Dues 15.00
Eourne, Linda C EOTOO01 0O 10739 237.50
Gerard, Timothy & GERDOL o0 150,00
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Employer Department Expense Report

Produce the Employer Department Expense Report before posting to see how
employer deductions and withholdings post to the department file.

Employer Department Expense Report Screen

Select Employer Department Expense Rpt from the Payday Reports and
Posting submenu. The Employer Department Expense Report screen appears.

3 Employer Department Expense Rpt

Commands Edit Modes Other Help

I L IR
Payroll Mumber 000054
Guarter 3
Group Code
Period End 03152005
Date on Checks 06152005
GL Period 0§

Current Department Split Method  Home Dept

Prirt Repart In:
(%) Summary

() Detail

| | company H |08/17/2005 |Terminal TO0D | NS

1. Select the amount of detail you want to include in the report.

2. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Payday Work menu appears.
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Employer Department Expense Report

Payday Work

Sample Report

End of Report

08/17/2005 Group Codes 0 1 2 3 Builders Supply Page 1
10:05 AM Periods 11 Euployer Department Expense Report - Suumary
For Pay Period Ending 08/15/2005
7777777 Barnings ————-—— - Withholdings -—--—--—--— ---—--—--— Deductions --—--—--—-
Euployes galary or
D %oc Sec No. Hours Wages Description Amount  Description Amount
Department 100 Totals
Gross Wages 358_00 REG 40000 358_00 FED /EME Emplyr Medicare 5.19
Hetv Wages 281.44 FED E0R  Enmplyr DASDI zz.20
FED /FUT  Unemp Ins oo
M/  fSUI MN Unemp Ins 30z .88
Department 500 Totals
Gross Wages 38050.00 SAL 1039980 38050.00 FED JEME Emplyr Medicare 33423
Hetv Wages 31430.61 FED E0R  Enmplyr DASDI 142s.10
FED /FUT  Unemp Ins oo
M/  fSUI MN Unemp Ins 5628._90
Department £01 Totals
Cross Wages §30.00 REC  120.000 §30.00 FED /EME Emplyr Medicare 1z.04
Net Wages 684_Z78 FED /JEDA Emplyr OASDT 5146
FED /FUT  Unemp Ins oo
MN/ fSUI MN Unemp Ins 453,08
Earnings, Withholdings
Deductions Descriptions Amount Hours
Earnings Incl. Net?
Gross Wages 35238.00
Het Pay 324E6. 33
REG Regular Pay ligs.00 160,000 TES
2AL Salaried Wage 380E0. 00 1033, 980 TES
Earnings Toual 35238.00 1193980
Witholdings
FED /EME Euplyr Medicare 3EL.46
FED /E0: Euwplyr OASDI 150z2.76
FED JfFUT Unemp Ins oo
MN/ /SUI MN Unemp Ins £3g4. 86
Employer Totals azaa 08
Deductions
Employer Totals oo
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CJ Payday Work Reports

ﬁj C The CJ Payday Work Reports submenu includes four reports that are specific to
Contractors’ Job Cost.

e Worker's Compensation Report
e Union Report

e Certified Payroll Report

e Labor Burden Register

Information for these reportsis calculated in the Prepare Checks function using
data from the Period History file (PAHPX).

There are no pick or print by options for any of these reports. Select the desired
output device and generate the report (see “ Reports’ on page 1-41 for more
information on generating reports). The screen information comes from the
Prepare Checks function.

Note I

You cannot print these reports for manual checks.
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CJ Payday Work Reports Payday Work

Sample Worker’'s Compensation Report

0871972005 Builders Supply Page 2
3:57 MM Worker's Compensation Report
For Pay Period Ending 0871577005
Group Codes L 2 3 4 5

WC Code: 5010 OFFICERS

Eup. Ewployee === Regular ----- —---—- 0T/DT ------ Total we
o Haue goc. Zes. §  Class Hours Amount Hours Ancunt Amount  Premium
BOUOOL  Bourne, Linda C 4559-30-1099 ADM 173330 7E00_00 _oon -on 7s00_00 ZF_E0
CEROOL Cerard, Timethy G 458-22-4819 ADM  173.330 555000 .ooo .00 5550.00 16.68
JENOOL Jenkins, Kathy M 450-33-9093 ADM  173.330 7500. 00 .ooo .00 7500.00 zz.50

e Total of OFFICERS £19.930 ZO0s&0_00 _oon -on ZOSE0_00 Bl B5

Sample Union Report

0871972005 Builders Supply Page 1
3:57 PN Union Report
For Pay Period Ending 08/15/2005
Group Codes 12 3 ¢ 5

Union 1120 LOCAL 1120
Eup.  Employee ---- Begqular ----  ----- OT/DT ----- Total Deduction  Benefit
o] Hame Soc. Sec. § Class Hours Gross Hours Gross Gross Amount Amount
§T000L Stockard, Albert W 449-58-2392 180 24.000 666.70 000 oo 666.70 33.3%

Item Total of DUES 24.000 666.70 000 oo 666.70 oo 33.3%
210001 Stockard, Albert W 449-55-4352 180 44.000 £66.70 000 oo £66.70 33.00 <007»

Ttew Total of FENSION 44.000 £66.70 000 oo £66.70 33.00 oo
210001 Stockard, Albert W 449-55-4352 180 44.000 £66.70 000 oo £66.70 10.00 <D0O5>

Ttew Total of DUES 44.000 £66.70 000 oo £66.70 10.00 oo

Union Total of LOCAL 1120 43.00 33.34

Grand Total of A1l Unions 43.00 33.34
End of Report
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Payday Work CJ Payday Work Reports

Sample Certified Payroll Report

You must use a date range of exactly seven days when you prepare checksin
order to print the Certified Payroll Report.

0g/29/2005 Builders Supply Page 1
G:30 AM Certified Payroll Report
For Pay Period Ending 09/02/2005
Group Code 2

Job PROJOL Fandler Condos
Enployee Hrs. B/27 B/26 8729 8/30 Bs31 9/1 asz Pay Rate Other Pay Gross Wages
Address Type *Mon® *Tue® *lled® *Thu* *Fri® *3at® *5un® Total Job Total Tax W/H Total Ded Net Pay
ADADLOD H8N: 570-29-3456 R .00 &.00 7.50 &.00 .00 35.50 14,0800 FUH  175.00 .00 1341.12
William, Adams K [t} 1.30 2.50 4.00 043 83.15 758.70
3123 EAGLE WAY D .00 654.72 MED 159.45 ZEZ.66
EDEN PRAIRE ,MN &3204 H 2.50 2.30 5.00 SUH: M 8l.16

Other State: .00
Married (3) Deduction Detail:
gex: HMale Medical Ins = 5.68 Dental Ins = 3.38
EEO= White United Way = 7.50 Credit Union = l0.00
Class/Level/3kill: LABOFER 013 1L LABOFER 80 Z-1 Dues = 60.62 401K = B6.92

IRL Flan 68.55

AILOZO SEN:129-31-9233 R .00 .00 16.00 17.3z200 FWH 174.07 .0o 892.73
TROY, AILMAN T o l.00 2.50 .00 11.50 0AS 55.35 5Z8. 50
50Z GARDEN ROAD D .oo 575.69 MED 12.584 67.00
RIVER SIDE ,MI 50234 n .oo SWH: m 54.87

Other State: .00
Single (0] Deduction Detail:
Gex: Male Hedical Ins = 5.25 Dental Ins = 13.26
EE0= EBlack IRL Plan = 35.10 Dues = 13.39
Class/Levels5kill: CEMENT MASON 10 M1 FINISHER 91
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CJ Payday Work Reports

Payday Work

Sample Labor Burden Register

Labor burden is everything an employer pays on behalf of its employees:
employer FICA, FUTA, SUI, union benefits, and worker’s compensation. The
Labor Burden Register lists the labor burden amounts for each employee/job/

phase.
02/19/2005 Builders Supply Page 1
3:58 PM Labor Burden Register
For Pay Period Ending 0871572005

Group Codes 1 2 2 4 &
Job Phasze Enp . Total Total WMorker's
I I I Hours Amount Compr . Tnion OASDT Medicare FUTA SUT Total
91-125 O01FOUN =TOOOL 44000 E6E.70 z0.00 23,34 41.34 2,67 -oo -oo 104,35
91-125 *Job Total* 44000 E6E.70 z0.00 23,34 41.34 2,67 -oo -oo 104,35
GRAND TOTAL 44000 E6E.70 z0.00 23,34 41.34 2,67 -oo -oo 104,35
End of Beport
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Post Checks

When you post checks, these things happen:

The PAEDxxx (Employee History Deduction), PAEExxx (Employee
Earnings History), PAEGxxx (Employee General Information), PAEWxxx
(Employee Withholding History), PAEMxxx (Employee Miscellaneous
History), and PAHVxxx (Leave Adjustment History) files are updated with
check information.

The PATPxxx (Transactions Post) fileis cleared to accept the next set of
transactions entered through the Payroll Transactions function.

The department records for salaried employees are updated. If an employee
works in more than one department, the taxes paid by the employer are
posted to each of those departments.

If Payroll interfaces with Job Cost, manual checks are posted to Job Cost.
The paychecks detail istransferred to the PAHCxxx (Check History),
PAHDxxx (Check Deductions History), PAHExxx (Check Earnings History),
and PAHWxxx (Check Withholdings History) files if you elected to keep

check history in the Resource Manager Options and Interfaces function.

The pay period detail is posted to the GLIRxxx (Journal) file for the current
or the last fiscal year (if Payroll interfaces with General L edger).

Summary disbursement entries of the checks are created in the BRTRxxx
(Transactions) file (if Payroll interfaces with Bank Reconciliation).

Theinformation in the PACHxxx (Checks) fileis erased to make way for
check calculation for other groups of employees.

The number of weeks each employee worked is cal cul ated.
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Post Checks

Payday Work

Employee

6-62

e The payroll number in the PACTLxxx table isincremented.

e Thevacation and sick hours for employees are automatically updated if you
selected this option.

When you post checks, the information that is posted cannot be edited | ater.
Posting Entries

Below isanillustration of the employee portion of the entries that are made when
Payrall interfaces with General Ledger:

Payroll AdvEIC
Holding Cash Payment

DB| |CR DB|

[ T
GL Account in GLPAYxxx table (or if GLPXYxxx table
Earning Codes interfaced with Bank
Rec., the BRBAXXxx

file
) ] Fed State
Fed WH FICA State Loca Deduction Other Other Local

Liability ~Lisbility Licbility Liability Liability |jgpjjity 1.3 Other

|CR |CR |CR |CR |CR |CR |CR |CR

All these accounts are set up in the PAWIxxx (Withholdings) file and post to the
GL account number entered in the file, except for the deduction liability account,
which posts to the PADDxxx (Deductions) file.

If Payroll interfaces with Bank Reconciliation, the cash account comes from the
BR bank account you enter in the Post Checks function; otherwise, it comes
from the GLPAYxxx table. The payroll holding account comes from the earnings
code and advance EIC payment account comes from the GLPAYxxx table. The
liability, state-other, and local-other accounts come from the PAWIxxx file.
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Payday Work

Post Checks

Employer Posting Entries

Below is anillustration of the employer portion of the entries that are made to

General Ledger:
OASDI MED Sul FUTA Other Deductions
|CR |CR |CR |CR |CR |CR
I I
Liability in PAWIxxx file Liability in PADDxxx file
After posting:
OASDI MED SUl FUTA Other Deductions

DB|

DB| DB|

Expense Account in PAWIXxXx Expense Account in PADDXxXx

Theentries required for payroll processing are made in two parts:

*  Whenyou post checks, creditsfor net pay, deductions and taxes are posted; a
payroll holding account is debited for the gross pay; advance EIC is debited;
and employer expenses are posted.

»  Posted amounts do not include the types of other pay that are excluded from
the employer’s net pay, nor are these other-pay types posted to department
expense accounts. Only the types of other pay that areincluded in net pay are
posted.

*  When you post expenses to General Ledger, gross pay is distributed to the
appropriate departmental expense accounts.
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Post Checks Payday Work

Before You Post

If you have a multiuser system, make sure that no one else is using the Payroll
system. You cannot post if someone elseisusing Payroll functions. In addition, if
Payrall interfaces with General Ledger, make sure that no one else is accessing
the GLIRxxx file.

Back up your datafiles. Power surges or equipment failures can result in the loss
of information.

H-

E If you have Direct Deposit installed, you must use the Create Direct Deposit
L File function before you can post.

Post Checks Screen

Select Post Checks from the Payday Reports and Posting submenu. The Post
Checks screen appears.

| Post Checks
Commands Edit Modes Other Help

2xiznaen[2¢[ee@
Payroll Mumber 000054
Guarter 3
Group Code 0123
Period End 03152005
Date on Checks 06152005
GL Period 8
Bark Account FNEO01 (&)

Be sure that you have backed up your data files before posting.

Post To:
Post to Payroll Tax Maonth g August
Post Manual checks to Time Ticket Histary?
Harve you created the Direct Deposit File?

| Company H |08A17/2005 |Terminal TO0D | NS
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Post Checks

The payroll nhumber, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

Inquiry | 1.

2.

3.

4,
 pp

6.

If Payroll/Direct Deposit interfaces with Bank Reconciliation, enter the bank
account on which these checks are drawn.

If Payroll interfaces with General L edger and the system detects |last-year
files, you must select the current or the previous fiscal year to which to post
the checks.

Enter the payroll tax month you want updated by the post for month-end
processing. The month you enter prints on the Post Checks Log to help you
summarize checks for reporting purposes.

If you want manual check entries to be posted to time ticket history, select
the box (or enter Y in text mode); if not, clear the box (or enter N in text
mode).

If you have created the direct deposit file, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode), exit the function, and
do so before continuing.

Select the output device for the posting log. See “Reports’ on page 1-41 for
more information.

Theliabilities listed in the posting log may differ from those in the Employer’s
Tax Report because of rounding differences in the Employer’s Tax Report. The
Post Checks Log and the Employer’s Liability Report show actual totals.

After posting completes and the posting log is produced, the Payday Work menu
appears.
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Post Checks Payday Work

Post Checks Log

0817 200G Builders Supply PAGE 1
10:-15 AM Paost Checks
Description GCL Account Debit Credit
Medical Ins LE35000 E9_ 22
Dental Ins E3E000 z1.00
United Way z04000 18E.50
Credit Union 293300 [ ]
Duss 229300 1E5.00
401K 205000 487 _50
Parking g01000 35,00
Stock Plan Z0E000 17&.00
Uniform g01000 15.00
Enplyr Medicare Z02E00 2El.4¢
Emplyr OALSDI Z03z00 1,502.76
Federal WH Z03000 E.TEBR_ESZ
Enplye Medicare £03z00 3E1._45
Emplye ORSDT Z03Z00 1,802.76
M Tnenp Ins 03700 5,384 86
MN W/H Z03400 1,084_00
Net Cash Entry 100000 3z,456.33
Hold. Acct Regqular Pay Z0z000 1l,188._00
Hold. Acct Salaried Wage Z0E000 38,050.00
Enplyr Medicare Lz0000 351._46
Emplyr OASDT E30000 1,E802.76
MM Unenp Ins Ez0o0o0 6,284 26
5L Balance - Period 08 47,477,058 47 ,.477.08
Posted to Tax Month 2
Posted to Bank Account FMEOOL 3z ,456_ 33
Hours Wages
Job Totals -ooo .oo
End of Report
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Printing a Payroll Report

Earnings and Deductions Report

Sick Leave and Vacation Report
Transaction History Report

401(k) Report

Check History Register

Detail Leave Report

Profit Sharing Census

Worker's Compensation History Report
Union History Report
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Printing a Payroll Report

The functions on the Payroll Reports menu let you print reports of information
resulting from transaction and check entry, such as employee earning and
deduction amounts or employee leave amounts. These lists give you valuable
information about your employees’ payroll totals and serve as part of your
company’s audit trail.

You produce all payroll reportsin the same way. Use the instructions below to
print apayroll report, modifying the procedure as necessary for the report you are
printing. For example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the next.

Follow these stepsto print a payroll report:
1. Select the report you want to print from the Payroll Reports menu. The

selection screen for that report appears. The Sick Leave and Vacation report
screen is shown below as an example.

% | Sick Leave and Vacation Report
Commands Edit Modes ©Other Help

2xizpnme|[2¢]/0a@
Employes I From | BOUODM (&)
Thu  |STOOO1 (&)
Print for:
() Marth
(%) Quarter
Report For Guarter 3

Include Terminsted Employees? Fl

Company H |08 72005 | Terminal TOOD | INS
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Printing a Payroll Report Payroll Reports

Inquiry |

7-4

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all values in the list.

If the screen contains entry fields (for example, for entering date ranges,
check number ranges, codes, or financial quarters or periods), enter the
appropriate values to use when printing the report.

If the screen contains options that control whether the report is printed in
summary or in detail, select the option you want to use. Summary reports
generally present only grand totals for employees while detail reports print
totals for each employee.

If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

If the screen contains options or combo boxes that control what prints on the
report, select the option corresponding to the type of information you want to
print. You can select only one print option.

If the screen contains check boxes or Yes/No fields that control how
additional information prints on the list, select the check box (or enter Y in
text mode) to use that option when printing the list. Clear the check box (or
enter N in text mode) if you do not want to use that option.

Select the output device to begin printing the report. See “ Reports’ on

page 1-41 for more information. After you produce the report, the Payroll
Reports menu appears.
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Earnings and Deductions Report

Usethe Earnings and Deductions Report function to print a detail or a
summary report of employee month-to-date, quarter-to-date, and year-to-date
earnings and deductions. The information in this report comes from the
PAEDxxx (Employee Deductions History), PAEExxx (Employee Earnings
History), and PAEGxxx (Employee Genera Information) files.

Sample Report

08/17/2005 Builders Supply Page 1
2:45 PO Earnings and Deductions Report
Detail Report - August
by Last Name
Fup. ID  Buployes Name SsN Dept. ID
Code Earn. Desc. imount Code  Deduction Desc. imount  Earming Desc. Amount YTD Deduction Amount YTI
EOUG0L Bourne, Linda C 4E9-30-10%% 500
POl  Bonus 0o 0oL Medical Ins 10,56 Bonus -oo Medical Ins 10.56
P03 Cash Value 0o ooz Dental Ins 3.5z Cash Valus -oo Dental Ins 3.52
REG Regular DPay .00 003 Uniced Way 75.00  Regular Pay .00 Unived Uay 75.00
SAL Salaried Wage 15000.00 004 Credit Union 50.00  Sslaried Uage 15000.00  Credit Union E0.00
SIC Sick Pay 00 006 MN 401E 337.50 Sick Pay -oo 401K 337.50
VAC Vacavion Pay .00 003 Parking 34.00  Vacation Pay .00 Parking 34.00
———————————— 010 MM Stock Plan 100.00 -—--—--—--—-  Ztock Plan 100.00
Earning Totals 15000.00 011 Uniform 15.00 Earning Totals 1500000 Ui form 15.00
Cross Uages lgo00.000  mmmemmeeeee Cross Uages 1so00.00  mmmmmmmmmeo
Het Pay 12665.21 Eomp. Totals £2E.58  HNet Wages lz665.21  Emp. Totals £25.58
Emplr. Totals oo Emplr. Totals _oo
CEROOL Cerard, Timothy G 468-22-4818 500
POz Travel Exp .00 0oL Medical Ins 10.56  Trawel Exp .00 Medical Ins 10.56
PEC Pegular Pay .00 002 Dental Ins 3.5%  Regular Pay .00 Dental Ins 3.53
SAL Salaried Wage 5550.00 003 United Way 25.00 Salaried Wage 555000 United Way Z5.00
———————————— 006 MN 401K 150.00 —m—m—m-—--o- 4OIK 1£0.00
Earning Totals Eg50.00 mmmmmmmeeee Earning Totals EEEQ.O0 mmmmmm—eeee
Gross Wages 5550.00 Emp. Totals 189.09 Gross Wages 555000 Emp. Totals 18909
Hev DPay 4z08.10 Emplr. Totals .00 Het Wages 4208.10  Emplr. Towvals .00
JENOO1 Jenkins, Hathy M 460-39-9093 s500
PEC Pegular Pay .00 0oL Medical Ins 10.56  PRegular Pay .00 Medical Ins 10.56
SAL Salaried Wage ?500.00 002 Dental Ins 3.5z Salaried Wage 750000 Dental Ins 3.52
———————————— 003 Uniced Way 7E.00 -—--—--—----  United Uay 75.00
Earning Totals 7E00.00 mmmmmmmeeee Earning Totals 7EO0.00 mmmmmmmeeee
Cross Wages 7E00.00 Emp. Totals 85.08 Cross Uages 7EQ0.00  Eomp. Totals 85.08
Net Pay 4827.63 Emplr. Totals oo Net Wages 482763 Emplr. Totals -oo
JONOOL Jonchin, Maria K 468-80-9944 501
OVT Owertime Pay .00 0oL Medical Ins E.68  Overtime Pay .00 Medical Ins 5.63
PEC Pegular Pay £00.00 002 Dental Ins %.39  Regular Pay £00.00 Dental Ins 3.33
SIC Sick Pay 0o oo3 United Way 7,50 Sick Pay -oo United Way 7.50
VAC Vacavion Pay .00 004 Credic Union 10.00  Vacation Pay .00 Credit Union 10.00
———————————— 010 MM Stock Plan 25.00 -—--—--—--—-  Ztock Plan z5.00
Earning Totals &00.0O0O  mmmm——————— Earning Totals s00.000  —mm————————
Cross Uages £00.00 Emp. Tomals 51.57 Gross Uages €00.00  Emp. Towals EL.E7
Het Pay E02.5%3 Emplr. Totals .00 Het Wages E02.53  Emplr. Totals .00
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Sick Leave and Vacation Report

The Sick Leave and Vacation Report lists the month-to-date, quarter-to-date, and
year-to-date sick leave and vacation hours employees have used, the number of
such hours they have left for the year, and the amounts they have been paid so far
for vacation and sick time for both current and terminated employees. The
report’s information comes from the PAEExxx (Employee Earnings History) and
PAEGxxx (Employee General Information) files.

Thisreport isuseful in several situations. For example, employees might need to
know how much vacation time they have left for the year. (You can a so choose
to print remaining sick and vacation time on the employee’s paychecks—see
page 6-29.) Managers might want to know how much vacation time employees
have left so that they can plan staffing for projects. And the personnel department
might want to acknowledge perfect attendance records with an award.

Sample Report

08/17/2005 Builders Supply Page 1
z:43 PO gick Leave and Vacavion Report
for Quarter Mumber

——————————————— Quarter 3 Tear to Date --------—------  ----- Denaining -----
Euployee ---- Vacation ---- -—---- Sick -—---- ---- Vacation ----- —--—-- Sick —------ Vacation Hick
In Name Hours Pay Hours Pay Hours Pay Hours Pay Hours Hours
EOUD0L Bourne, Linda C

.ooo 0o ooo 0o &.500 262.00 000 0o s00 3.344
CEROOL Gerard, Timothy G

.ooo 0o ooo 0o ooo 0o 000 0o 40.000- 3.344
JENDOL1 Jenkins, Kathy M

.ooo 0o ooo 0o ooo 0o 000 0o 14456 3.344
JONOO1 Jonchim, Maria K

.ooo 0o ooo 0o 40.000 300.00 000 0o 13.333 3.340
LUKO01 Lukas, George

.ooo 0o ooo 0o ooo 0o 000 0o 14456 3.344
ROS001 Rossini, Lucinda A

.ooo 0o ooo 0o ooo 0o 8.000 46.00 13.333 3.340
ETO001 Svockard, Albert U

0o .0oo .00 48.000 429.60 z.000 17.90 45,333 33.340

TOTALS 000 0o .0oo .00 36. 500 381,60 10. 000 £3.90 £1.411 53,398
End of Repore
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Transaction History Report

Usethe Transaction History Report function to print a detail or a summary

report of the miscellaneous deductions and time ticket entries you recorded. The

information in this report comes from the PAEGxxx (Employee General
Information) and PATHxxx (Transaction History) files.

If you did not elect to save transaction history in the Resource Manager Options
and Interfaces function, you cannot produce this report.

Sample Report

08/17/2005 Builders Supply Page
z:dz PO Transaction History Report

Detail by Employee
Euployee Name
Eup ID H/E Date Dept Job Phase Cost Code Class Pate Dieces Type Code Hours Amount  Hote
3TO00L H 0l/08/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
ST0001 H 01/08/2005 100 SHE 8.950 0 PAY OVT 5.500 73.84
ETO00L H O0L/LE/ZO0E 100 SHP 5.950 0 PAY REG  40.000 358,00
3T000L H 0l/15/2005 100 SHP 5.950 0 PAY OUT &.000 107. 40
ST0001 H 01/15/2005 100 SHE 8.950 0 PAY DEBL 2.000 25.80
ETO00L H 0lf2Z/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
3TO00L H 0l/23/2005 100 SHP 5.950 0 PAY REG  30.000 268. 50
ST0001 H 0172972005 100 SHE 8.950 0 PAY VAC &.000 71.60
ETO00L H 0Ll/29/2005 100 5.950 0 PAY EIC z.000 17.90
3T0001 H 0Z/0E/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
3T000L H 0Z/12/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
ST0001 H 0271972005 100 SHE 8.950 0 PAY REG  40.000 358.00
STO00L H 0Zf26/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
3TO00L H 0Z/26/2005 100 SHP 5.950 0 PAY OUT 1.2E0 15.78
ST0001 H 0370472005 100 SHE 8.950 0 PAY REG  40.000 358.00
ETO00L H 03/11/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
3TO00L H 03/18/2005 100 SHP 5.950 0 PAY REG  40.000 358,00
ST0001 H 03/25/2005 100 SHE 8.950 0 PAY VAC  40.000 358.00
STO00L H 0440842005 100 SHP 5.950 0 PAY REG  48.000 429,60
3TO00L H 0471572005 100 SHP 5.950 75 PAY DREG  40.000 358,00
ST0001 H 04/15/2005 100 SHE .ooo 0 DED 010 .0oo 25.00
Euployee ST0001 Stockard, Albert U Earning Totals 75 E84.7E0 E317.42
Deduction Totals .0oo 25.00
Grand Totals; Earnings 75 1539, 830 2215327
Grand Totals; Deductions .0oo 399.00
End of Report
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401(k) Report

The 401(k) Report displays the deductions and matching codes and amounts for
each employee in the selection. Use the report to audit employee and employer

contributions to employee retirement plans.

Sample Report

08/17/2005
Z:50 PN

Builders Supply
4010k) Report

Detail Beport - Quarter 3

by Employee ID

Year to Date

Page

1

End of Repore

Eup ID Naume Dept EEN 401K 401K
EOUO01 Bourne, Linda C E00 4£3-20-1092 337.E0 F37.E0
GEROOL Cerard, Timothy G E00 4E68-22-4813 le0.00 150,00
JENOO1 Jenkins, Kathy M 500 450-33-9093 oo _oo
JONOOL Jonchim, Maria K E01 4E68-20-9344 .00 .00
LUKOOL Lukas, George E00 488-20-1281 .00 .00
ROSO001 Rossini, Lucinda A 501 460-33-9387 oo _oo
ST0001 Erockard, Albert W 100 443-E8-439Z .00 .00

CRAND TOTALS 487.E0 487,80
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Check History Register

The Check History Register shows the payroll checks you have written for the
employees and dates you select. Use the register as arecord of earnings,
deductions, withholdings, and cash disbursements. The information in the
register comes from the PAHCxxx (Check History), PAHDxxx (Check

Deductions History), PAHExxx (Check EarningsHistory), and PAHWxxx (Check
Withholdings History) files.

Note I

OASDI and Medicare amounts appear as one sum in the FICA field in the

register for history accumulated beforeinstallation of Payroll version 4.06 or
higher.

You cannot print thisreport if you did not elect to save check history in the
Resource Manager Options and Interfaces function.

E If Direct Deposit isinstalled, and if you selected the Print Voucher Split
L Information? option, employee direct deposit voucher information appears on
the register along with check information.
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Check History Register

Payroll Reports

Sample Register

0871772008 Builders Supply Page 7
251 M Check History Register
Printed in Summary by Employee ID
-- Earnings - - Withholdings - Deductions - -

Euployee Salary or
I Soc. See. No. Code Hours Wages  Type/Code Dascription 2mount Code Description Amount
Albert W Stockard, Total 120.000 143200 Total Withholdings 372.40 Total Deductions z4.17
=T000L Total Ewplr. With. .00 Total Emplr. Ded. .on

Gross Wages 1432.00

Net Pay 102311

Check Humber 0001040

Date 0373172008
Stockard, Albert U Total 98.000 921.85  Total Withholdings 187.73 Total Deductions z4.17
=T000L 449-56-4352 Total Ewplr. With. 165.47 Total Emplr. Ded. .on
Gross Wages 521.85

Net Pay 700.73

Check Number 0001072

Date 0740172008
Stockard, Albert U Total 40.000 358.00  Total Withholdings 27.39 Total Deductions 49.17
ET000L 449-56-4352 Total Ewplr. With. 330.27 Total Emplr. Ded. .on

Cross Wages 358.00

Net Pay z81.44

No Check Printed

Vhr # 0001967 z81.44

Date 08/15/2005

haiadas s T3 1Y £00.00
Employse STO001 Totals Total 584.750 580967  Total Withholdings 140400 Toral Deductions 145.85

Het Pay Total 4711.62 Total Ewplr. With. 485.74 Total Emwplr. Ded. .on

7-14

Payroll User’'s Manual



Detail Leave Report

The Detail Leave Report serves as an audit trail of your employees’ sick and
vacation time accruals and earnings. It gets the information from the PAHVxxx

(Leave Adjustment History) file.

Sample Report

08/17/2005 Builders Supply Page 1
Z:54 PM Detail Leawe Report

Posted And Unposted Leave by Employes

******** Vacation Sick

Euployee Date Earned Used Bal Earned Used Bal
EOUD0L Eourne Linda C Beg Bal 500 .oo0 L E00 3.344 000 3.344
Total For: BOUOOL Bourne Linda C s500 ooo 500 3.344 ooo 3.344
CEROOL Cerard Timothy G Bey Bal 000 40.000 40.000- 3.344 000 3344
Towal For: GERODOL Gerard Timothy G 000 40. 000 40.000- 3.344 000 3.344
JENOO1  Jenkins Kathy M Beg Bal la_ 456 ooo 14456 3.344 ooo 3.344
Total For: JENDOL Jenkins Rathy I 14,458 .oo0 14.45¢ 3.344 000 3344
JONDO1 Jonchim Maria K Beg Bal 13,333 .oo0 13.33% 3.340 000 3.340
Total For: JONOOL Jonchim Maria E 13.333 ooo 13.333 3.340 ooo 3.340
LUKOO01 Lukas George Bey Bal 14,458 .oo0 14.45¢ 3.344 000 3344
Towal For: LUKDOL Lukas George 14,456 .oo0 14.48¢ 3.344 000 3.344
ROS001  Rossini Lucinda & Beg Bal 13.333 ooo 13.333 3.340 ooo 3.340
Total For: BOS001 Rossini Lucinda A 13.33% .oo0 13.33% 3.340 000 3.340
STO001  Stockard Albert U Beg Bal 45,333 .oo0 45,333 33.340 000 33. 340
Total For: STO001 Stockard Albert W 45333 ooo 45333 33.340 ooo 33.340
GRAND TOTAL 101.411 40000 Gl.411 53.396 ooo 53.396
End of Report
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Profit Sharing Census

The Profit Sharing Census shows the total hours and gross dollarsinvested by an
employee based on check history. The information in the census comes from the
PAEGxxx (Employee General Information) and PAHCxxx (Check History) files.

If you did not elect to save check history in the Resource Manager Options and

Interfaces function, you cannot produce this report.

Sample Census

468-60-3544

Maria K Joachim

0871772008 Builders Supply Page 1
3:05 DM Profit Sharing Census
by Employes ID
Euply Check Date Hours Gross Wages
EOT00L 1025 0173142004 .o0n 8250.00
EOT00L 1033 02/28/2004 .o0n 7500.00
BOUO0L 1041  D3/31/2004 .ooo 750000
EOT00L 1073 1040172008 172,330 7633.82
EOT00L 1073 08/1E/Z00E 173.330 7500.00
BOT00L 1153 0871542008 173330 750000
Ewployee EOUOOL Totals E15.990 45883.82 Birch: 06/07/1964 Hire: 01/08/1898  Term:
459-30-1099 Linda C Bourne
GEROOL 1026 0173142004 .o0n £050.00
GEROOL 1034 02/28/2004 .o0n E550.00
GEROOL 1042 D3/31/2004 .ooo 5550.00
GEROOL 1074 10/01/2008 172,330 £550.00
GEROOL 0871672008 173.330 E550.00
Ewployse GERODL Totals 246.660 28250.00 Birth: 12/31/1959 Hire: 01/23/1992  Term:
458-22-4819 Timothy G Gerard
JENDOL 1027 01/31/2004 .ooo 7500.00
JENOOL 1035 0Z/Z8/Z004 .o0n 7500.00
JENDOL 1043 033142004 .o0n 7500.00
JENDOL 1075 1040142005 173.330 750000
JENDOL 1081 087152008 172,330 7500.00
Euployee TENODL Totals 346,660 37500.00 Birch: 10/26/1964 Hire: 05/31/1892  Term:
450-39-9093 Hathy M Jenkins
J0N00L 1023 0173142004 1z&. 000 1z00.00
J0N00L 1037 0Z/Z6/Z004 160,000 1z00.00
J0N001 1045 033142004 160,000 120000
J0N00L 1077 1040142008 95. 500 74813
J0ND0L D8/15/2005 80.000 £00.00
Euployee TONOOL Totals €26. 500 484813 Birch: 04/22/1969 Hire: 03/31/1898  Term:
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Worker’'s Compensation History Report

The Worker's Compensation History Report shows worker’s compensation

ﬁ J C history by employee, worker’s comp code, or by date. The report lists the
worker’'s compensation code, transaction date, the employee's name, social
security number, class code, regular and overtime hours and earnings, and the
amount of the worker’s compensation premium. The information comes from the
Worker’s Compensation History file (PAHWX).

An asterisk (*) appears next to items that were entered manually through the
Worker’s Comp History Adjustment function.

If you find missing or incorrect information, use the Worker’s Comp History
Adjustments function to correct the information.

Sample Report

08/25/2005 Builders Supply Page 5
4:06 PM Vorker's Compensation History Report
(Date: ALL)

WC Code: 8030 CONCRETE

Ewployee  e—mee Regular ----- ------ OT/DT ------ Total e
Date Hame Soo. Zec. # Class Hours Bmeunt Hours Imoumt Bmeunt Imoumt

Williem, Adams K E70-23-3456 018 15,000 z76.00 z.000 E1.75 32778 17.51
01/07/2005 William, Adams K E70-23-3456 018 &.000 11764 - 000 oo 11764 6,38
03/31/2005 William, Adams K 570-29-3456 019 183.000 z648.26 74.500 1784.87 443313 208.53
04/04/2005 Willism, Adams K 570-23-3456 013 1o0.000 400,00 .ooo .on 400,00 s.00 %
08/07/2005 William, Adsms K 570-23-3456 018 41.128 708,42 2. 500 9086 788,88 43.42
11/27/2004 Jonchim, Maria K 468-80-9944 OFF 6.000 45.00 z.000 zz.50 57.50 3.38
CONCRETE Total z64.125 4131.32 g2.000 184968 £141.00 284.13
+ Item was entered through Worker's Comp History hdjustments
GEAND TOTAL Z545.925 11643842 z57.000 5575.26 122013.68 1040.41
End of Report
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Union History Report

The Union History Report shows union history by employee, union ID, or by

ﬁ J C date. The report lists the union code, transaction date, employee’'s name, social
security number, class code, regular and overtime hours and earnings, and
deduction and benefit amounts. The information comes from the Union History
file (PAHUX).

An asterisk (*) appears next to items that were entered manually through the
Union History Adjustments function.

If you find missing or incorrect information, usethe Union History Adjustments
function to correct the information.
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Union History Report Payroll Reports

Sample Report

08/26/2008 Builders Supply Page 1
4:08 M Union History Report
(Date: AL
Union 1120 LOCAL 1120
Employee ---- Begular ----  —---- OT/DT ----- Total Deduction Benefit
Date Hame Goo. Heo. # Hours Gross Hours Gross Gross Imoumt Imoumt

0z2/07/2008 William, Adans E E70-29-3456 1.000 1lg.00 .00g .00 l2.00 .20
02/06/2005 Willian, hdans K 570-23-3456 10.000 17850 -o0o oo 17550 8,93
06/07/2005 TROY, AILMAN J 129-31-3233 31.000 479.62 z.000 45.46 525.08 26.25
10/01/2004 William, Adans E E70-29-3456 100.000 1000.00 . aog .00 1000. 00 200,00 *
01/01/2005 William, hdans K £70-29-345¢  100_000 100.00 -o0o oo 100.00 z0.00 %
01/01/2005 TROY, AILMAN J 129-31-3233  100.000 z0.00 .oog .oo z0.00 z.00 *
0170172008 TROY, AILMAN T 123-31-3233 1z.000 z00.00 .00g .00 Z00.00 *
02/02/2005 Williaw, hdans K £70-29-345¢  100_000 100.00 -o0o oo 100.00 zo.on *
020272005 William, Adans E 570-79-3456  100_000 Zoo.oo .ooo .oo zo0.00 30000 *
Itenm Total of DUES £54_000 zz96.12 z.000 4546 z341.88 oo 52308

* Item was entered through Union History Adjustments

0Z/07/Z008 William, Adams E E70-Z9-3456 1.000 lg.00 .00g .00 l2.00 L7E <007
02/06/2005 Williaw, hdans K 570-25-3456 10000 176.50 -oog oo 17550 7.50 <007%
03/03/2005 William, Adans E S70-23-3456  Z00.000 30.00 .oog oo 20.00 4.00 <007>%
0&6/07/2008 William, Adans E E70-29-3456 41.128 702,42 F.E00 90. 56 733,98 32,99 <007
06/07/2005 TROY, ATLMAN J 129-31-3233 31.000 47962 z.000 4546 525.08 25.05 <007%
06/07/2005 William, Adans E 570-29-3456 4l.000 707.28 2.500 90.56 797.82 33.90 007>
06/07/2008 TROY, AILMAN T 123-31-3233 31.000 472,62 2.000 45. 46 EzE.08 ZE.0E <007
11/20/2004 Jomchin, Maria K 468-80-3944 &.000 45.00 z.000 zz.E0 €7.50 £.30 =007
Itew Total of PENSION Zel_lzt ZE47.42 1z.000 294.54 Z341.96 126,54 .oa

+ Item was emtered through Union History Adjustments

0Z/07/2008 William, Adans E E70-Z29-3456 1.000 lg.00 .00g .00 l2.00 LE7 <00Ex
0Z/08/Z008 William, Adams E E70-Z9-3456 10.000 172.80 .00g .00 172,80 Z.68 <00E>
06/07/2005 Williaw, kdans K 570-29-3456 41.1z5 709.47 3.500 90.56 799.98 1z.00 <005»
06/07/2005 TROY, AILMAN J 129-31-3233 31.000 479.62 z.000 45.46 525.08 7.8% <005
06/07/Z008 William, Adams E E70-Z9-3456 41.000 707.2¢6 Z.E00 90. 56 7R7.82 11.27 <00&=
06/07/2005 TROY, ATLMAN J 129-31-3233 31.000 47962 z.000 4546 525.08 7.88 <005
11/20/2004 Jonchim, Maria E 463-30-3944 £.000 45.00 z.000 22.50 €7.50 1.01 <005>
Iten Total of DUES 161.125 2617.42 13.000 29454 2911.96 4369 oo
Tnion Towal of LOCAL 1120 12023 52308
Gremd Total of ALl 12023 52308

End of Beport
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Printing a Personnel Report

The functions on the Personnel Reports menu let you print reports containing
employee information, such as key dates, education and degree data, or personnel
rosters. These lists give you valuable information about your employees and help
you plan for salary reviews, orientation meetings, anniversaries, or birthdays.

You produce all personnel reports in the same way. Use the instructions below to
print a personnel report, modifying the procedure as necessary for the report you
are printing. For example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the next.

Follow these stepsto print a personnel report:

1. Select the report you want to print from the Personnel Reports menu. The
selection screen for that report appears. The Personnel Roster screen is
shown below as an example.

| Personnel Roster
Commands Edit Modes Other Help

2xrramn[-o(0@
Employee I From  |BOUOOY E] Prirt Uzer-Defined Fields
Thru | STOOM (&) Inz Coverage
Supervizor  From E] Uszer Label 2
Thru (&) User Label 3
Departmert  From (100 E] Comments 1
Thru 501 (&) Commments 2
Class From & Comments 3
Thru E]
Prirt Date of Birth? "]
Prirt by Print Salary Information? |:|
O Ernployee D Page Break After DeptiSupr? |:|
() Last Name Print Status Active v
) Supervisor Prirt Address Information? [Pl
(®) Department

Headings
12345672001 E23456785012345678590123456
Line1 |Persommnel Roster
Line2 |All Fields Printed
Line 3

Cormpany H |084 772005 | Terminal TOOD | INS
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Printing a Personnel Report Personnel Reports

Inquiry |

8-4

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all values in the list.

If the screen contains entry fields (for example, for entering date ranges,
birth months, or report headings), enter the appropriate values to use when
printing the report.

If the screen contains options that control the order in which information is
sorted or printed, select the option you want to use to sort the information.
You can select only one sort option.

If the screen contains check boxes or Yes/No fields that control how
additional information prints on the report, select the check box (or enter Y
in text mode) to use that option or print that field when printing the report.
Clear the check box (or enter N in text mode) if you do not want to use that
option or print that field.

If the screen contains options or combo boxes that control which types of
information print on the report (for example, active or terminated employees
or start date or adjusted hire date), select the option corresponding to the type
of information you want to print. You can select only one print option.

Select the output device to begin printing the report. See “Reports’ on

page 1-41 for more information. After you produce the report, the
Personnel Reports menu appears.
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Salary Review Report

The Salary Review Report shows employees who are due for a salary review. It
can help you determine when employees are due for areview, or you can use it to
review salary and bonus history. A worksheet version of the report is also
available, which you can use while figuring salary increases or bonuses. The
information in this report comes from the PAEGxxx (Employee General
Information) and PAEPxxx (Employee Personnel) files.

Sample Report

0gs17/20058 Builders Supply Page 1
3:41 MM Salary PRewiew Report
Bv Euwployes ID

Eup. ID Ewmployee Name Dept Next Review Title
SZup. ID Supervisor Name Hire Date Last Rewview Labor Class
EOUOO1l Eourne, Linda C £00 1l/1lz/0E8 Admin. Asst.
LUEOOL George Lukas oLs05/98 11712704 President
GEROOL CGerard, Timothy & E00 04,0106 ¥ P Zales
EOTO01  Linda Bourne C OLrfE23/92 04/01/08 Vice President
JENOOL Jenkins, Kathy N Eon

05731592 Vice President
JONO0O1l  Jownchim, Maria E 501 Secretary
LUKOO0l CGeorge Lukas nz/21/92 Secretary
LUKO01 Lukas, George 500

04/01/91 Managemnent
ROZ001 PRossini, Lucinda & s01

1l/04,/94 Secretary
S8TO001  Stockard, Albert W 100

11l/30/97 Zhipping
End of Reportc
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Employee Birthday Report

Usethe Employee Birthday Report function to produce alist of employees born
during a specified month or range of months. The information in this report

comes from the PAEGxxx (Employee General Information) and PAEPxxx

(Employee Personnd) files.

Sample Report

0871772008
3:42 M

Bup. ID Euployee Name

Builders Supply
Employee Eirthday Report
By Emwployee ID

Supervisor Name

Date of Birth

rage

hge

BOUOOL  Bourne, Linda C
CERIOL  Berard, Timothy &
JENO0L  Jenkins, Kathy M
JONIOL  Jonchim, Maria K
LUKO0L  Lukas, George
ROSO0L  Rossini, Lucinda A

STO001 Stockard, Albert W

End of Report

Ceorge Lukas

Linda Bourne C

Ceorge Lukas

June 07
December 31
October 26
hpril 2z
Hovember 15
July 04

Decenher 18
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Employment Anniversary Report

Usethe Employment Anniversary Report function to produce alist of
employees, their start dates, and their length of employment with the company.

Theinformation in this report comes from the PAEGxxx (Employee General
Information) and PAEPxxx (Employee Personnel) files.

Sample Report

0871772
2:d4d MM

Emp. ID
Sup. ID

005 Builders Supply
Employment Anniversary Report
By Employes ID
Employes Name Dept. Start Date YRS Adj. Hire
Supervisor Name

rage

Last Pewiew Date
HNext Peview Date

EOQUOOL
LUEOOL

GEROOL

EOQUOOL

JENOOL

JONOOoLl

LUEOOL

LUOEOOL

ROE00L

ETO00L

End of

Bourne, Linda C E00 01/03/1938
Lukas, George

Gerard, Timothy G £00 0172371932
Bourne, Linda C

Jenkins, Kachy M £00 0E/31/1952
Jonchin, Maria K £01 0373171958
Lukas, George

Lukas, George 500 0470171951
Rossini, Lucinda A £01 1170471994
Stockard, Albert U 100 1173071997
Report

1z

1z

14

pi)

01/08/1938

0172371292

0E/31/1292

0373171298

0470151991

1170451994

11/530/1937

Last:
Next:

Last:
Next:

Last:
Next:

Last:
Next:

Last:
Hext:

Last:
Hext:

Last:

Hext:

1ll71lz/z004
1l/1lz/z008

04,/01/Z008
04,/01/Z00&
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Personnel Roster

Sample

The Personnel Roster isalist of employees and miscellaneous information about

them. The information is taken from the PAEGxxx (Employee General
Information) and PAEPxxx (Employee Personnel) files.

Roster

02/17/2008 Builders Supply Page 1
2:28 M Personnel Roster
A1l Fields Printed
Emp. IP Employee Nane D.0.H. SEN Dept. Sex EEO Class H/S Group Chir. Loc.
Title Adj. D.O.H. D.O.T.
ETO00L Stockard, Albert T 11723071227 442-£2-432Z 100 n £ EHP HRL 1
1172071237
Ins Cowverage: User Label Z: User Label 3:
Comments 1
Comments Z
Comments 3
EOUOOL Bourne, Linda C 0L/0271228  452-30-1022 500 F z Pr= SAL L
Admin. Asst. 0L/0271238
Ins Cowverage: Family/Blue Cross User Label Z: User Label 3:
Comments 1 Linda is on the board of directors for Malcahy Companies
Comments Z
Comments 3
GEROOL Gerard, Timothy & QLfZ3/1992 468-ZZ-481% 500 I 1 VP SAL L
¥V P Sales QLrz371932
Ins Cowverage: Family/Blue Cross User Label Z: User Label 3:
Comments 1
Comments Z
Comments 3
JENOOL Jenkins, Eathy N Q573171992 460-32-2023 500 F 1 VP SAL L
0573171932
Ins Coverage: Single/imer. Family User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
LIUENOL Lukas, Geordge 04/01/71991 488-30-1281 500 n 1 MG 8AL 1
04/01/1991
Ins Coverage: Family/ Amer. Family User Label Z: User Label 3:
Comments 1
Comments 2
Comments 3
;
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Education Report

The Education Report shows employees’ education history and other user-
defined information. The information is taken from the PAEGxxx (Employee
General Information) and PAEPxxx (Employee Personnel) files.

Sample Report

08/17/Z00E Builders Supply Page 1
3:45 P Education Report
By Employes ID

Emp. IP Enployes Nane Dept. IF D.0.H. Degree Description Major

BOUOOL  Eourne, Linda C 500 01/09/1998 BA Bachelor of Arts Business Adninistration
M Master of Arts Business Finance

Ins Coverage: Family/BElue Cross User Label Z: User Label 3

Comments 1 : Linda is on the board of directors for Mulcahy Companies

Comments Z
Comments 2

GEROOL Gerard, Timothy & 500 0152351992

Ins Cowverage: Family/Blue Cross User Label Z: User Label 3:
Comments 1

Comments Z

Comments 3

JENOOL Jenkins, Kathy II 500 0573151992

Ins Coverage: Singlefimer. Family User Label Z: User Label 3
Comments 1 :

Comments Z

Comments 3
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Key Date Report

Usethe Key Date Report function to produce alist of employees based on a date

you select. The key dates are taken from the USRDDxxx table.

Sample Report

End of Report

08/17/20085 Builders Supply Pags 1
3:48 P Key Date Report
Peport on License
Ewmp. ID Employee Name Dept. SSH Class Work Fhone Ext. Job Title Sup.  Licenss
BOU0OL EBourne, Linda C E00 453-30-1083 Prs Admin. Asst. LUKOO0L 05/13/03
CEROOL Cerard, Timothy G E00 468-22-4813 VP V P Sales BOUOOL
JENOOL Jenkins, Kathy M E00 460-359-9093 VP
JONOOL Jonchin, Maria K E01 468-80-9944 ZEC Secretary LURO0L
LURO0L Lukas, Beorge E00 488-30-1281 MOR
ROZ001 Possini, Lucinda & E01 460-359-9982 ZEC
STOO0L  Stockard, Albert W 100 443-E8-43592 SHP
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Additions and Terminations Report

Sample Report

Usethe Additions and Terminations Report function to produce areport listing
new and former employees for verification or for information purposes, such as
scheduling benefits meetings, orientation sessions, or both. Information for the

report comes from the PAEGxxx (Employee General Information) and PAEPxxx
(Employee Personnd) files.

0841772005
3:48 DM

Eup. ID Euployes Naume

Builders Supply
Additions and Terminations Report
By Euwployee ID

Supervisor Name

rage

Start Date End Date

BOUOO1

GEROOL

JENOO1

JOoNOO1

LUEOO1

L0001

8T0001

Bourne, Linda C
501 N Hamilton Ave
Edina, MN 55435

Gerard, Timothy G
13330 E 3Znd Ave
Minnespolis, MN 5505

Jenkins, Kathy M
1200-24 Wright Blwd
Apt 402

Minnespolis, MN 5505

Jonchin, Maria K
3321 W 52 Ave
Minnespolis, MN 5505

Lukas, Beorge
4862 Sky View Dr
Plymouth, MN 55427

Possini, Lucinda &
2285 West Laks Drive
Minnespolis, MN 5505

Stockard, Albert W
8201 W. Broadway
gt. Paul, MN 55101

End of Report

Ceorge Lukas

Linda Bourne C

Ceorge Lukas

453-20-1033

468-22-4813

460-25-30332

462-20-9544

428-230-1281

460-25-2382

448-E2-43382

01/08/1938

0172371932

0573171932

0373171938

04,/01/1331

11704719394

11/30/1937
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Periodic Processing

Enhanced Payroll Tax Reports
Create Prenotification File
Department Report

Post Expense to GL
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Quarterly Withholding Report
Quarterly State Unemployment Report
941 Worksheet

W-2 Forms

Roll Up Leave Balances

Purge Recurring Entries
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Periodic Processing

9-2

Introduction

The functions explained in this chapter are to be performed periodically—some
monthly, some quarterly, some annually. Check with the federal, state, or local
governments to determine which of the reports you are required to produce and
file.

At the end of every general ledger period, produce the Department Report before
you post expenses to General Ledger. At the end of the month, you may need to
produce the Monthly Withholding Report. Every quarter, produce the Quarterly
Employer’s Tax Report, the Quarterly Withholding Report, the Quarterly State
Unemployment Report, and the 941 Worksheet. At the end of the quarter,
perform periodic maintenance. At the end of the year, perform year-end
maintenance, produce W-2sfrom last year'sfiles, and close last year.
Periodically, you should use the Roll Up Leave Balances function, unless you
want to have a permanent record of employees’ sick and vacation time.
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Enhanced Payroll Tax Reports

Usethe Enhanced Payroll Tax Reports function to build comprehensive tax
reports from your OSAS Payroll data. This function works in conjunction with
FormsViewer, an interactive application from Aatrix Software that creates tax
reports based on Payroll data. See Appendix D for more details on FormsViewer.

Before using this function, check the code mappingsin the Enhanced Payroll
Tax Codes function (page 11-29) to make sure they are correct for your system.

This function works in two steps:

1. First, OSASbuilds atext file from Payroll history that contains information
that isvalid for the dates you specify.

Note: Thisfile contains Payroll information only if you chose to save check
history in the Payroll Options and Interfaces function. If you do not save
check history, thisfileisblank. You can still use this function and
FormsViewer to create interactive forms and print tax reports, but these
forms and reports will aso be blank. You will need to enter al information
manually into the formsif you do not save check history.

2. If you use Windows, OSAS launches FormsViewer to create the form you
selected and fill it with data from the file. When the tax report appears, color
coded areas alert you when data is required or where information can be
edited. After you complete and approve the form, you can print it and send it
to the appropriate tax authority (depending on the state; some states require
that you file electronically. Check your state’s requirements carefully.) or use
Aatrix’s optional eFile serviceto electronicaly file the information.

Since FormsViewer works only with Windows, OSAS cannot launch it
automatically if you use Linux, UNIX, or Mac OS X. Instead, OSAS creates the
file and optionally compressesit into a.ZIPfile. After creating the file, copy it to
a diskette or network location, move to the Windows workstation on which you
installed FormsViewer, and then use FormsViewer to open thefile and create a
tax form. See page D-13 for details.
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Enhanced Payroll Tax Reports Periodic Processing

Demo Mode By default, FormsViewer opensin demonstration mode. Although thismodeis
fully functional, registration messages appear when you open FormsViewer and a
“DEMOQ” watermark prints on all tax forms. You need to register FormsViewer
with an annual subscription to remove these messages and watermarks. Contact
your Open Systems software provider for subscription information and to receive
aregistration key. If you choose not to register FormsViewer, you can continue to
use it indefinitely in demonstration mode.

Check Be sure to check the forms you create with FormsViewer carefully. Due to
Reports differences between required information on forms and how OSAS records data,
Carefully you need to manually check the forms generated in FormsViewer carefully for

accuracy. See “Notes’ on page D-19 for more information on the values you need
to pay special attention to.

Creating Follow these stepsto create the file on a Windows workstation:
Files on
Windows 1. Select Enhanced Payroll Tax Reports from the Payroll Periodic

Processing menu. The Enhanced Payroll Tax Reports screen appears.

& | Enhanced Payroll Tax Reports
Commands  Edit Modes Other Help

2xizramn|-¢ (0
Wiew Mode Live w
Form Type Open date v
Year 2005
File Mame MMT &

Pick Date  From [10m12005 [79)
Thu  [11452005 [T5)

Select Form to Process 9

Company H | 11/03/20085 | Terminal TOOD | OYE
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Periodic Processing Enhanced Payroll Tax Reports

2. Select the View Mode in which to open FormsViewer:

e Select Live to use the data in the current file and open FormsViewer to
the new form you select below.

e Select History to work with aform you saved previously. OSAS
automatically launches FormsViewer, which opens a screen from which
you can select the existing form that you want to work with.

3. Select the Form Type to generate:

e Select Open Date to generate aform that contains data that is valid
between the dates you enter. After selecting Open Date, enter the year
to assign to the data and the dates to use when generating the file in the
Year and Pick Date fields below.

e Select Monthly to generate aform that contains data for the month and
year you select. When the Month/Year fields appear, enter the month
and year to use when generating the file.

e Select Quarterly to generate aform that contains data for the quarter
and year you enter. When the Quarter/Year fields appear, enter the
guarter and year to use when generating the file.

e Select Annual to generate aform that contains data for the year you
enter. When the Year field appears, enter the year to use when
generating thefile.

4. Enter the File Name. If you select Monthly, Quarterly, or Annual in the
Form Type field, OSAS automatically entersafile name based on the month
or quarter and year you entered. If you select Open Date in the Form Type
field, be sure to enter the . AUF extension after the file name.

If you enter an existing file name, a message appears warning you that afile
with that name exists. To overwrite thisfile with new information based on
your selections, select Yes. If you want to use the information in the current
file with anew form, select No. The system jumps to the Select Form to
Process field where you can select the form to use with the existing data.
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Enhanced Payroll Tax Reports Periodic Processing

If you selected Open Date in the Form Type field, enter the dates to use
when generating the file in the Pick Date fields. If you selected Monthly,
Quarterly, or Annual, OSAS automatically enters the dates that correspond
to the month or quarter and year you selected.

Select the tax form you want to create from the datain the file.

After you select the form, OSA S automatically launches FormsViewer.
FormsViewer pulls the information from the file and creates the form.

1Y 0548 Enhanced Payroll Tax Reporting - MN New Hire Report EHE‘E|

File Edit View Company Help
Review [ Edit My Copy State Copy Q
i 3
<[ 1 3 . e o o
e ' Red Fields must be filled before continuing. T ‘ gy L«“
Prev Step Mest Step Print Save
Minnesota New Hire Reporting Form
Effective July 1, 1996 Minnesota Statute 256.293 requires all Minnesota Employers, both public and private, to report all
newly hired, rehired, or returning to work employees to the State of Minnesota withhin 20 days of hire or rehire date.
Information about new hire reporting and online reporting is available on our website: www.mn-newhire.com
Send completed forms to: To ensure the highest level of accuracy, please print neatly in ™
Minnesota Mew Hire Reporting Center capital letters and avoid contact with the edges of the boxes.
PO Box B4212 The following will serve as an example:
St. Paul, MK 55164-021
Fax: [51) 2274391 or tolfree fax (300) B92-4473 [a]B]C] [1]2]7%]
Pt 0B 172004
EMPLOYER INFORMATION
Federal Employer 1D Number (FEIN) (Please use the same FEIM as ine lsted employee’s quarterly wages will be reported under).
[77 ] [r777777
Employer Name:
|EUILDERS SUPPLY ‘
Employer Address(FPiease indicate the address where the income Withholding Orders showld be sent).
|1157 VALLEY PARE DR ‘
Employer City: Employer State:  Zip Code (& digit)
|SHAKOPEE ‘ ‘M:N ‘ ‘55379 ‘
Emplayer Phone: Extension Emplayer Fax:
(952) 406-2465 | 1 1 [(a52) 495-2495 ‘
v
For Help, press F1 DRAFT  Page 1 of 1 UM

Use the FormsViewer tools and commands to verify and complete the form.

When you finish working with the form, close FormsViewer (and save the
form, if necessary). When you return to OSAS, press F7 to exit the
Enhanced Payroll Tax Reports function. When the Do you wish to erase
AUF file? message appears, select Yes to delete the file or No to retain it.
Delete the file if you want to prevent unauthorized users from opening it. If
you want to use the file with another form, be sure to select No to retain it.
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Periodic Processing

Enhanced Payroll Tax Reports

Creating Follow these stepsto create the file from OSAS Payroll data on a UNIX, Linux,
Files on or Mac OS X system, then work with it to create forms in FormsViewer on
UNIX, Windows:

Linux, or

Mac OS X 1. Select Enhanced Payroll Tax Reports from the Payroll Periodic

Processing menu. The Enhanced Payroll Tax Reports screen appears.

&% | Enhanced Payroll Tax Reports
Commands Edit Modes Other Help

AEL)

22Xtz heEn[ ¢[00

igw Mode

Form Type

Year
File: M amne
Pick Date

Zip File?

From
Thiu

[e ]

o

|Campary H [11/03/2005 | Terminal TOOD [0VA

Because you cannot automatically launch FormsViewer from OSASon

UNIX, the View Mode field is not available—you always use the Enhanced
Payroll Tax Reports function on UNIX to create a new file or prepare an
existing one for use with FormsViewer.

2. Select the Form Type to generate:

e Select Open Date to generate aform that contains data that is valid

between the dates you enter. After selecting Open Date, enter the year
to assign to the data and the dates to use when generating the file in the
Year and Pick Date fields below.
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Enhanced Payroll Tax Reports Periodic Processing

9-8

e Select Monthly to generate aform that contains data for the month and
year you select. When the Month/Year fields appear, enter the month
and year to use when generating the file.

e Select Quarterly to generate aform that contains data for the quarter
and year you enter. When the Quarter/Year fields appear, enter the
guarter and year to use when generating the file.

e Select Annual to generate aform that contains data for the year you
enter. When the Year field appears, enter the year to use.

Enter the File Name. If you select Monthly, Quarterly, or Annual in the
Form Type field, OSAS automatically enters afile name based on the month
or quarter and year you entered. If you select Open Date in the Form Type
field, be sure to enter the . AUF extension after the file name.

If you selected Open Date in the Form Type field, enter the dates to use
when generating the .AUF filein the Pick Date fields. If you selected
Monthly, Quarterly, or Annual, OSAS automatically enters the dates that
correspond to the month or quarter and year you selected.

Press Page Down to enable the Zip File? check box and continue.

If you want to compressthe fileinto a.ZI P file, select the Zip File? check
box (or enter Y in text mode), then press Page Down to create thefile.

When you select this check box, thefileis compressed into a.ZIPfile, which
may be easier to transport on adisk. You need to unzip the file to adirectory
on the Windows workstation (or on the network) and then import the
unzipped file into FormsViewer. See“Importing Files from UNIX, Linux,
or Mac OS X" on page D-13 for details on importing the file.

To savethefile as asimple text .AUF file without compression, clear the
check box (or enter N in text mode) and press Enter, then press Page Down
when prompted to create the file. Although this fileis not compressed, you
still use the FormsViewer importer to open the file and create tax reports
from the data it contains. See page D-13 for details on importing the file.
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Periodic Processing Enhanced Payroll Tax Reports

6. Because OSAS cannot locate the FormsViewer on your UNIX, Linux, or
Mac OS X system (since it is not installed), a message appears after the file
is created.

Zip File? )

Unable to locate the forms viewer. The MNTAX ZIP file was created in the
_./progPA/EPTRDATAY folder.

To continue, copy the _ZIP file to a computer where the forms viewer is
installed, or map a drive from the forms viewer to the cumrent location. Use
the 05AS Enhanced Payroll Tax Reporting software that is installed on a
Windows workstation to process your tax reports. Refer to the Enhanced

Payioll Tax Repoiting user’s guide for more information.

[ [Campary H [11/03/2005 | Terminal TOOD [0VAR

Thefileiscreated in the directory listed in the message. You need to transfer
the file to the Windows workstation on which you installed FormsViewer,
then import the file using the FormsViewer importer. See page D-13 for
more information.

7. After thefileis created, press F7 to exit to the OSAS menu. When the Do
you wish to erase .AUF file? message appears, select Yes to delete thefile
or No to retain it.

Delete the file if you want to prevent unauthorized users from opening it. If
you want to use the file with another form, be sure to select No to retain it.
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Create Prenotification File

Usethe Create Prenotification File function to create the file necessary for your
bank to verify account numbers and routing codes in atrial run. You cannot
produce vouchers until you receive approva from your bank.

This function isavailable only if you have Direct Deposit installed.

Create Prenotification File Screen

Select Create Prenotification File from the Periodic Processing menu. The
Create Prenctification File screen appears.

& Create Prenotification File

Commands Edit Modes Other Help

2xzlenan[-e[ee

Thig program will create & direct deposit
prenotifications file from the Direct Deposit

Accounts file. Only records which have been added
of changed since the last prenctifications file was
created will be included.

Ee sure you have a backup hefore proceeding.

The prenatificstions file will be called
D:/0SAS/progPA/. idataPRENOTES.H

Resend All Prendtifications?

Mark &1l Prenatifications in this run Approved?

| | carvpany H |08/17,:2005 |Terminal Toon | NS

The path for the prenctification file appears. The system appends your company
ID to the file name.
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Create Prencotification File

Periodic Processing

If you are sending the prenotification file only for employees who have been
added or changed, clear the Resend All Prenotifications? check box (or enter N
in text mode). If you want to resend the prenctification file for all employees,
select the box (or enter Y in text mode).

To mark all employees in the prenotification run approved, select the second
check box (or enter Y in text mode). The system then sets the Prenote In field in
the File Maintenance Direct Deposit function to Yes. Marking all employees
approved here saves you from having to update employeesindividually in the
Direct Deposit function. If you do not want to mark all employeesin the run
approved until you receive areply from the bank, clear the box (or enter N in text
mode). Once you receive the bank’s reply, use the Direct Deposit function to
mark employees as approved.

Select the output device for the Create Prenctification File log. See “ Reports’ on
page 1-41 for more information. This log file summarizes which employees
account information isincluded in the prenotification file for verification. After
the log is produced, the Periodic Processing menu appears.

Create Prenotification File Log

0g/17 /2008
10:-47 AM

- I

End of Report

Enployes MName

EOUOOL Linda, Bourne C Checking FEEEEEEETEEEERZOZ4 000133333
Savings FEEEEXEXEXEEXLETE 000133333
GEROOL Timothy, Gerard = Checking FEEEEEEEEEEXXLIZT 000000013
Savings FEREEEEETTAXLXEILD 0000000LE
Savings FEEEEXEXTEXEXXLIZZ 000000013
Savings FEEEEEEEEEEXEZILT 05E0001EE
Checking FEREEEEETTAELXIZEZ4 OLEOOOLEE
Checking FEEEEXEXTEXEEXLIZZ 05E00016S
JONOOL Maria, Jonchim E Savings FEEEEEEEEEEC]LIZL 055002341
LUHEOOL Ceorge, Lukas Savings FEREEEEEETXELXELED 0000000ZS
Checking FEEEEREETEEEEE464] 000000026
aTo0oLl Albert, Stockard W Savings FEEEEEEEEEEXXI0T4 000000035

Builders Supply 1

Create Prenotification File Log

Page

Acocount Type Account Mumber Routing Mumber
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Department Report

The Department Report isa summary of labor expenses posted to each
department. It serves as an audit trail of the entries posted to the PADPxxx

(Department) file from the PATRxxx (Transactions) and PACHxxx (Checks)
files.

Produce this report at the end of an accounting period to review the accumul ated
expense amounts before you post labor expenses to General Ledger.

Department Report Screen

Select Department Report from the Periodic Processing menu. The
Department Report screen appears.

& | Department Report

Commands Edit Modes Other Help

2xeEeaAn[2¢ 0@
Departmert I From 100 (&)
Thru  |501 [

Sort Report By
(%) Department D
() 6L Account

Prirt Report In
() Summary
() Detail

Pape Break After Departmert [

|Company H |0847/2005 |Terminal TODO | INS

Inquiry | 1. Enter the range of departments you want to include in the report.

2. Select the order in which you want to sort the report.
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Department Report

Periodic Processing

3. Select the amount of information you want to include for each department
selected. You can print in the report in summary (a summation of the
General Ledger accounts, if you chose to sort by account) or in detail.

4. If you want each department to begin on a new page, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

5. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Periodic Processing menu appears.

Sample Report

9-14

0s8/17/2005
10:52 AM

Department
Expense Type

100

Hours
Pieces

Department Liabhility Totals

Z00

Hours
Pieces

Department Liabhility Totals

Grand Totals

Hours

Pieces
Overtime Pay
EBonus

Trawvel Exp
Cash Value
Commissions
BEpt Tips
Beqular Pay
Salaried Wage
S8ick Pay
Wacation Pay
Enplyr Medicare
Emplyr OASDI
Tnenp Ins

MM Tnenp Ins

TOTAL

End of Beport

Builders Supply Page 1
Department Report

Printed in Summary by Department

Period to Date Quarter to Date Tear to Date

S0.000 40.000 Ea4._ 750

7E 7E 7E

1345_93 853.74 6305.41

oo -ooo -ooo

u} u} u}

-oo -oo -oo

S0.000 40.000 Ea4._ 750

7E 7E 7E

134 25 -oo zl2.1k&

-oo -oo 447 L0

-oo -oo -oo

-oo -oo -oo

-oo -oo -oo

-oo -oo -oo

7l&.00 252.00 El44._0Z

-oo -oo -oo

-oo -oo -oo

-oo -oo -oo

12.t& 12.t& 12.t&

7335 7335 7335

E7.1E E7.1E E7.1E

240,68 240,68 240,68

1345_93 853.74 6305.41
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Post Expense to GL

After you produce the Department Report at the end of an accounting period,
post expenses to General Ledger to create accounting entries for the payroll
expenses for the period. If Payroll interfaces with General L edger, these entries
update the GLIRxxx (Journal) file.

When you post checks at the end of a payday, accounting entries for withholding,
tax and net pay are created. To complete this transaction, the gross pay amount is
debited to a payroll holding account. (See page 6-61 for more information.)

The Post Expense to GL function finishes the accounting entries for the period.
It credits the holding account and distributes the amount to various department
expense accounts in the ledger.

Earnings Employer Employer
DB DB DB
I .
Accountin Account in
Department Record Department Record

When the general ledger entries are made, the general ledger post-to-date
amounts in the PADPxxx (Department) file are cleared to make way for a new
accounting period.

Earni Employer Employer
armings Withholding Deduction
6L Accountin TAcctin GL Expense Accti
GL Accountin GL ExpenseA.cctm PADpSnse f_(lzc in
PAECxxXx file PAWIxxx file xxx file
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Post Expense to GL Periodic Processing

Before You Post
If you have a multiuser system, make sure that no one else is using the Payroll
system before you post expenses to General Ledger. Other users cannot access
the PADPxxx file in Payroll, and if Payroll interfaces with Genera Ledger, other
users cannot access the GLJIRxxx file while you are posting.

Back up your datafiles. Power surges or equipment failures can result in the loss
of information.

Be sure that you have a copy of the Department Report.

Post Expense to GL Screen

Select Post Expense to GL from the Periodic Processing menu. The Post
Expense to GL screen appears.

| Post Expense to GL
Commands Edit Modes Other Help

2xelee AR 2€ |88

Hawe you hacked up your data files?

..........

Postto GL Period | 05 |

Post To:

Post to General Ledger
() Summary

(=) Detail

| | Carvpany H |08/17,2005 |Terminal T000 | NS

1. If you have backed up your datafiles, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the menu and do so before continuing.
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Periodic Processing

Post Expense to GL

2. Enter the GL period to which you want to post expenses (1-13).

3. If last-year Genera Ledger files exist and Payroll interfaces with General
L edger, select the fiscal year to which you want to post.

4. Select the output device for the posting log. See “Reports’ on page 1-41 for
more information. After posting completes and the log is produced, the

Periodic Processing menu appears.

Post Expense to GL Log

08/ 17 /20058
10: 5 AM

Description

Overtime Pay
BEecmlar Pay
Enplyr Medicare
Enplvr OASDI
Tnenp Ins

MN Themp Ins
Salaried Wage
Enplyr Medicare
Enplyr O0ASDI
M Thnewp Ins
Overtime Pay
BEecmlar Pay
Vacation Pay
Enplyr Medicare
Enplyr 0ASDI
Tnenp Ins

MM Thmenp Ins
Overtime Pay
Becmlar Pay
Salaried Wage
Vacation Pay
Enplyr Medicare
Enplvyr OASDI
Tnenp Ins

MN Themp Ins

Balance

End of Report

Posted to Period

2
Department

WAREHOUSE
WAREHOUSE
WAREHOUSE
WAREHOUZE
WAREHOUSE
WAREHOUSE
EXECUTIVE
EXECUTIVE
EXECUTIVE
EXECUTIVE
EXEC. SECRET
EXEC. SECRET
EXEC. ZECRET
EXEC. SECRET
EXEC. SECRET
EXEC. SECRET
EXEC. SECRET

Builders Supply
Post Expense to GL
Posting in Detail

GL Account

Szoooo
Szoooo
Ez0o0o
Lzoooo
Szoooo
EZ0000
Lz0000
Sa0o000
Lz0000
Ez0000
Sa0o000
Lz0000
Ez0000
Sa0o000
Lz0000
Ez0000
£z0000
Z0Z000
Z0Z000
Zozooo
Z0OZooo
Lz0000
Ez0000
Sa0o000
Lz0000

PALGE 1

Debit Credit
134 25
71600
l2_E&
7932k
57.1&
340.68
Ez,2z2.00
67414
Z, 86650
E,731.40
813
1,360.00
£0.00
a0.z23
12921
7778
L£04. L0

15238

z,076.00

Ez,2z2.00

&0._00

TLE_93

3,075 08

1l34._20

&, 57658

66,145 85 E&,145_ 85
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Monthly Withholding Report

Your company may be required to make monthly tax deposits based on the
amounts you withheld from employees' checks. The Monthly Withholding
Report summarizesthese statistics. Theinformation in this report comes from the
PAEExxx (Employee Earnings History), PAEGxxx (Employee Genera
Information), and PAEWxxx (Employee Withholding History) files.

Monthly Withholding Report Screen

Select Monthly Withholding Report from the Periodic Processing menu. The
Monthly Withholding Report screen appears.

% Monthly Withholding Report
Commands Edit Modes Other Help

2xiEreEn[ ¢[00
Employes D From |BOLO0T (&)
Thru  |[STOO0M (&)
State Fram |2k (4]
Thru | (4]
Moarth g August

Month Ending Date | 08/31/2005

Print Earnings Az
(%) Gross Earnings
() Taxablz Earnings

Prirt
(%) Detail Report
() Summary Cinly

[ | company H |08 712005 [Terminal ToDO | NS

Inquiiry | 1. Enter the range of employees you want to include in the report.
Inquiry | 2. Enter the range of statesyou want to include in the report.

3. Enter the month number (1 to 12) for which you want to print the report.
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Monthly Withholding Report

Periodic Processing

Press Enter to use the current month ending date or enter the last day of the

month for which you are producing the report. You cannot enter a date after
the last day of the current month.

either gross earnings or taxable earnings.

Select the kind of earnings you want to include in the report. You can choose

Select the level of detail you want to include in the report.

Select the output device. See “Reports’ on page 1-41 for more information.

After the report is produced, the Periodic Processing menu appears.

Sample Report

End of Report

08/17/2Z00E Builders Supply Page z
11:00 AM Monthly Withholding Report in Detail
For the Month Ending 08/31/20085
Cross Earmings
Euwp. ID Employes Name Soc. Sec. #
Cross Wagess Federal State Local
Tips Code Earnings WH  Code Earnings WH Code Earnings WH
TID 230,00 FUH Z05.00 .00 MW SWH Z05.00 oo
oo 028 230,00 14.26
HED 230,00 3.34
ST0001 Stockard, Albert W 449-58-4392
HTD 3E52.00 FUH 332.00 .00 MW SWH 332.00 oo
oo 028 3E52.00 zz.20
HED 3E52.00 519
TID 3E52.00 FUH 332.00 .00 MW SWH 332.00 oo
oo 028 3E52.00 zz.20
HED 3E52.00 519
Local Total Humber of Employees 7
HTD 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46
TID 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46
State Total MN Humber of Employess 7 ki
HTD 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46
TID 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46
Crand Total HNumber of Employess 7 ki
HTD 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46
TID 31732.00 FUH ZIETE.EO 2789.23 MM SUH ZIETE.EO 1024.00
oo 028 24238.00 1502.76
HED 24238.00 3E1.46

9-20
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Quarterly Employer’s Tax Report

State and federal authorities usually require that your company submit employer
withholding and unemployment statistics every quarter. The Quarterly
Employer’s Tax Report shows these statistics in either detail or summary form.
Theinformation in this report comes from the PAEExxx (Employee Earnings
History), PAEGxxx (Employee General Information), PAEMxxx (Employee
Miscellaneous History), and PAEWxxx (Employee Withholding History) files.

Quarterly Employer’s Tax Report Screen

Select Quarterly Employer’s Tax Report from the Periodic Processing menu.
The Quarterly Employer’s Tax Report screen appears.

3 Quarterly Employer's Tax Report
Commands Edit Modes Other Help

2xizramn|-¢ [0
Emplayes I From | BOUOM (&
Thru  |[STOOO1 (&)
State Fram E]
Thru E]
Guarter 3

GQuarter Ending Date | 0930:2005 [T5)

Pririt
() Detail Report
O Summary Only

| | Company H 081772005 |Terminal TO0D | NS

Inquiry | 1. Enter the range of employees you want to include in the report.
Inquiry | 2. Enter therange of statesyou want to include in the report.
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Quarterly Employer’s Tax Report Periodic Processing

3. Enter the number of the quarter for which you want to produce the report.

4. PressEnter to accept the current date, or enter a different date. The date you
enter will print on the report.

5. Select the level of detail you want to include in the report.

6. Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Periodic Processing menu appears.

Notes on the Report

The number of weeks an employee worked (Weeks Worked) is calculated from
information that is stored in the employee records.

The employer FICA earnings include FICA tips.
The numbersin the Employer FICA, SUI, and FUTA column headings are the

limitsin the FICA, FUTAxxx, and SUTyyxxx tables. The QTD liability totals are
the percentages you set in those tables.
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Periodic Processing Quarterly Employer’s Tax Report

Sample Report

08/17/2008 Builders Supply Page z
12:53 IM Quarterly Employer's Tax Report in Detail
For the Quarter Ending 03/30/2005
State MN
Emp. ID HName Soc. Sec. f
Weaks Cross Adv -- Ewployer FICA (S0000/NO LIMIT) -- ---- SUI {23000} ---- ---= FUTL { 7000 } ----
Worked Wages EIC Earnings FICA Tips Excess FICA Earnings  Excess SUT Earnings Excess FUTA
ROS001 Possini, Lucinda A 460-359-9982
QTD 4033 230.00 oo 230.00 oo oo 205,00 oo 205,00 oo
230.00 oo
TID  4.33 230.00 oo 230.00 oo oo 205,00 oo 205,00 oo
230.00 oo
ST0001  Stockard, Albert W 449-E8-4352
QTD 4033 3E8.00 oo 3E8.00 oo oo 333,00 oo 333,00 oo
3E8.00 oo
TID  4.33 3E8.00 oo 3E8.00 oo oo 333,00 oo 333,00 oo
3E8.00 oo
State Total MN Mumber of employess 7
QTD 31738.00 oo 2423500 oo oo 23ETEEQ oo 23013.00 EEZ_E0
2423500 oo
TTD 31738.00 oo 2423500 oo oo 23ETEEQ oo 23013.00 EEZ_E0
2423500 oo
SUT Liability
23ETE_E0 * 08100 = 2145.37
Crand Total Hunber of employees 7 7
QTD 31738.00 oo 2423500 oo oo 23ETEEQ oo 23013.00 EEZ_E0
2423500 oo
TTD 31738.00 oo 2423500 oo oo 23ETEEQ oo 23013.00 EEZ_E0
2423500 oo
0A3DI Liability
2423500+ 06200 = 1502.76
Medicare Liabliity
2423500 * 01450 = 3EL_4E
FUTA Lisbility
2301300 + 00800 = lg4.10
End of Report
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Quarterly Withholding Report

Your company may be reguired to make quarterly tax deposits based on the
amounts you withheld from employees' checks. The Quarterly Withholding
Report summarizesthese statistics. Theinformation in this report comes from the
PAEExxx (Employee Earnings History), PAEGxxx (Employee Genera
Information), and PAEWxxx (Employee Withholding History) files.

Quarterly Withholding Report Screen

Select Quarterly Withholding Report from the Periodic Processing menu. The
Quarterly Withholding Report screen appears.

& Quarterly Withholding Report [Z]|§|g|
Commands Edit Modes Other Help
L FIEIEY
Emplayes I From | BOUOM (&
Thru  |STOOO1 (&)
State Frarm E]
Thru E]
Guarter 3

GQuarter Ending Date | 09/30/2005

Prirt Earnings As
(%) Gross Earnings
() Taxable Earnings

Pririt
() Detail Report
(O Summary Only

| | Company H |08A17/2005 | Terminal TO0D | NS

Inquiiry | 1. Enter the range of employees you want to include in the report.
Inquiry | 2. Enter therange of statesyou want to include in the report.
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Quarterly Withholding Report

Periodic Processing

Enter the quarter for which you want to print the report.

Press Enter to accept the current date, or enter a different date. The date you
enter will print on the report.

Select the kind of earnings you want to include in the report. You can choose

to include either gross earnings or taxable earnings.

Select the level of detail you want to include in the report.

Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Periodic Processing menu appears.

Sample Report

End of Report

0871772008 Builders Supply Page z
1:06 M Quarterly Withholding Report in Detail
For the Quarter Ending 0973072005
Cross Earnings
Eup. ID Euployes Naue Soc. Sec. #
Cross Wages/ Federal State Local
Tips Code Earnings WH  Code Earnings TH Code Earnings WH
ST000L Stockard, Albert W 449-58-4392
0TD 358.00 FWH 332.00 .00 MN SWH 333.00 oo
.00 088 358,00 zz.z0
MED 358,00 519
TID 353.00 FWH 333.00 .00 MH EWH 333.00 .o
.00 088 358,00 zz.z0
MED 358,00 519
Local Toual Huuber of Employess 7
i} 43 31738.00 FWH 23E7E. 50 2789.23 MN SWH Z3ETE. 5O 1084.00
.00 088 24238.00 1502.76
MED 24238.00 3E1.46
TID 31738.00 FWH 23E7E. 50 2789.23 MN SWH Z3ETE. 5O 1084.00
.00 088 24238.00 1502.76
MED 24238.00 3E1.46
gtate Toval MN Huwber of Euployess 7 7
i} 43 31738.00 FWH 23E7E. 50 2789.23 MN SWH Z3ETE. 5O 1084.00
.00 088 24238.00 1502.76
MED 24238.00 3E1.46
TID 31738.00 FWH 23E7E. 50 2789.23 MN SWH Z3ETE. 5O 1084.00
.00 088 24238.00 1502.76
MED 24238.00 3E1.46
Grand Total MNuwber of Buployess 7 7
QTD 317338.00 FWH 23E7E. 50 2789.23 MM SWH Z3ETE. 5O 1084.00
.00 043 24238.00 1502.76
MED 24238.00 351.46
TID 317338.00 FWH 23E7E. 50 2789.23 MM SWH Z3ETE. 5O 1084.00
.00 043 24238.00 1502.76
MED 24238.00 351.46
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Quarterly State Unemployment Report

The Quarterly State Unemployment Report consists of two parts: a detailed wage
report and a worksheet that shows the calculation for the employer’s quarterly
unemployment contribution. Depending on a state's requirements, you can sort
the report by socia security number or employee name, and you can choose to
exclude employees with zero earnings from the report. These options must be set
up in the PAINxxx (Payroll Information) file (page 10-61).

You must use the Set Up State Unemployment Reports option in the Payroll
Information function to define this report before you can print it. If a state uses
SUI or SDI employee withholding, retrieve that information from the Quarterly
Withholding Report.

Quarterly State Unemployment Report Screen

Select Quarterly State Unemployment Rpt from the Periodic Processing
system. The Quarterly State Unemployment Report screen appears.

% Quarterly State Unemployment Rpt [:J|E|[E|
Commands Edit Modes Other Help
2xezee|En [ 2€ 0@
Employes D From | BGUOOT @
Thru | STOOO0T )
State From E]
Thru E]
Company Name Builders Supply
Address 6477 City West Parkway
Eden Prairie, MH 55344
Guatter 3
Guiarter Ending Date 097302005 =)
Company H |08/26/2005 | Terminal TOOD jOYR
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Quarterly State Unemployment Report Periodic Processing

Inquiry |
Inquiry |

9-28

Enter the range of employees you want to include in the report.

Enter the range of states you want to include in the report. If you enter a
range of states, areport is printed for each state.

The company name and address and the current quarter appear.
Enter the quarter for which you want to print the report.

The workstation date appears. Press Enter to print this date on the report, or
enter a different date.

If you want the report to include employees with zero earnings, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

Select the output device. See “Reports’ on page 1-41 for more information.
After the report is produced, the Periodic Processing menu appears.
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Sample Report

Employer's Quarterly Detailed Wage Report

for MN - Minnesota Page g of Z
Builders Supply
1157 Walley Park Dr Federal ID Mumber: =TT
Suite 105 State ID Number: An1Z34
Shakopee, MW 55373 Quarter Ending: 03/30/2005
Enployee Name Soc Sec No. ;4 Total Excess Taxahle
wd Wages QTD Wages QTD Wages QTD
Stockard, Albert W 449-52-439F E 232.00 -oo 232.00
Eourne, Linda C 453-320-1093 E FOEz._00 -oo FOEz._00
Jenkins, Eathy M 460-325-30932 E FE00.00 -oo FE00.00
Rossini, Lucinda A 460-35-933E E z0E. 00 -oo z0E. 00
Gerard, Timothy & 468-ZZ2-481% E E400._00 -oo E400._00
Jonchim, Maria K 462-80-9544 E E7E.00 -oo E7E.00
Lukas, George 422-30-1281 E ZE00. 00 -oo ZE00. 00
Mumber of employess for this Page: 7
Page Totals:
22E76.00 -oo 22E76.00
Total Number of employees this State: 7
State Totals:
22E76.00 -oo 22E76.00
0s8/17/2005 Page 1 of b4

1:33 PM
Builders Supply

Employer's Quarterly Unemployment Contribution Report
for MN - Minnesota

Quarter Ending Date 0373072005
Total Gross Wages Paid This Quarter £3,876_00
State Taxable Wage Limit £3,000.00
Total Excess Wages Paid This Quarter o.oo
Total Taxable Wages Paid This Quarter £3,876_00
Employer's Tax Rate 9.100%
Total Amount of Tax Due £,145.00
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941 Worksheet

The 941 Worksheet contains the information needed to complete federal form
941. Using the PAHCxxx (Check History) and PAHWxxx (Check Withholdings
History) files, it also computes the eighth monthly period breakdown.

You cannot file the 941 Worksheet. Use it as areference while filling out the
official government-produced form.

Follow these stepsto print the 941 Worksheet:

1. Select 941 Worksheet from the Periodic Processing menu. The 941
Worksheet screen appears.

& 941 Worksheet DE®

Commands Edit Modes Other Help

I W FIRIEYS
Quarter 3
Quarter Ending Date: 09730420035 El

Tax Adjustments:

Current Guarter's Sick Pay 7im
Current Quarter's Adjustments for Tips and GTLI i}
Current Year's Income Tax Withholding 1554 67
Prior Quarters' Social Security and Medicare Taxes oo
Special Additions to Federal Incotme Tax oo
Special Additions to Social Security and Medicare oo
Total Deposits for Guarter 218314
Effective Adjustment Date SA1572003 E

| | Company H |0847/2005 |Terminal TODO | INS

2. Edit the number of the quarter for which you want to print the worksheet,
along with the date the quarter ends, if necessary. The current Quarter and
Quarter Ending Date appear automatically, based on the valuesin the
PACTLx (Payroll Control) table.
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9-32

Enter values for the amounts that OSAS does not track automatically.

Enter the adjustment for the employee share of social security and
Medicare taxesthat were withheld by your third-party sick pay payer for
the current quarter in the first box. The value you enter here appears on
line 7b of the worksheet.

Enter adjustment amounts for any uncollected employee share of socia
security and Medicare taxes on tips and on group-term life insurance
premiums paid for former employees for the current quarter in the
second box. The value you enter here appears on line 7c.

Enter adjustments for the current year’s income tax withholding in the
third box. For example, enter the adjustment to make if you made a
mistake when withholding income tax from wages paid in earlier
guarters of the same calendar year. This value appears on line 7d.

Enter adjustments for social security and Medicare taxes for preceding
guarters of the calendar year in the fourth box. For example, enter the
adjustment to make if you made a mistake when reporting social
security and Medicare taxes on previoudly filed Forms 941. The value
you enter here appears on line 7e.

If you are an employer with special circumstances, enter the adjustment
amounts for special additionsto federal income tax and socia security
and Medicare in the fifth and sixth boxes. Enter amounts only if you
have received a notice from the IRS that instructs you to do so. These
amounts appear on lines 7f and 7g.

Enter the total deposits for the quarter in the last box. The value you
enter here appears on line 11.

Theremaining values pulled and calculated from OSAS data.

Enter the date from which the adjustments take effect (or the date you
reaized the adjustments were necessary) in the Effective Adjustment Date

box.

Select the output device to produce the worksheet. See “ Reports’ on page 1-
41 for more information. After the worksheet is produced, the Periodic
Processing menu appears.
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941 Worksheet, Part 1

941 for 2005: Enployer's Quarterly Federal Tex Return

Erployer identification number

| | | |
| Nare (not your trade name) | | |
| Trade name (if any) | | _ 2 Aprll May June |
| | | _ |
| | | _ |
| | | |

Address

City State Zip

Read the separate instructions before you fill out this form. Please type or print within the boxes.

Part 1: Answer these questions for this quarter.

1 Number of enployees who received wages, tips, or other compensation for the pay period
including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), Dec. 12 (Quarter 4) 1

2 Wages, tips, and other compensation. . . . . . . . . . . ... oo 2 .00
3 Total income tax withheld from wages, tips, and other compensation . . . . . . . . .. .. .. 3 .00
4 If no weges, tips, and other carpensation are subject to social security or Medicare tax . . . _ Check and go to line 6.

5 Taxable social security and Medicare wages and tips:

Colum 1 Colum 2
5a Taxable social security weges .00 * 124 = .00
Sb Taxable social security tips .00 * 124 = .00
5c Taxable Medicare wages and tips .00 * 029 = .00
5d Total social security and Medicare taxes ((oblum 2, lines 5a + 5b + 5¢ = line 5d) . . . . . 5d .00
6 Total taxes before adjustments (lines 3 +5d =1ine 6) . . . . . . . . . . .. . . ... .. 6 .00

7 Tax adjustments (If your answer is a negative mmber, write it in brackets.):

|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
| 7o Omrent quarter's sickpay. . . . ..o e e e 73.91
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|
|

7a Qurrent quarter's fractionsof cents. . . . . . ... .. L. L .00
7c Qurrent quarter's adjustments for tips and group-term life insurance. .00
7d Qurrent year's income tax withholding (Attach Form %41c). . . . . . . 1554.67
7e Prior quarters' sccial security and Medicare taxes (Attach Fomm 941c) .00
7f Special additions to federal incare tax (reserved use). . . . . . . . .00
7g Special additions to social security and Medicare (reserved use). . . .00
7h Total adjustments (Combine all amounts: lines 7a through 79.) . . . . . . . . . . .. . .. 7Th 1628.58
8 Total taxes after adjustments (Conbine lines 6 and 7h.). . . . . . . . . . . . . . . ... .. 8 1628.58
9 Advence earmed incare credit (EIC) payments made to employees. . . . . . . . . . . .. .. .. 9 .00
10 Total taxes after adjustment for advance EIC (lines 8 - 9=1ine 10) . . . . . . . . . . . .. 10 1628.58
11 Total deposits for this quarter, including overpayment applied from a prior quarter. . . . . . 11 1628.58
12 Balance due (lines 10 - 11 = line 12) Make checks payable to the United States Treasury. . . . 12 .00
13 Overpayment (if line 11 is more than line 10, write the difference here.) .00 Check cne
__ Apply to next retum.
__ Send a refund.
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941 Worksheet, Part 2

Name (not your trade name) | Employer identification Nurber

Part 2: Tell us about your deposit schedule for this quarter.

| If you are wnsure about whether you are a mmthly schedule depositor or a semiweekly schedule depositar, see Pub. 15
Circular E), sectim 11.
14 Write the state abbreviation for the state where you made your deposits OR write "MU" if you mede your
deposits in multiple states.

| (

|

|

|

| 15 Check one: _ Lire 10 is less than $2,500. Go to Part 3.

| You were a mthly schedule depositor for the entire quarter. Fill aut your tax
| lisbility for each month. Then go to Part 3.
I

|

|

|

|

|

|

Tox liability: Month 1 .00
Month 2 .00
Month 3 .00
Total .00 Total must equal line 10.

You were a semiweekly schedule depositor for any part of this quarter. Fill out Schedule B (Form 941) :
Report of Tax Liability for Semiweekly Schedule Depositors, and attach it to this form.

941 Worksheet, Part 3

Schedule B (Form 941) :
Report of Tax Liability for Semiweekly Schedule Depositors

BErmployer identification muber

|

|

|
Nare (ot your trade name) | x

|

|

Use this schedule to show your tax liability for the quarter; DO NOT use it to show your deposits. You nust fill aut this form
and attach it to Form 941 (or Form 941-SS) if you are a semiweekly schedule depositor or became ane because your

accunulated tax liability on any day was $100,000 or more. Write your daily tax liability on the numbered space that
corresponds to the date wages were paid. See Section 11 in Pub. 15 (Circular E), Hwployer's Tax Guide, for details.

| Month 1 |
1 00 9 .00 17 .00 25 .00 Tax ity for Mmth 1
| liability f th |
| 2 .00 10 .00 18 .00 26 .00 |
|3 .00 11 .00 19 .00 27 .00 .00 |
| a 00 12 .00 20 .00 28 .00 |
| 5 .00 13 .00 21 .00 29 .00 |
| 6 .00 14 .00 22 .00 30 .00 |
| 7 .00 15 .00 23 .00 31 .00 |
| 8 .00 16 .00 24 .00 |
| |
| Month 2 |
|1 00 9 .00 17 .00 25 .00 Tax liability for Mmth 2 |
| 2 .00 10 .00 18 .00 26 .00 |
|3 .00 11 .00 19 .00 27 .00 .00 |
| a 00 12 .00 20 .00 28 .00 |
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W-2 Forms

You can print W-2 forms after you have processed the payrolls for the year but
before you do year-end maintenance. You can aso print W-2 forms from last-
year Payroll files after you perform year-end maintenance.

The forms summarize each employee’'s wages and taxes withheld during a
calendar year. Employees use these forms to fill out local, state, and federal tax
returns, and you must send a copy of each employee summary to the tax
authoritieswhen you compl ete the company’s tax forms. The information on W-2
forms comes from the PAEDxxx (Employee Deduction History), PAEExxx
(Employee Earnings History), PAEMxxx (Employee Miscellaneous History),
PAEGxxx (Employee General Information), and PAEWxxx (Employee
Withholding History) files.

If you have employees who have worked in several states, the system prints the
deferred compensation for each state. You may have to send copies of individual
state W-2sto each state when you file your federal income tax return.

The Payroll system does not handle legal representative and 942 employee
reporting, third-party sick pay, Medicare for government employees, or golden
parachute payments. You must cal culate these amounts yourself and enter them
in each employee’s history record in the Employee History function (page
10-31).

The Payroll system does handle dependent care benefits, 457 Plans, Non-457
Plans, and group term life insurance if you enter the necessary information in the
Employee History function.

Before you use this function to produce magnetic media, get the guidelines for
this procedure from the Social Security Administration (SSA). While Open
Systems magnetic media has received general approva from the SSA, your
company must apply for and receive SSA approval before filing on magnetic
media
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Magnetic media can only be produced in the MMREF-1 format for 2002.
Previous formats are not accepted by the SSA and are not supported by OSAS.
Check SSA regulations before you submit magnetic media.

In addition, some states now reguire companies with more than 250 employeesto
file W-2 information on magnetic media; contact your state tax authorities for
more information. OSAS does not support state magnetic media. However, some
states will accept the federal mediaformat, and OSAS includes the state records
in the MMREF-1 format file. Check with your state for more information.

Before You Produce W-2 Forms

Check the relevant fields—such as statutory employee and allocated tips—in the
PAEGxxx (Employee General Information) file (page 10-3) and PAEMxxx
(Employee Miscellaneous History) file to make sure that the information is what
you want on the W-2 forms.
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W-2 Forms

W-2 Forms Screen

Select W-2 Forms from the Periodic Processing menu. The W-2 Forms screen

appears.

& W-2 Forms
Commands Edit Modes Other Help

K L2

24|08

EXALCE

Pick Employee D From  |BOUOOT E]
Thru  [STOOD1 (&)

Forms
() One Wide Regular ar Mailers
() Twa Wide Regular
() Laser \W-2's - 2 Per Page
() Laser \W-2's - 4 Per Page
(%) MMREF-1 Magnetic Media

Company MName Builders Supply
Address 1157 Valley Park Dr
Suite 105

Shakopee, MH 55379
Federal Tax ID TT-TI00T797

| Company H |08A17/2005 |Terminal TO0D | NS

Inquiry | 1. Enter the range of employees for which you want to produce W-2 forms.

2. Select the format for the W-2 forms:

Payroll User’s Manual

Choose One-Wide Regular or Mailers or Two-Wide Regular to
produce regular or mailer forms. OSAS does support two-wide mailers.
If you select two-wide forms, change the standard printer to 135
columns in Resource Manager.

Choose one of the Laser W-2 optionsto print W-2 forms on standard
laser printers. Use the four per page option for employee forms only.

Choose MMREF-1 Magnetic Media to produce W-2 magnetic media.
See “MMREF-1 Magnetic Media’ on page 9-39 for more information.
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The company name, address, and federal tax |D appear.

3. If you selected any option other than MMREF-1 Magnetic Media, select the
output device.

Note I

Selecting the File output device option for the W-2 forms is not the same as
the magnetic media reporting functions described below. Do not send the
resulting file to the government.

4. If you selected the Printer output device option, insert the formsinto the
printer. A control form printsfirst with CONTROL NUMB printed in the
upper left corner of the form. If CONTROL NUMB is not printed inside the
Control Number box, adjust the forms and select No (or enter N in text
mode) at the Is Form Aligned? prompt to print it again. Continue this
procedure until the words print in the correct place, and then select Yes (or
enter Y in text mode).

W-2 forms are printed two or four to a page. The first W-2 that is printed
should be the first W-2 on the page.

If you print four formsto a page to adirect laser printer (that is, you selected
a/dev/prn, /dev/lptx/, /devicomx, or LPTx printer for four per page laser
forms) and you have problems with alignment, use the Tables function (page
10-77) to add and set up the LASERW?2 table. This table fine-tunes form
alignment for direct printers.

After the forms are produced, the Periodic Processing menu appears.
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MMREF-1 Magnetic Media

When you select MMREF-1 Magnetic Media on the W-2 Forms screen, the
Create Output File screen appears.

& | create Output File g|§|@

Commands Edit Modes Other Help

2xtz e @E[2€¢ (@@

Tax YWear
FIM Mumber 123436759

| |company H |0617:2005 |Terminl T000 | INS

Press Enter to use the current tax year or enter adifferent tax year. Thisyear is
included in thetax filethat is created. If awork file already exists for thistax
year, this prompt appears:

Magnetic media scratch file already exists. Do you want to start over?
To continue working with the existing file, select No (or enter N in text mode)

and skip to “Processing Employees Selection Screen” on page 9-42. To prepare
magnetic media from scratch, select Yes (or enter Y in text mode).

Next, enter the PIN number assigned to you by the Social Security
Administration (SSA). A PIN number is required before you can file using the
MMREF-1 format, and you must acquire it from the SSA before you create
magnetic media.

Usethe Proceed (OK) command to proceed to the submitter record screen.
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Submitter Record Screen

9-40

3 Report W-2 Forms on Magnetic Media - MMREF-1 Format

Commands Modes Other  Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Record RA - Submitter Record
Field Diata @
Pl Murmber 12345678 g]
Resub Flag 0 E]
Resub WD
Software Code 99
Company MName BUILDERS SLPPLY
Location Address SUITE 105
Delivery Address 1157 WALLEY PARK DR
City SHAKCOPEE
State hrd
Zip 5937H
Zip Extension
Reserved for 554
Foreign State
Fareign Postal Code E]
Courtry Code g]
Submitter Mame BUILDERS SUPPLY E]
Line ¢ 001 of 037 )
Erter = edit ] [ Mext page ] [ Goto ]
| | company H 081772005 |Terminal TO0D | NS

For an explanation of these fieldsand their contents, consult the Magnetic Media
Reporting and Electronic Filing handbook available from the Social Security
Administration.

Verify the information presented on the Submitter Record screen. To change a

value, press Enter and enter the new value.

Note I

Changing some of these values may cause the Social Security
Administration to reject your file. Consult the MM REF handbook before

you change the values that appear.

To save your entries, press N. The Employer Record screen appears.

Payroll User’'s Manual



Periodic Processing W-2 Forms

Employer Record Screen

3 Report W-2 Forms on Magnetic Media - MMREF-1 Format E||_|B|
Commands  Edif Modes Other  Scroll Commands  Help
2xiz|naBn[2¢[0e
Record RE - Employer Record
Field
T ar @
Agent Indicstor Code E]
Agent Employer 10 Mo FIITIIIIY E]
Agent for EIN
Terminating Business 0
Establizhment Mo.
Cther EIN
Ernployer Mame BUILDERS SLPPLY
Location Address SUITE 105
Delivery Address 1157 WALLEY PARK DR
City SHAKCOPEE
State hrd
Zip 5937H
Zip Extension
Reserved for 554 E]
Foreign State g]
Foreign Postal Code E]
Line ¢ 001 of 023 )
Erter = edit ] [ Mext page ] [Previous Page] [ Goto ]
| |Campany H |08/17/2005 [Terminal ToOD | NS

Verify the information presented on the Employer Record screen. To change a
value, press Enter and enter the new value.

To return to the Submitter Record screen, press P. To continue to the Processing
Employees selection screen, press N.
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Processing Employees Selection Screen

X Report W-2 Forms on Magnetic Media - MMREF-1 Format - Processing Employees E]|E|E|

Commands Edit Modes Other Help

2xiz e En[o [ @d

@ Edit employee's information
O Ediit employer information
() Generate output file

() Zip output file

() Wirite file to diskette

|compary H |0817.2005 | Terminal TO0O | INS

The Processing Employees selection screen contains five options to edit and
create the magnetic mediafile.

Select Edit employee’s information to edit the federal and state tax
information for your employees. See “Employee Information Screen” on
page 9-43 for more information.

Select Edit employer information to return to the Submitter Record and
Employer Record screens to edit the employer submitter and employer
records. See page 9-40 and page 9-41 for more information.

Select Generate output file to generate the magnetic mediafile. See
“Generate MMREF-1 File Screen” on page 9-45 for more information.

Select Zip output file to compress or zip the output file before you write it to
the diskette. Use this function if the file istoo large to fit on one diskette.

Select Write file to diskette to copy the MMREF-1 file to a diskette. See
“Write File to Diskette Screen” on page 9-47 for more information.
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Employee Information Screen

3 Report W-2 Forms on Magnetic Media - MMREF-1 Format

Commands Modes Other  Scroll Commands  Help
2xiz|ne | mn|-¢ (0@
Etnp IT SSN Dept Last Mame First Mame ]
BOL00T 4 1033 Eourne Lincla C @
GEROOM 465-22-4519 00 Gerard Titnothy G g]
JEMOO1 460-39-9093 00 Jenking Kathy 1 E]
JOMO01 465-50-9544 01 Jonchirn hdaria 1
LUKO01 455-30-1281 00 Lukaz George
ROS001 460-39-9952 01 Fozsini Lucinda 2 E]
STOO0M 449-55-43592 100 Stockard Albert W g]
El
Federal Record
Field Diata
Social Security Mo 459301099 =
First Mame LIMDA, e
tdiclclle Initial c "
Lazt Mame ECURMNE
Sutfix
Location Address s
Delivery Address 501 M HAMILTOM AWE v
City ECHMN 2 =
Lire of il
(Siohto ool oty
| | company H 081772005 |Terminal TO0D | NS

The Employee Information screen is divided into two parts. The top section lists
all the employeesin the range you specified that have wage and federal tax
information on file. In the bottom section, the federal and state records for the
selected employee appear. You can edit the federal and state records, if needed,
and you can also append and del ete state records from the file.

To edit an employee’s information, select the employee in the top section of the
screen. Then use any of these commands:

* Press S to switch to the tax record section for the selected employee.

*  Press O to change the order in which the employees are listed. You can sort,
alternately, by employee ID, social security number, department 1D, and
employee name.

e Press A to add an employeeto the end of thefile.
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*  PressC to change the tax authority record type (federal or state) that appears
for the selected employee in the bottom section of the screen.
e PressD to return to the Processing Employees selection screen.
* Press G to moveto a specific employee record in the list, then enter the
employee code or use the Inquiry (F2) command to select an employee.
When you press S to work with the federal and state information for an
employee, the bottom of the screen is activated:
_ Report W-2 Forms on Magnetic Media - MMREF-1 Format
Commands Modes Other  Scroll Commands  Help
2xiz|na|mn|-¢ (0@
Etnp IT SSN Dept Last Mame First Mame ]
BOU001 4:59-30-1099 00 Bourne Lincla C =
GEROOM 465-22-4519 00 Gerard Titnothy G|
JEMOO1 460-39-9093 00 Jenking Kathy M|
JOMO01 465-50-9544 01 Jonchirn hdaria 1
LUKO01 455-30-1281 00 Lukaz George
ROS001 460-39-9952 01 Fozsini Lucinda A |
STOO0M 449-55-43592 100 Stockard Albert | T
Federal Record
Field
Security 45930 =
First Marme LIND2, E]
tdiclclle Initial c E]
Lazt Mame ECURMNE
Sutfix
Location Address E]
Delivery Address 501 M HAMILTOM AWE g]
City ECHMN 2 E]
Line [ 0001 of 0042 )
Erer = it ) (_Appena ) (Grange e
| | company H |08/17/2005 |Terminal TO0D | NS
To work with an employee’'s federal or state records, use any of these commands:
e PressS toreturn to the top section of the screen and select a new employee
record.
*  Press Enter to change the current field value.
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e Press A to add a state record for the employee.
*  PressC to switch between federal and state records for the employee.
* PressR to remove the current state record for the selected employee.

*  Press D when you are finished to return to the Processing Employees
selection screen.

* PressG to moveto aspecific field in the federal or state record, then use the
Inquiry (F2) command to select the field from the list that appears.

Generate MMREF-1 File Screen

& Qutput W-2 Forms to Magnetic Media - Generate MMREE-1 File
Commands Edit Modes Other Help

I L FIEEIEY
Qutpt File Marme: W2REPORT.HEW

Prefix for Output File:
Do OSASrogP AL fdatal D

Inciude Records for State (8]

Print audit?

| |company H [0817.2005 |Terminal TO0O | INS

Follow these stepsto create the MMREF-1 file:

1. Enter the path where you want thefile to be created. If thefile already exists,
this prompt appears:

MMREF-1 output file already exists. Do you want to overwrite?
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If you do not want to re-create the output file, select No (or enter N in text
mode) and enter a different path for the file. To erase the existing file and
create anew one, select Yes (or enter Y in text mode).

If you want to create magnetic mediafor filing with federal authorities, press
Enter to leave the Include Records for State field blank. The resulting file
contains the federal records and the state records for all states with activity.

If you want to include only a single state’s records and the associated federal
records, enter the state ID or use the Inquiry command to look up and select
astate from the list that appears.

If you enter a state, OSAS warnsyou that the state records that are generated
will usethe MMREF-1 format approved by the SSA for federal records.
Your state may require a different format for state records. Check with your
state for more information.

If you want an audit report of the information to be printed asit iswritten to
the diskette, select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Usethe Proceed (OK) command to create the magnetic mediafile. After the
fileis created, a message appears describing the size of the resulting file.
Press Enter to return to the Process Employees sel ection screen.
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Write File to Diskette Screen

- Report W-2 Forms on Magnetic Media - MMREF-1 Format - Output to Diskette [Z||§|g|
Commands Edit Modes Other Help

2xizlan|me|zo|0e

Inzert a blank DOS formatted diskette in the output drive.

File to Cutput to Diskette

Output Drive D A

| | company H |08/17/2005 |Terminal TO0D | NS

To write the file to a diskette, follow these steps:
1. Insert ablank, formatted diskette into the drive.

2. Select the type of file to write to the diskette. Enter Z if you zipped
(compressed) thefile, or U if you did not zip the file.

3. Enter the drive letter of the floppy drive.

4. UsetheProceed (OK) command to copy the file to the diskette and return to
the Periodic Processing menu.
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Roll Up Leave Balances

The Roll Up Leave Balances function combines all leaves taken and accrued
into one total, comparing it with the total that has been updated in the PAEGxxx
(Employee General Information) file. The beginning vacation and sick balances
are kept in the PAHVxxx (Leave Adjustment History) file, along with the detail
posted from Post Checks, Void Checks, and Leave Adjustments functions. If
the system determines that there is a difference between the hours posted to the
PAHVxxx file and the PAEGxxx file, it writes the number from the PAHVxxx file
into the PAEGxxx file and creates an audit |og recording the change.

Note I

Back up your datafiles before you proceed with this function. Print the Sick
L eave and Vacation Report, because sick and vacation accruals are cleared
by this function.
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Roll Up Leave Balances Screen

Select Roll Up Leave Balances from the Periodic Processing menu. The Roll
Up Leave Balances screen appears

[ Roll Up Leave Balances [Z||§|g|
Commands  Edit Modes Other Help
2xizra@n[2¢[0e

Have “ou Backed Up Your Data Files?

Consolicste Terminasted Employees?

| |company H 081772005 |Terminal TO0D | NS

1. If you have backed up your datafiles, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the menu and do so before proceeding.

2. If you want to consolidate terminated employees, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

3. Select the output device to print the audit log. See “Reports’ on page 1-41
for more information. After the log is produced, the Periodic Processing

menu appears.
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Roll Up Leave Balances

Consolidate Leave Audit Log

End of Report

08/17/2008 Builders Supply Page 1
z:zo DM Comsolidate Leave Audit Log
Vacation Sick

I Euployes Name Sunmary  Detail Differ  Summary  Detail Differ Error Message
BOUOOl EBourne, Linda C 1z0.000 .E00  119.500-  59.3d44 3.344 36.000-
CERO01 Gerard, Timothy G 1z0.000 40.000- 160.000-  83.344 3.344 30.000-
JENOO1 Jenkins, Kachy M 94.4E8 14.488 80.000-  35.344 3.344 32.000-
JONOO01 Jonchin, Maria K E.333 1z.333 8.000 15.340 3.340 16.000-
LUKOO1 Lukas, George 94,486 14.486 80.000-  35.344 3.344 32.000-
ROS001 Possini, Lucinda A E3.223 1z.333 40.000- 3.340 3.340 000

487.E578 16.078  471.500- 276.086 20.056  256.000-
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Purge Recurring Entries

Usethe Purge Recurring Entries function to delete recurring time tickets. When
the PARExxx (Recurring Entries) file getstoo large, use this function to create

more room on your system.

Purge Recurring Entries Screen

Select Purge Recurring Entries from the Periodic Processing menu. The
Purge Recurring Entries screen appears.

3 Purge Recurring Entries
Commands Edit Modes Other Help

2xizramn|-¢ (0@

Purge Recurring Entries With Cutoff Dates Prior To _1__2_.!‘_311_{_2_0__0_4}___

| company H 0841772005 |Terminal TO0D | NS

Recurring entries with a cutoff date before the date you enter here are purged.
Usethe Proceed (OK) command to purge recurring entries. After the entries are
purged, the Periodic Processing menu appears.
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Periodic Maintenance

At the end of each calendar quarter, do quarter-end maintenance to prepare for
next quarter’s data. This procedure clears out the quarter-to-date balances in the
PADPxxx (Department) file, deletes history records before the date you specify
(if you keep history), and increments the current quarter number in the
PACTLxxx table.

At the end of each calendar year, do year-end maintenance to prepare your files
for next year’s entries. This procedure clears out the quarterly and year-to-date
balances in the PAEMxxx (Employee Miscellaneous History) file and the year-to-
date information in the PADPxxx file, deletes records of terminated employees
from the PAEGxxx (Employee General Information) and PAEMxxx files, and
creates these last-year fileswith the .LY extension:

e PACDxxx (Checks Deductions)

e PACExxx (Checks Earning)

e PACHxxx (Checks)

e PACWxxx (Checks Withholdings)

*  PADDxxx (Deductions)

e PADExxx (Employee Deductions)

e PADPxxx (Department)

e PADXxxx (Deduction Exclusion)

e PAECxxx (Earning Codes)

e PAEDxxx (Employee Deduction History)

*  PAEExxx (Employee Earnings History)

e PAEGxxx (Employee General Information)
e PAEMxxx (Employee Miscellaneous History)
e PAEPxxx (Employee Personnel)

e PAESxxx (Employee Federal/State/L ocal Withholdings)
e PAETxxx (Earnings Types)

e PAEWxxx (Employee Withholding History)
e PAEXxxx (Employee Exclusion)

e PAINxxx (Payroll Information)

e PALCxxx (Labor Class)

e PATBxxx (Tables)
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e PATXxxx (Tax Tables)
e PAWIxxx (Withholdings)
e PAWXxxx (Withholding Exclusion)

The PATB.LY (LY represents last-year data) and PATX.LY files are created so that
the system can distinguish differences between prior-year and current-year tax
percentages.

You cannot use the Periodic Maintenance function if you are working with
prior-year files. You must bein quarter 4 of the current year to run year-end
mai ntenance.

Because year-end maintenance automatically does quarter-end maintenance, you
do not have to perform both quarter-end and year-end maintenance at the end of
period 4.

Before You Begin

9-56

Before you do quarter-end or year-end maintenance, produce these reports:

«  Earnings and Deduction Report (page 7-5)

e Sick Leave and Vacation Report (page 7-7)

e Quarterly Employer’s Tax Report (page 9-21)

e Quarterly Withholding Report (page 9-25)

e Quarterly State Unemployment Report (page 9-27)
e 941 Worksheet (page 9-31)

e Department Report (page 9-13)

If you are deleting history, you should also produce the Transaction History
Report (page 7-9) and the Check History Register (page 7-13).

Back up your datafiles. Then post expenses to General Ledger (page 9-15) and
back up your data files again.
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Note I

If you delete check history and then print the 941 Worksheet from last year's
files, the eighth monthly period breakdown on the 941 Worksheet is
incorrect.

Finally, if you have a multiuser system, make sure that no one elseis using the
Payrall system. You cannot perform quarter-end and year-end maintenance if
someone else is using Payroll functions.

Periodic Maintenance Screen

Select Periodic Maintenance from the Periodic Processing menu. The Periodic
M aintenance screen appears.

& Periodic Maintenance
Commands Edit Modes Other Help

R

Harve you run the following?
Earnings and Deduction Report
Sick Leave and “acation Report
Guarterly Employer's Tax Report
Guiarterly Withholding Report
Guarterly State Unemployment Report
941 Worksheet
Departiment Report
Copy to Backup

2xina@n

(%) Quarter End

() Year End

() Histaries Only
Remove check history for tems dated before 12i31/2003 E
Remove transaction history for items dated before 12i31/2003 E

Company H [084 772005 | Terminal TOOD | INS
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9-58

Before you perform quarter-end or year-end maintenance, print the reports
listed on the screen and back up your datafiles. Select the box (or enter Y in
text mode) when you have completed the listed tasks.

Select the kind of maintenance you want to perform. You can perform
guarter-end or year-end maintenance, or you can purge history only (which
does not close the quarter or year).

If you want to delete history because your files are getting too large or
because you no longer need check and transaction history before a particular
date, enter the dates for check and transaction history to indicate where the
deletion should stop. For example, if you enter 12/31/2001, history before
and including that date is deleted.

If you do not want to delete history, press Enter to leave the date blank.

If you want to clear remaining sick and vacation time, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

Usethe Proceed (OK) command to save your entries and begin maintenance
processing. When the procedure finishes, the Periodic Processing menu

appears.
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Close Last Year

After you have performed year-end maintenance and completed all processing on
last-year’sfiles (for example, printing W-2s), use the Close Last Year function
to delete last year’'sfiles.

You cannot use the Close Last Year function if you are currently working with
prior-year files.

Before You Begin

Before you close last year’sfiles, print W-2s and back up your datafiles. Once
you delete last year'sfiles, you cannot reprint W-2s for that year unless you have
a backup copy.
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Periodic Processing

Close Last Year Screen

Select Close Last Year from the Periodic Processing menu. The Close Last

Year screen appears.

| Close Last Year,
Command:  Edit Modes Other Help

RXiz 22 @O ?2€¢ @@
Have o
--- Printed W2s?
--- Backed Up Your Data Files?
¥

| Compary H |07 42005 [Terminal TOOD |OVR

If you have printed W-2s and backed up your data files (see “ Before You Begin

on page 9-56), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode). If you have not backed up your files, use the Exit (F7)
command to exit to the menu and do so before closing.

Usethe Proceed (OK) command to begin purge processing. When the purge
finishes, the Periodic Processing menu appears.

9-60
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Employee 10-3
Employee History 10-31
Leave Adjustments 10-49
Direct Deposit 10-51
Departments 10-55
Payroll Information 10-61
Recurring Entries 10-69
Tables 10-77
Tax Tables 10-99
Formula Maintenance 10-101
Change Fields 10-105
CJ File Maintenance

CJ Payroll Information 10-111
Class Codes 10-117
Worker's Compensation Codes 10-119
Union Codes 10-121
Job Pay Rates by Class 10-125
Purge CJ History Files 10-129
Union History Adjustments 10-131

Worker's Comp History Adjustments 10-133
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File Maintenance

Introduction

10-2

Several of the functionsin this chapter appear on additional submenus available
on the CJ File Maintenance submenu; CJ Payroll Information, Class Codes,
Worker’'s Compensation Codes, Union Codes, Job Pay Rates by Class,
Purge CJ History Files, Union History Adjustments, and Worker’s Comp
History Adjustments. To access these functions, select CJ File Maintenance
from the File Maintenance menu and then select the function.
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Employee

Use the Employee function to add employee records, change descriptive datain
employee records that are on file, and del ete employee records (only when they
have been added in error).

You cannot use the Employee function to change earnings or withholdings
figures. You can, however, use the Employee History function (see page 10-31)
to change withholding figures. If you edit employee history, alog is printed so
that you can maintain an audit trail.

Because you must print W-2 forms and other year-end reports for all

empl oyees—including terminated ones—you cannot del ete empl oyee records
that have amounts in their history files. Instead, terminated employee records are
deleted for current-year data when you do year-end maintenance. They are
retained in last year’s files so that you can produce W-2 forms.
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File Maintenance

Employee Screen

Inquiry |

10-4

Select Employees from the File Maintenance menu. The Employees selection
screen appears.

3 Employee g|§|@ |

Commands Edit Modes Other Help

L IR
Ernployes I %

Last Mame Bourne

Firzt Mame Linda

Middlle Intial C

Do You'Want Ta Mairtain:

General Information

Salary Information

Tax Information

Perzonnel Information One
Personnel Information Two
Ermployee Comnerts
User-Defined Fields
Documents

EREREREE

| | compary H |08/ 62005 |Terminal TO0D [OvR

Enter the | D of the employee whose record you want to add, edit, or delete. If you
enter an existing 1D, the employee’s name appears. If you need to add an
employee (for example, for W-2 reporting), press enter the new ID and select
General Information below.

If you try to add an employee to the PAEGxxx.LYx (last year Employee Genera
Information) file, the PAEGxxx (current Employee General Information) fileis
not updated. Instead, the system warns you that adding employees in last year
files does not update current-year files.

To delete an employee record, use the Delete (F3) command. Both the
employee’s record and the employee’s history record are deleted. If values
greater than zero exist in the employee’s record, the system warns you that you
cannot del ete employees with existing history. Records of terminated employees
are automatically deleted from current year files during year-end processing.
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Inquiry | The Copy From field appears if you add a new employee ID. Use thisfield to
copy saary and tax information from another employee’s record to save time.

Select the boxes (or enter Y in text mode) next to the information types you want
to view, add, or edit. If you do not need to change that type of information, clear
the box (or enter N in text mode). When you have selected the information you
want, use the Proceed (OK) command to go to the first information screen.

General Information screen

Use the General Information screen to enter basic information about your
employees: address, phone number, dates of hire and review, and contacts.

& | General Information ['._HE|E|
Commands Edit Modes Other Help

2xelreman]2e|/0@

Ernp 1D BOUO01 Joh Title i, As3t.

Last Mame Bourne Wotk Phone [ ) -

First Mame Linca Micldlle In C Extension Supr D |LUKOO1

W2 Narme Linda C Bourne Adj Hire: Date e

Address 1 501 N Hamiton Ave Start Date o1m9nggs [To)

Address 2 Birth Date 051071964 [Ca

Address 3 Tertn Date )

Res City Edinia State MM []] LastReview Date 11122004 [Ca)

Zip Code 55435 Courtry [8]  hextReview Date 11122005 [Ta)

Phane ha [B12)555-1212 Last Check Date )

S5 Mo 459-30-1099 Ins Coverage FamilyBlue Cross

Sex F b User Label 2

EEC Clazs 2 User Lahel 3

Wi-2 Figlds Emergency Contact
Retiremert Plan? Mame Jirm Bourne
Statutory Employes? |:| ‘Wiark Phone (B12)567-3319
Home Phone | (612)555-1212
Relation Hushand

E-Msil lbourned@builder s _supply com
| |Cormpany H |08418/2005 |Terminal T000 |OVR
Field Description
Last Name/First Enter the employee’s last and first name and middle
Name/Middle In initial.
W-2 Name Enter the employee's name as it should appear on the

W-2 forms you print.
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File Maintenance

Inquiry |

10-6

Field

Address 1/2/3

Res City/State/Zip
Code/Country

Phone No

SS No

Sex

EEO Class

Retirement Plan?

Statutory
Employee?

Job Title

Work Phone/
Extension

Description

Enter the employee’s street address, city, and state of
residence.

Enter the employee’s city, state, zip or postal code,
and country of residence. The Inquiry (F2) command
is available in the State and Country fields.

Enter the employee’s home phone number using the
mask that appears.

Enter the employee’s social security number.

Enter M if the employeeis male or F if the employee
isfemale.

Enter the employee's Equal Employment Opportunity
classification:

1 White

2 African-American

3 Latino

4 Asian-American or Pacific Islander

5 Native American or Native Alaskan

If the employee participates in your company’s
retirement program, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
Thisinformation is used on W-2 forms.

If the employee qualifies as a statutory employee,
select the box (or enter Y in text mode); if not, clear
the box (or enter N in text mode). Thisinformation is
used on W-2 forms.

Enter the employee’s job title.

Enter the employee’s work phone number and
extension.
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Employee

Inquiry |

Field

Supr ID

Adj Hire Date

Start Date

Birth Date

Term Date

Last Review Date/
Next Review Date

Last Check Date

User-Defined Labels
1/2/3

Name/Work Phone/
Home Phone/
Relation

E-Mail

Description

Enter the ID of the employee’s supervisor or manager.

Enter the employee’s adjusted hire date, which isthe
date the employee actually began working for the
company (as opposed to when the employee accepted
the job). Thisdate is used in personnel reports.

Enter the date of employment for the employee. This
dateis used to calculate sick time and vacation time.

Enter the employee’s date of birth.

If the employee no longer works for the company,
enter the date of the employee’s termination.
Employee records that contain a termination date are
deleted automatically during year-end maintenance.

Enter the employee’s last and next review dates.

Enter the date of the last check the employee
received. Thisfield is updated when you post checks.

Enter information in these user-definable fields, if
necessary. You can define the prompts that appear
using the USRDFxxx table (see page 10-95).

Enter the emergency contact information for the
employee: the name of the person to contact in case
of an emergency, the emergency contact’s home and
work phone numbers, and the contact’s relation to the
employee.

Enter the employee’s e-mail address.

Usethe Proceed (OK) command to save your changes. If you selected another
type of information on the Employee selection screen, that screen appears. If you
did not select any other screens, the Employee selection screen appears.
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Salary Information Screen

Usethe Salary Information screen to enter and maintain pay information for your
employees. If you copied an employee record, make sure that the information on
this screen is correct for each employee.

| Salary Information

Commands  Edit  Modes  Other Help
22Xz man|/-e[0e
Etnployee 1T BOU0DA Bourne, Linda C
------ Pay Information ------ --- Scheduled Deductions -
Dept 500 E] Mo Description i 2845 Aot Balance
Lhr Clas A0 E] Skill 1 [Medical hs RN 10.56 00| =
Corporate Officer? |:| B|401K, PRIMIM 4.50 o0 &
Seazonal Employee? Fl 3|United Way PRIMIM 1.00 00 e
Type (Har ) S w 4|Credit Union RN 50.00 no
Exefrpt? Fl 10/Stack Plan RN 100.00 it}
Adjust to Minimum? D 2|Dertal s I 352 jali]
Group Code (0-3) 1
Pay Periods/vear 12
Chk Loe EarncCd  [SaL (8]
Unian [a) we  [ama (8] =
Salary 7500.00 =
Hourly Rate oo hd
Owverride Pay oo Deduction ( of 1
Status Full-time  «
Sick Accrual Code wH Sick Hours Remaining 96.000
“ac Accrual Code wH Sacation Hours Remaining 119.500
| Cotnpany H |08/25/2005 | Tertninal TOOO |OVR
Pay Information
Field Description
Inquiry | Dept Enter the employee’s department.

If necessary, you can indicate that an employee
worked in a different department when you enter
payroll transactions.

Inquiry | Lbr Clas Enter the employee’s labor classification. Use the
Maint Maintenance (F6) command to add or edit labor
classes.
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Employee

Field

ﬁtjc Skill

Corporate Officer?

Seasonal
Employee?

Type (Hor S)

Exempt?

Adjust to Minimum?

Group Code

Payroll User’s Manual

Description

The labor class you enter here appears in the Class
field when you enter atime ticket for the employee.

Enter the employee’s skill level code. If skills have
been defined for the employee's labor classification,
the codes appear near the bottom of this screen.

If the employee is a corporate officer, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

If the employee is a seasonal employee, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Enter H if the employeeis paid by the hour or S if the
employee ispaid asaary.

If the employee is salaried, select the box (or enter Y
in text mode) if the employee is exempt and does not
receive overtime pay. Clear the box (or enter N in text
mode) if the employee is nonexempt and should
receive overtime pay.

If the employee does not receive tips, clear the box
(or enter N in text mode). If the employee receives
tipsas part of his or her earnings, select the box (or
enter Y in text mode) so that the wages are adjusted to
bring the employee's earnings up to minimum wage if
the reported tips do not.

When you calculate checks, use the group code to
identify the employees you want to pay. Common
practice isto use a unique group code for each pay
cycle (weekly, biweekly, semimonthly, and so on).

Enter the code that identifies the check processing
group to which the employee belongs.
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File Maintenance

Inquiry

Maint

gcic
gcic

10-10

Field

Pay Periods/Year

Check Location

Earn Code

Union

wcC

Salary

Hourly Rate

Description

Enter the number of timesthe employeeis paid
during the year. This number is used when taxes are
calculated during check calculation.

Enter the employee’s check location. You can usethis
location as a sort option when you print checks.

Enter the default earning code for the employee. The
earning code you enter here appearsin the Earning
Code field when you enter an employee time ticket.
For a salaried employee, the system uses this code
create earnings entries when you cal culate checks.

Enter aUnion ID. The Inquiry (F2) command is
available.

Enter a Worker's Compensation Code. The Inquiry
(F2) command is available.

If the employeeispaid a salary, enter the salary he or
shereceives each pay period. You must enter asalary
for salaried employees to ensure correct calculations.

Enter the employee’s hourly pay rate. You can
override the rate when you enter time tickets.

The hourly rate is used to calculate pay for hourly
employees, calculate amounts allocated to other
departments for salaried employees, place dollar
values on sick and vacation time for salaried
employees, alocate labor expenseto ajob (if Job
Cost isinterfaced), and cal culate overtime pay for
nonexempt salaried employees.

If you change a salaried or an hourly employee’s pay
rate, the following prompt appears:

Pay Rate has changed. Add Change to Pay
Change History?
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Employee

Field

Override Pay

Status

Sick Accrual Code

Vac Accrual Code

Sick Hours
Remaining

Vacation Hours
Remaining

Payroll User’s Manual

Description

If you select Yes (or enter Y in text mode), the Pay
Rate Change window appears and lists the date of the
change and the old pay rate. You can enter areason
for the change.

If asalaried employee is supposed to receive pay
other than the usual pay—usually when employees
start or terminate within a pay period—enter the
amount. When you cal culate checks, the amount is
calculated in the next run only. After you post checks,
this amount is removed from the employee’s record.

Enter F if the employee worksfull time or P if the
employee works part time.

Enter the code (from the SICccxxx table) for the
accrual rate of sick hours for the employee.

Enter the code (from the VACccxxx table) for the
accrual rate of vacation hours for the employee.

Thisfield is updated when you post checks that
contain sick pay hours. A negative value indicates
sick hours taken; a positive value indicates sick hours
accrued. You cannot change this value.

Thisfield is updated when you post checks that
contain vacation pay hours. A negative value
indicates vacation time taken; a positive value

indi cates vacation time accrued. You cannot change
thisvalue.
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10-12

Scheduled Deductions

--- Scheduled Deductions ---
12343 Amourt
YNNI

Ealance

3| United Way PRI 1.00 oo E]
4| Credit Union MMM S0.00 oo
10| Stack Plan ' MMMR 100 .00 nn
2| Dertal Ins ' MMRR 352 .00

&

5

E

Deduction [ 001 of 006 )

Press Enter in the Vac Accrual Code box to switch to the Scheduled
Deductions section of the screen. Each employee can have 999 scheduled
deductions.

Use the commands to work with scheduled deduction information:

*  PressEnter to edit the selected deduction. See “Editing or Adding a
Scheduled Deduction” on page 10-13 for more information.

e Press A to add a scheduled deduction. See “ Editing or Adding a Scheduled
Deduction” on page 10-13 for more information.

* Press G to go to a specific deduction, then enter the deduction ID. This
command appears only when there is more than one screen of deductions.

*  PressF to add or edit adeduction formula. The Formula Maintenance screen
appears. See page 10-101 and appendix C for more information.

* PressC to edit factorsfor a selected deduction. See “Factor Entry” on
page 10-14 for more information.

e PressP toreturn to the Pay Information section of the screen.
* PressN to save your entries and move to the next screen you selected. Each

time you add or edit a deduction line, that entry is saved in the employee
record. You can aso use the Proceed (OK) command to save the change.
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Editing or Adding a Scheduled Deduction

When you press Enter to edit a scheduled deduction or A to add a scheduled
deduction, the fields for the line item become activated.

Field Description

Inquiry | No Enter the number of the scheduled deduction.

You cannot use the same deduction number more than
oncefor an employee. If you want the same deduction
taken twice, you must enter a new deduction number.

Description The description of the deduction appears.

12345 Each of the five characters represents a period code.
You might use the pay periodsto identify the five
weekly pay periods in some months or five pay
periodsin which different combinations of deductions
are taken.

For each pay period, enter one of these codes:

N the deduction is not taken in the pay period

Y the amount you enter is deducted

P apercentage of the employee's gross pay is
deducted

H afixed rate per hour worked is deducted

D the amount istaken against adeclining balance

E the amount is a declining balance by percentage

G the amount is adeclining balance by formula

(If you enter H for a salaried employee, you must
enter atime ticket to get the deduction.)

If you press Enter, all pay periods are set to N.

Amount If you entered Y for a pay period, enter the dollar
amount that should be deducted.
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Field Description

If you entered P for a pay period, enter the percentage
of the employee’s gross pay that should be deducted.

If you entered H for a pay period, enter the dollar
amount per hour that should be deducted.

If you entered D for a pay period, the amount that is
deducted is less than or equal to the balance.

If you entered E for a pay period, the percentage that
is deducted equals an amount less than or equal to the
remaining balance.

If you entered only F as the pay period code for the
deduction, leave this field blank. The formula
calculates the deduction.

Balance If you entered D, E, or G for apay period, enter the
maximum amount that can be deducted for the
employee. If thisamount is deducted for an employee
for afisca year, this deduction is not taken.

Factor Entry

When you press C to change or override the established factors for a scheduled
deduction, the Factor Entry window appears.

| Facton Entry - Medical Ins

Commands Edit Modes Other Help

2xEeean] ¢ [@e
Override Factors?
Factor 1 .0000

Factar 2 .000o
Factar 3 .000o
Factor 4 .000o
Factar 5 .000o
Factar 6 .000o
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If you want to override the factors you established for the scheduled deduction,
select the box (or enter Y in text mode); if not, clear the box (or enter N in text
mode). Next, enter up to six override factors. The factors you enter here take
precedence over the factors established in the Formula Maintenance function
(page 10-101). Factors can represent anything form dollars to percents,
depending on how they are used in aformula.

Usethe Proceed (OK) command to save your changes. The Salary Information
screen appears with the Scheduled Deductions section active.

Tax Information Screen

Usethe Tax Information screen to set up federal, state, and local withholding
information for each employee and to edit withholding formulas. If you copied
an employee record, make sure that the information on this screen is correct for
each employee.

| Tax Information E||E|Pz|
Modes Other  Scroll Commands  Help

Commands  Ed

2xizeaan[-e[ee

Employee I0 BoU1 Bourne, Linda C
Tax Group b
Federal Tax Information
Fed. Stat Exemp ExtraviH Fixed WH EIC Code Table I
FED 4 .00 .00 H FEDM
\ | | | | \ |
State Tax Information
Stste  Stat Exetnp ExtraviH Fixed WiH Takle D SUl State  Marme
MH M 4 .00 00 [STXMHM MH Minnesota
Local Tax Information
State  Local Stat Exetnp ExtraviH Fixed WiH Table 1D Localty Matne

Switchto State | [(Erter=edt | [ Apperd |

[ Mext page ] [Pravious page] [ Tax Group ]

Withholding setup

|Company H |08/16/2005 |Terminal T00O [OvR
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Enter the ID of the tax group that applies to this employee’s earnings. A tax
group can combine withholding codes for several states and localities. You can
change thistax group if necessary during time ticket and manual check entry.

Use the commands to work with the information on this screen:

Press S to move between the Federal, State, and Loca Tax Information
sections of the screen.

Press Enter to edit the selected withholding line. The Edit Tax Information
screen appears.

Press A to add awithholding line. The Append Tax Information screen
appears.

Press G to go to aspecific withholding line, then enter the line number or use
the Inquiry (F2) command to select aline number. Thiscommand is
available only when there is more than one screen of withholding items.

Press W to exclude withholding tax or to change factors. All possible
withholding codes for the employee appear; toggle them on or off.

Press N to save your entries and move to the next screen you selected.
Press P to save your entries and return to the last screen you selected.

Press T to return to the Tax Group ID field to change the assigned tax group.
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Append/Edit Federal Tax Information

The Append Tax Information screen appears when you add a withholding to the
Tax Information screen. The Edit Tax Information screen appears when you edit
an existing withholding line. Other than the title, these screens are identical.

& Edit Tax Information
Commands Edit Modes Other Help

2xi(eamn]? €]@® [0t )(F)

Fed

FED

Stat LI

Exemp 4

Extra'WiH oo
Fized WiH oo
EIZ Code [

Table ID FEDM &)

Field Description

Fed The Federal tax withholding ID appears.

Stat Enter M if the employee is married or S if the
employeeissingle.

Exemp Enter the number of exemptions that are claimed on
the employee’'s W-4 form for federal tax purposes.

If no federal taxes are withheld for the employee,
enter 99.

Extra WH If the employee wants money withheld in addition to
the regular federal withholding, enter the extradollar
amount that should be withheld.

Fixed WH You can enter an amount of withholding to deduct

Payroll User’s Manual

instead of the calcul ated federal taxes.

10-17



Employee

File Maintenance

Inquiry |

Field Description

EIC Code Enter N if the employee did not request EIC
payments, E if the employee requested EIC payments
only for himself or herself, or B if both the employee
and his or her spouse file for advance EIC payments.
(See Circular E for details.)

Table ID Select FEDM for amarried employee or FEDS for a
single employee. If you do not select the correct table
ID, an employee may be taxed incorrectly.

State Tax Information

Inquiry |

10-18

When you press Enter or A, you can edit or append state withholding tax in an
employee's record.

& | Edit Tax Information

Commands  Edit  Modes Other  Help
2xiElealaa]?€[@e )
State [T
Stat M
Exemp 4
Extra WH 00
Fixed WiH 00
Tabale ID STHMNM [
5Ll State [THEY
State Mame Minnesota
Field Description
State Enter the employee’s state postal code. The state you

enter determines which state tax routines are used
when the employee's state withholding is cal cul ated.
If the employee worksin more than one state, the first
state code must be the code for the employee’s home
state.

If you enter the code for a state that is not in the
PACO (Codes) file, an invalid entry message appears.
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Field

Stat

Exempt

Extra WH

Fixed WH

Inquiry | Table ID

Inquiry | SUI State

State Name

Payroll User’s Manual

Description

For state withholding, enter S if the employeeis
single, M if the employee ismarried, U if the
employee isan unmarried head of a household, J if
the employee is married and filesjointly, or B if the
employeeismarried to aworking spouse and they file
jointly.

Some states do not allow al these codes. Check with
the state tax authorities for more information.

Enter the number of exemptions the employee claims
for state tax purposes. If no state taxes are withheld
for the employee, enter 99. (Rules for determining the
number of exemptionsvary from state to state; seethe
state regulations for information.)

If the empl oyee wants money withheld in addition to
the regular state withholding, enter the extra dollar
amount that should be withheld.

You can enter an amount of withholding to deduct
instead of the calculated state taxes.

Enter the STXssm tax table ID used to calculate the
withholding tax. If you do not enter atable ID, the
system will use the default in the Tax Authority
Setup function (see page 11-5 for more information).

Enter the state used to accrue the employer’s
unemployment insurance.

The name of the state tax authority appears.
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Local Tax Information

Inquiry |
Inquiry |

10-20

When you press Enter or A, you can edit or append local withholding tax in an
employee's record.

3 Append Tax Information

Commands Edit Modes Other Help

2xi[eamo]? €]@® [0t ) (F)

State

Local

Stat

Exemp

Extra \wiH
Fixed WiH
Table ID
Locality Narme:

[THE
o [q)

M
4

LTChRO
Minneapolis

0o
0o

@

Field

State

Local

Stat

Exemp

Description

Enter the employee’s state postal code that
corresponds to the local tax ID you want to add.

Enter the local tax code. If the employee worksin
more than one locality, the first local tax code must be
the code for the employee’s home locality.

If you have not defined avalid local tax record, you
cannot enter alocal code.

For local withholding, enter S if the employeeis
single, M if the employeeis married, U if the
employee isan unmarried head of a household, J if
the employee is married and filesjointly, or B if the
employeeismarried to aworking spouse and they file
jointly.

Some localities do not allow all these codes; others
use codes unique to that locality.

Enter the number of exemptions the employee claims
for local tax purposes. If no local taxes are withheld
for the employee, enter 99.
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Field Description

Extra WH If the empl oyee wants money withheld in addition to
the regular local withholding, enter the extra dollar
amount that should be withheld.

Fixed WH You can enter an amount of withholding to deduct
instead of the calculated local taxes.

Inquiry | Table ID Enter the LTXsslIm tax table ID used to calculate the
withholding tax. If you do not enter atable ID, the
default in the Tax Authority Setup function (see
page 11-5) is used.

Locality Name The name of the local tax authority appears.
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Personnel Information Screen One

Inquiry |

10-22

Usethe first Personnel Information screen to record and maintain miscellaneous
personnel information for each employee.

% Personnel Information One

Commands Edit Modes Other Help
2xizne a@ ¢[00

Ernployee |0 BOU001 Bourne, Linda C

Cormments 1 Linda iz on the hoard of directors for Mulcahy Companies

Comments 2

Comments 3

Degree B E] Bachelor of Arts hdajor Business Administration

Degree s, m Master of Arts hdajor Business Finance

Degree hajar

--- Pay Chanhge --- --- Bonus |ssued ---

Date Reazon Old Rate  Date Reazon Amaunt
111202004 [73) | annl Review 725000 [mg] 0o
04i04i2004  [75]|Board Review 675000 (g 0o
123172003 [73)|Co. Performance £500.00 (g 0o
08iz3i2002  [T3)|Performance &150j00 (g 0o

(g 0o (g 0o
(g 0o (g 0o
(] 0o (g 0o
(] oo (] 0o

| | Company H |08/16/2005 | Terminal TO0D |OWR

1. Enter miscellaneous comments about the employee.

2. Enter up to three degrees for the employee; a description of each degree
appears.

Set up degree codes in the Payroll Information function (see page 10-61).
3. Enter the employee's academic major for each degree.
4. Enter the date of up to 10 pay changes.

5. Enter the reason for the pay changes; the pay rate preceding each pay change
appearsin the Old Rate field.

6. Enter theissue date of up to 10 pay bonuses.
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7. Enter the reason for the pay bonuses; the amount of the bonus appearsin the
Amount field.

When you save your entries, the second Personnel | nformation screen appears, or
if you did not elect to modify the screen, the Employee selection screen appears.

Personnel Information Screen Two

Use the second Personnel Information screen to record and maintain
miscellaneous information for each employee. The fields on this screen are user-
defined; the field names are taken from the USRDDxxx table (see page 10-94).

24 Personnel Information Two

Commands Edit Modes Other Help

2xiz|leama|ze
Ernployee D Bourne, Linda C

License 05132003 [To) User Date 06 [mgl]

Last Phys 10092004 [To) User Date O7 (g

Driver Lic nzindiz008 o) User Date 03 (g

User Date 04 (g User Date 09 (g

User Date 05 (5] User Date 10 (5]

| Company H |08/16/2005 | Terminal TO0D |OWR

Usethe Proceed (OK) command to save your changes. If you selected another
type of information on the Employee selection screen, that screen appears. If you
did not select any other screens, the Employee selection screen appears.

Payroll User’s Manual
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Employee Comments Screen

Use the Employee Comments screen to view and add comments about the

employee.

A Employee Comments

Commands  Edit

Modes Other  Scroll Commands  Help

2xiz|na|ma|-¢ (0@

Etnployee D l:l Bourne, Linda C

Ref ID [ ] ErdDste  [0srE2005 W)
=
g
k)
&
5
5]

[ Fef 1D ] [ end Date ] [ Append ] [Enter=edit] [Nextscreen] [Prevscreen]

jCompany H |08/ 62005 ;Terminal T000 |OWR

TheID of the terminal you are working at appears in the Ref ID field. To

work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear thisfield and press Enter.

Enter the date of the most recent comment you want to work with in the End

Date field, or press Enter to work with all comments.

The comments are arranged by date—the most recent date first—then by

reference ID.

10-24
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3.  Usethe commands to work with the comments on the screen:
*  PressR toreturn to the Ref ID field to enter anew reference ID.

e PressD to return to the End Date field and enter anew end date by
which to sort comments.

*  Press A to add a new comment. The Append Comment screen appears.
* PressE to edit a selected comment. The Edit Comment screen appears.

* PressN to save your changes and move to the next screen you selected.
If you did not select another screen, the Employee selection screen

appears.

e PressP to save your changes and return to the previous screen.

Append/Edit Comment Screen

The Append Comment screen appears when you add a new comment. The Edit
Comment screen appears when you edit an existing comment. Other than the
title, these screens are identical.

iy Append Comment
Commands Edit Modes Other Help

2xiz 2B @020 08
Date osiEizo0s  [73)

Reference ulala]
Cormrment Linda's proposal helped win multi-million dollar cortract.

1. If you are working with anew comment, the system date appears; otherwise,
the date of the last comment you worked with appears. Accept the default
date, or enter a different date.

2. Thecurrent terminal 1D appears in the Reference field. Edit thisreference,
if necessary.

3. Enter or edit the comment, then press Enter to save the comment record.
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User-Defined Fields Screen

If you elected to add or change user-defined field information, the User-Defined

Fields screen appears.
| User-Defined Fields [’._||E|g|
Commands  Edit Modes Other Help
2xizlan|me|zo|0e@
Ernployee |0 BOU001 Bourne, Linda C
Last COLA 011/23/2000 [75)
Training Dane?
Orientatian
Diversity
Conflict Mgt
Citizenzhip us
“iza Exp Date E

| | Company H |08/16/2005 | Terminal TO0D |OWR

Enter the appropriate information for each user-defined field you set up using the
Resource Manager User-Defined Fields Setup function. See the Resource
Manager guide for more information on setting up user-defined fields.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Employee selection
screen appears.
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Documents Screen

If you elected to add or edit employee documents, the Documents screen appears.
Use the screen to attach documents to the employee record.

Note: You must set up file types in Resource Manager before you can attach a
document to a master file record. Refer to the Resource Manager guide for more
information.

& Documents

Commands  Edif Modes Other  Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Employee ID BOUOD Bourne, Linda C
Documerit Mame
&
PASAMPLE XLS g]
k)
&
&
El
LineNa¢ 001 of 002 )
[Enter=ed'rt ] [ Append ] [ e ] [Open document] [Ne)d Screen] [Prev Screen]
| jCompany H |08/ 62005 iTerminaI T000 |OWR

Use the commands to work with employee documents:

*  PressEnter to edit the selected document. The Edit Documents screen
appears.

e Press A to attach a document to the employee record.

* PressV toview file information about the attached document.
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e Press O to launch the appropriate application and open the document.

Note I

If you have problems opening a document, press Enter to change the
direction of the slashes used in the attachment’s directory path. If the
directory path contains backward slashes (\), change them to forward slashes
(/) and vice versa.

e PressP to save your changes and return to the previous screen.

e Press G to go to a specific document line item. This command is available
only when there is more than one screen of documents.

Use the Exit (F7) command to save your changes and return to the File
Maintenance menu.

Append/Edit Documents Screen
The Append Documents screen appears when you press A to attach a document

to the employee record. The Edit Documents screen appears when you edit an
existing document line. Other than the name, these screens are identical .

iy Append Documents

Commands  Edit Modes Other Help

2xzramn|-¢ [0
Document BournelD jpg E]

Path L:'Employees\Documentsh E]
Description Copy of Linda Bourne's ID for company records.

Enter the document file name and extension, the full file path followed by a
terminating slash ( /), and a description of the file you want to attach to the

master file record. Use the Proceed (OK) command to attach the file and return
to the Documents screen.
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You can use the DocumentShare directory (as specified in the Resource
Manager Directories function) to simplify entering document information. To
use this directory, make sure all users have access to the DocumentShare
directory, then store document attachmentsin that directory. When you enter
document information in the Append Documents screen, enter (DOC) in the Path
field (remember to include the parenthesis).

When you use this convention with the Open command to open an attachment,
OSAS automatically replaces the (DOC) variable with the appropriate path and
opens the attachment from that directory.

If you do not store the file in the DocumentShare directory, do not use the
(DOC) variable. Instead, enter the full file path in the Path field. OSAS will not
be able to locate the file to open it if you enter an incorrect path.

Usethe Proceed (OK) command to attach the file and return to the Documents
screen.
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Use the Employee History function to enter historical information about
employees. The type of information you enter depends on the method you use to
set up initial balances (see page 3-24). After your system is set up, use the
Employee History function to enter values for fields that are not calculated by
the system—Allocated Tips, 100% Use Auto, FICA Tips, and so on.

Because of changes in federal regulations, and to eliminate errors on W2 forms,
OSAS no longer reports the values in the Cost of GTLI, Cost of DCB, 457 Plan,
and Non-457 Plan fields on the Employee Miscellaneous History screen on W2s.
While these fields remain on the screen, they are no longer used in any
processing. Instead, Open Systems recommends using earning and deduction
codes to process and track these vaues during payroll runs.

You should not use this function to change earnings or withholding information.
Instead, use the Manual Checks function (see page 6-9) to enter adjustments so
that you will have an audit trail of the changes.

Note I

If you use the Enhanced Payroll Tax Reports function (page 9-3) to create
tax forms, use the Check History Only (page 3-25) or Transaction,
Employee, and Check History (page 3-25) method to enter initial balances
and to create the history needed for valid reports before you create tax forms.

Remember that if you manually change any of the values using this function
instead of entering and posting manual checks, employee history will not
match check history. Since OSAS uses a combination of employee history
and check history to generate tax reportsin the Enhanced Payroll Tax
Reports function, you must check all values carefully if you make manual
changes to make sure that the report’s val ues are correct. See “Notes’ on
page D-19 for more information.
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Employee History Screen

Select Employee History from the File Maintenance menu. The Employee
History selection screen appears.

& Employee History

Commands Edit Modes Other Help

2xzzean|-¢|0e

Ernployee |0 LY

Last Name Bourne

First Name Linda

tdiclclle Initial C

Do you want to see:

Employee Mizcellaneous History
Emnployee Earnings History
Emnployee Deductions History
Emnployee Federal Tax Histary
Erployee State Tax History
Etnployee Local Tax History

REREEEE

| Company H |08/16/2005 | Terminal TO0D |OWR

Inquiry 1. Enter the employee ID for whom you want to view and edit history. Use the

Maint | Inquiry (F2) or Maintenance (F6) commands to select the employee from a
list or edit employee information.

2. Select the check box (or enter Y in text mode) next to the type of employee
history you want to view or edit; clear the box (or enter N in text mode) if
you do not want to view the screen for that type of employee history.

3.

Usethe Proceed (OK) command to go to the first screen selected. Use the
Exit (F7) command to return to the File Maintenance menu.
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Employee Miscellaneous History Screen

Use the Employee Miscellaneous History screen to enter and maintain various
payroll information. You can enter and edit information for three months at a
time, and view monthly, quarterly, and year-to-date totals.

The Employee Miscellaneous History screen has two windows: Month Totals

and Quarter Totals. Month totals can be edited, while quarter totals are for

viewing only. Only the Month Totals screen is shown in the example; the Quarter
Totals screen isvery similar..

£ Employee Miscellaneous History

Commands Modes Other  Scroll Commands  Help

CE X

22Xtz namE[2¢ (80

Employes D BOUDD

Hours YWorked
Weeks Warked

Bourne, Linda C

October

173.330
13.00

Movember

December —QTR 4--

000 173.330

13.00

173.330
13.00

D

Wks Under Limit

[La ]3]0

Paidhanth

Y

YHH

Allocated Tips

100% Use Auto

Cost of GTLI

Cost of DCE

457 Plan

Ion-457 Plan

FICA Tips

Ay EIC Payinent

Uncal ©ASDI

Uncal Medicare

[EE

[ Eriter = edit ] [ Mext Page ] [ChangaQuarter] [ Gugrter totals ]

| comparny H 08162005 |Terminal TO0D |OVR

Use the commands to work with the information on the screen:

e PressEnter to edit aline item. See page 10-34 for more information.
*  PressN to save your entries and move to the next screen selected.

e PressC to change the current quarter.
e PressQ toview quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Editing a Line Item

To edit aline item, select the line in which you want to change information and
press Enter. The Edit Employee Miscellaneous History screen appears and lists
values for the selected line. Make your changes, then use the Proceed (OK)
command to save your changes and return to the Employee Miscellaneous
History screen. Refer to the table below for descriptions of the various lines.

You must enter amountsin the Allocated Tips, 100% Use Auto, FICA Tips, Adv
EIC Payment, Uncol OASDI, and Uncol Medicare fields.

The Hours Worked, Weeks Worked, Wks Under Limit, and Paid/Month fields
are updated when you post checks. The quarter totals and year-to-date totals are
updated by the sum of the values you enter for the three months.

Field

Hours Worked

Weeks Worked

Wks Under Limit

10-34

Description

Enter the total number of hours the employee worked
each month. The precision of these fields is defined in
Resource Manager (see the Resource Manager guide).

Enter the number of weeksthe employee worked in the
month.

Hourly employees are credited for the full number of
weeksin the normal pay period (for example, 1 week
for weekly pay periods or 2 weeks for biweekly pay
periods) for any pay period they report regular, sick, or
vacation time. The system cal cul ates this number by
dividing 52 by the number of pay periodsin ayear
(with amaximum of 13 weeks in a quarter).

Salaried employees are credited for the number of
weeksin the pay period for which a check is cut.

Enter the number of weeks the employee received
credit for working but was under the state’s minimum
number of hoursfor each month.
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Field

Paid/Month

Allocated Tips

100% Use Auto

Cost of GTLI

Cost of DCB

457 Plan

Payroll User’s Manual

Description

When you set up the information for each state
withholding, you entered the minimum number of
hours an employee must work to qualify for one week
of work. The Weeks Worked fields track the number
of weeks the employee was credited for working.

For each month, select the box (or enter Y in text
mode) if the employee received a paycheck, or clear
the box (or N in text mode) if the employee did not
receive a paycheck.

Additional tips are allocated to an employee when
reported tips are less than a fixed percentage of house
sales. Thistip allocationisrequired by the government
to encourage accurate tip reporting.

Enter the dollar amount of tips allocated to the
employee.

If the employee drives a company automobile for
personal and business use, enter the monetary value of
the use of the automobile each month. (The valuein
thisfield is added to W-2sin the appropriate box. Use
the federal tax publication Circular E, Employer’s Tax
Guide for guidelines.)

Not used in OSAS processing. To track Cost of GLTI
amounts and report them on W2s, set up earning codes
and enter them into the GTLIxxx table.

Not used in OSAS processing. To track Cost of DCB
amounts and report them on W2s, set up earning and
deduction codes and enter them into the DCBxxx table.

Not used in OSAS processing. To track nonqualifying
457 plan amounts and report them on W2s, set up
earning codes and enter them into the 457xxx table.
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Field

Non-457 Plan

FICA Tips

Adv EIC Payment

Uncol OASDI

Uncol Medicare

10-36

Description

Not used in OSAS processing. To track nonqualifying
non-457 plan amounts and report them on W2s, set up
earning codes and enter them into the 457xxx table.

Enter the earnings that were subject to FICA
withholding.

Enter the amount the employee received in advance
EIC payments each month.

Uncollected OASDI isthe OASDI withholdings that
were not collected from an employee. For example, if
an employee receives tips and the OA SDI contribution
on those tips would reduce the employee’s pay to a
negative value, OASDI iswithheld from the check
only until the amount is zero. The remainder is stored
in these fields. The next time you calculate and print
checks, the amount of uncollected OASDI is deducted
from the employee’s check.

Enter the OASDI withholdings that were not collected
from the employee each month.

Uncollected Medicare is the Medicare withholdings
that were not collected from an employee. For
example, if an employee receivestips and the
Medicare contribution on those tips would reduce the
employee’s pay to a negative value, Medicareis
withheld from the check only until the amount is zero.
The remainder is stored in these fields. The next time
you calculate and print checks, the uncollected
Medicare amount is deducted from the employee's
check.

Enter the Medicare withhol dings that were not
collected from the employee each quarter.
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Employee Earnings History Screen

Use the Employee Earnings History screen to add or edit earnings information
for your employees. The Employee Earnings History screen has two screens:
Month Totals and Quarter Totals. Month totals can be edited, while quarter
totals are view-only. Only the Month Total s screen is shown below; the Quarter
Totals screen is similar. Earnings information is updated when you post checks.

A Employee Earnings History

Commands Modes Other  Scroll Commands  Help
2xrznama[2¢ @@
Employes I BOUOD Bourne, Linda C
Earning Hours:
Code Octoker Towember December --QTR 4-- === TD--- @
P01 000 000 000 000 000 @
P03 000 000 000 000 000 Q
REG 000 000 000 000 000 B
SIC 000 000 000 -ooo 000 E]
VAC 8.500 000 000 8.500 8.500 E]
Earning Amounts
Cods October Mowember December --QTR 4-- --YTD--- |
PN 750,00 00 0o T50.00 750,00 || &
P03 133.82 00 00 133.82 133.82 || =
REG 29738.00 00 00 29738.00 29738.00 | +
SIC 00 00 00 00 A0 | =
VAC 262.00 00 00 262.00 262.00 || =
Gross Pay 30883.62 00 00 30883.52 30883.62
Met Pary 18271.94 oo 00 18271.94 18271.94
[Swrtch to Amnumx] [ Enter=edit ] [ Append ] [ MNext padge ] [ Previous page ]
[Tmal gross ahd net pay] [ Chahge quarter ] [ Quarter Totals ]
| | company H 08162005 |Terminal TO0D |[OVR

Use the commands to work with the information on the screen:

e Press S to switch between the Earning Hours and Earning Amounts
sections of the screen.

e PressEnter to edit alineitem.
e PressAtoaddalineitem.
Lineitemsin both the Earning Hours and Earning Amounts sections are

identified by earning codes, which are set up in the Earning Codes function
(see page 11-9).
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10-38

When you add or edit earning hours information, you can enter hours for
three months. Thefield masksinthe Earning Hours section of the screen are
user-defined; for more information, see the Resource Manager guide.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to save your entries and move to the next selected screen.

Press P to save your entries and return to the previous screen.

Press G to go to a specific line, then enter the earning code or usethe Inquiry
(F2) command to select the earning code. This command is available only
when there is more than one page of item.

Press T to edit gross and net pay.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Deductions History Screen

Use the Employee Deductions History screen to add or edit deductions

information for your employees. The Employee Deductions History screen has
two windows: Month Totals and Quarter Totals. Month totals can be edited,
while quarter totals are for viewing only. Only the Month Totals screen is shown

in the example; the Quarter Totals screen is similar.

The deduction amounts listed on both the monthly and quarterly screens are

updated when you post checks.
4  Employee Deductions History
Commands Modes ©Other Scroll Commands  Help
2xznemm|?2€¢|/0@
Etrployes [T BOUDD1 Bourne, Linda C
Code State Cctaber Movember December --GITR 4-- === TO--
001 42.24 00 00 42.24 42.24 @
002 14.08 00 00 14.08 14.08 g]
003 308.564 00 00 308.54 308.54 E]
004 200.00 00 00 200.00 200.00
L1 MH 1389.77 00 00 1389.77 1389.77
o MH 525.00 00 00 525.00 525.00
[ Erter=edit ] [ Append ] [ Mext page ] [ Previous page ]
[ Change quarter ] [ Quarter Totals ]
| |Company H |08/ 62005 |Terminal TODD |OVR

Use the commands to work with the information on the screen:
*  PressEnter to edit alineitem.

*  PressAtoaddalineitem.

Lineitems are identified by deductions codes, which are set up in the

Deductions function (see page 11-17).
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When you add or edit monthly deduction information, you can enter
amounts for three months for each deduction. Each field's mask is
user-defined.

The quarter totals and year-to-date total s are updated by the sum of the
values you enter for the three months.

If the deduction codeis excluded from state withholdings (deferred
compensation), you must enter the state code. If you leave the State field
empty, the system assumes that the withholding isfor federal deferred
compensation.

* PressN to save your entries and move to the next screen you selected.

e PressP to save your changes and return to the previous screen.

* PressG togo to aspecific line item, then enter the deduction code or use the
Inquiry (F2) command to select a code. This command is available only
when there is more than one screen of items.

*  PressC to change the current quarter.

e PressQ toview quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Federal Tax History Screen

Use the Employee Federal Tax History screen to add or edit federal tax earnings
and tax amount information for your employees. The Employee Federal Tax
History screen has two windows: Month Totals and Quarter Totals. Month totals
can be edited, while quarter totals are for viewing only. Only the Month Totals
screen is shown in the example; the Quarter Totals screen is similar.

Thefederal earnings and tax amounts are updated when you post checks.

& Employee Federal Tax History

X

Commands Modes Other  Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Ernployee D BOU001 Bourne, Linda C
Earnings
Code October Movember December --GITR 4-- === TD---
EME 30883.82 00 00 30883.82 30883.82 @
EOA 30883.82 00 00 30883.82 30883.82 g]
FUT 28969.05 00 00 28969.05 28969.05 E]
PWH 28969.05 00 00 28969.05 28969.05 E]
MED 30883.82 00 00 30883.82 30883.82 g]
OAS 30883.82 00 00 30883.82 30883.82 g]
Tax Amounts
Code October Movember December --GITR 4-- === T
EME 447.82 00 00 447.82 447.82 | =
EOA 1914.80 00 00 1914.80 1914.80 || &
FUT 434.00 00 00 434.00 434.00 || o
PWH 5624.45 00 00 5624.45 562445 | -
MED 447.82 00 00 447.82 M2 | =
OAS 1914.80 00 00 1914.80 1914.80 || -
[Sw'rtc:h to Tax Amounts] [ Enter=edit ] [ Append ] [ Mext page ] [ Previous page ]
[ Change gquarter ] [ Guarter Totals ]
| | Company H |08A16/2005 | Terminal TO0D |OWR

Use the commands to work with the information on the screen:

screen.
Press Enter to edit aline item.

Press A to add aline item.
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Lineitemsin both the Earnings and Tax Amount sections are identified by
federal tax authority codes, which are set up in the Tax Authority Setup
function (see page 11-5).

When you add or edit earningsinformation, you can enter amounts for three
months. Your changes are saved and take effect immediately.

The quarter totals and year-to-date total s are updated by the sum of the
values you enter for the three months.

Press N to move to the next screen you sel ected.

Press P to return to the previous screen.

Press G to go to a specific lineitem, then enter the federal tax authority code
or use the Inquiry (F2) command to select the code. This command is
available only when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee State Tax History Screen

Use the Employee State Tax History screen to add or edit state tax earnings and
contributions information for your employees. The Employee State Tax History
screen has two screens. Month Totals and Quarter Totals. Month totals can be
edited, while quarter totals are for viewing only. Only the Month Totals screenis

shown in the example; the Quarter Totals screen is similar.

The state earnings and tax amounts are updated when you post checks.

& Employee State Tax History

X

[ Change gquarter ] [ Guarter Totals ]

Commands Modes Other Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Etnployee D BOU001 Bourne, Linda C
Earnings
State Code October Movember December --GTR 4-- === TD---
MH sul 28969.05 00 00 28969.05 28969.05 @
MH SWH 28969.05 00 00 28969.05 28969.05 g]
Tax Amourts
State Code October Movember December --GITR 4-- === TD---
MH sul 459.20 00 00 459.20 459.20 | =
MH SWH 2043.61 00 00 2043.61 2043.61 || &
e
i
-
v
=
[Sw'rtc:hto Tax Amounts][ Enter=edit ][ Append ][ Mext page ][ Previous page ]

| Company H |08/16/2005 | Terminal TO0D |OWR

Use the commands to work with the information on the screen:

Press S to switch between the Earnings and Tax Amounts sections of the

screen.

Press Enter to edit aline item.

Press A to add aline item.

Payroll User’s Manual

10-43



Employee History

File Maintenance

10-44

Lineitemsin both the Earnings and Tax Amount portions of the screen are
identified by state and state tax authority codes. State tax authority codes are
set up in the Tax Authority Setup function.

When you add or edit earningsinformation, you can enter amounts for three
months; each field's mask is user-defined. When you add or edit tax amount
information, you can enter amounts for three months; each field's mask is
user-defined.

Once you enter a state line, you cannot change the state code that
withholding isfor. If you need to enter a different state, pressA.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to move to the next screen you sel ected.

Press P to return to the previous screen.

Press G to go to a specific lineitem, then enter the state tax authority code or
usethe Inquiry (F2) command to select the code. This command isavailable
only when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Local Tax History Screen

Use the Employee Local Tax History screen to add or edit local tax earnings and
contributions information for your employees. The Employee Local Tax History
screen has two windows: Month Totals and Quarter Totals. Month totals can be
edited, while quarter totals are for viewing only. Only the Month Totals screenis
shown in the example; the Quarter Totals screen is similar.

Thelocal earnings and tax amounts are updated when you post checks.

3 Employee Local Tax History.

Commands Modes Other  Scroll Commands  Help
2xiz|ne@n[24[0e@
Etnployee |0 BOU001 Bourne, Linda C
Earnings
State Lo Code October Movember December --GITR 4-- === TD---
Tax Amourts
State Lo Code October Movember December --GITR 4-- === TD---
=
r
e
il
g
=
[Sw'rtc:h to Tax Amounts] [ Enter=edit ] [ Append ] [ Mext page ] [ Previous page ]

[ Change quarter ] [ Guuarter Totals ]

| | Company H |08/16/2005 | Terminal TO0D |OWR

Use the commands to work with the information on the screen:

e Press S to switch between the Earnings and Tax Amounts sections of the
screen.

*  PressEnter to edit alineitem.

*  PressAtoaddalineitem.
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Lineitemsin both the Earnings and Tax Amount portions of the screen are
identified by state, locality, and local tax authority codes. Local tax authority
codes are set up in the Tax Authority Setup function.

When you add or edit earningsinformation, you can enter amounts for three
months; each field’s mask is user-defined.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to move to the next screen you sel ected.

Press P to return to the previous screen.

Press G to go to aspecific lineitem, then enter the state tax authority code or
usethe Inquiry (F2) command to select the code. This command isavailable
only when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee History Audit Log

The preferred way to change afield on a history screen is to enter apayroll
transaction or amanua check, and then post the item. If you manually change a
history field and then exit from the screen, the following message appears:

An Employee Maintenance Audit Log exists. You must print it or send itto a
file before you leave this function.

Select the output device.After the log is produced, the File Maintenance menu

appears.

Audit Log
02/05/2005 Builders Supply Page 1
10:17 AM Ewployes History - Auadit Log

Employes BOTOOL
October Weeks Worked was changed from 4.34 to Z.34

End of Report
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Leave Adjustments

Usethe Leave Adjustments function to make positive and negative adjustments
to an employee’s sick and vacation pay. Any changes you make here will update
the PAHVxxx (Payroll Leave Adjustment History) file.

Leave Adjustments screen

Select Leave Adjustments from the File Maintenance menu. The Leave
Adjustments screen appears.

& Leaye Adjustments

Commands  Edit Modes Other Help

2xzramn|-¢ (0@
Employee ID b

Last Name Bourne

First Name Linda

tdiclclle Initial C

Leave Type
Description |
(oonzncs [
Earning Code EE]
Adjustment

Remaining Leave

Wacation  119.500 Sick 96.000

| | Company H |08A16/2005 |Terminal TO0D |OWR

Inquiry | 1. Enter the ID of the employee. The employee’s name appears.
2. Enter the leave type you want to adjust: Sick or Vacation.

3. Enter adescription for the adjustment. For example, you may want a reason
for the adjustment in the file.
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4. Enter the date you make the adjustment.
Inquiry | 5. Enter an earning code with an earning type of Vv for vacation or S for sick.

6. Enter the amount of the adjustment, using a plus (+)sign to add hoursand a
minus (-) sign to subtract hours.

7. UsetheProceed (OK) command to save your changes. The cursor returnsto
the Earning Code field.

8. Usethe arrow keysto move to the Leave Type field to enter another
adjustment for the employee, use the Abandon (F5) command to enter an
adjustment for anew employee, or use the Exit (F7) command to return to
the File Maintenance menu.
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Inquiry |

Usethe Direct Deposit function to set up and maintain direct deposit information
for employees who want their net pay to be directly deposited into their bank
accounts. Thisfunction is available only if you have Direct Deposit installed.

Direct Deposit Screen

Select Direct Deposit from the File Maintenance menu. The Direct Deposit

screen appears.

& |Direct Deposit

Commands Edit Modes Other Help

IR A FIECIEY
Etnployee D E]
Last Name Bourne
First Name Linda
tdiclclle Initial C
Split by Aot w

Type Prenate In Account Mumber Routing Code Amount/Percent
Checking b 234959534952934 0001 33333 15025
Savings b 95399757 7485575 0001 33333 200.00
Paycheck w Fl 99999 99

“ Fl aa

v Fl aa

v Fl o

Tatal 100350.24
| Company H |08A16/2005 |Terminal TO0D |OWR

1

Select the employee ID whose direct deposit information you want to add or

edit.

If you want to set up the employee for direct deposit transactions, select the

Direct Deposit Employee box (or enter Y in text mode); if not, clear the box
(or enter N in text mode).
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In the Split By field, enter A if the employee’s net pay isto be divided by
monetary amounts. Enter P if the employee’'s net pay isto be divided by
percentages.

Enter C if the account type is a checking account, S if the account typeisa
savings account, or P if the account type is a paycheck (for example, if any
remaining funds are to be paid by check).

If the bank has notified you that the prenotification file was successfully
received for the employee, select the Prenote In box (or enter Y in text
mode) to indicate that the employee’s record is ready for direct deposit
transactions.

If the bank has not notified you about a successful prenctification file
transfer or if you have not yet sent the file for the employee, clear the box (or
enter N in text mode) to indicate that live vouchers should not be created for
the employee.

Enter the employee’s bank account number. You can enter up to six accounts
for each employee.

Enter the employee’s bank routing code.

If you change either of the above two fields in an existing direct deposit
record, the Prenote In field is cleared (or changesto No). A new
prenctification file must be processed before direct deposit transactions can
be processed for the employee.

If the employee’s direct deposit transaction is divided by amount, enter the
net amount of the employee’s pay that is directly deposited into each of the
specified bank accounts. If any net pay remains after distribution, the system
applies the remainder to the last authorized account.

If the employee wants a fixed amount deposited and a balance remains (as a
result of working overtime, for example), enter 9999999.99 in the Amount/
Percent field on the Paycheck line. The system then generates a check for
the employee for the deposit not directly deposited.
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If the employee’s direct deposit transaction is divided by percentages, enter
the percentage of the employee’s pay that is directly deposited into each of
the specified bank accounts. The sum of the percentages you enter must
equal 100.

9. UsetheProceed (OK) command to save your changes. The cursor returnsto
the Employee ID field. Enter anew employee ID for which to edit or add a
direct deposit record or use the Exit (F7) command to return to the File
Maintenance menu.
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Use the Departments function to add department and division records during
installation and when new departments are created, change descriptive data about
departments and divisions that arein the file, track pieces and hours worked, and
delete department and division records you no longer use. Department
information is stored in the PADPxxx (Department) file.

Along with transactions, manual or calculated checks also affect department
records. Do not use the Departments function to change the dollar amountsin a
department record. Instead, use the Payroll Transactions function or the Manual
Checks function to make adjustments so that you have an audit trail of the
changes.

Department Records

Divisions

Department records store expenses posted from time tickets, salaries, vacation
and sick pay, FICA expense, SUI and FUTA accruals and other pay. Department
records also store employer withholdings and deductions cal culated by the
system. This information updates expense accountsin General Ledger when you
run the Post Expense to GL function (see page 9-15).

Time tickets update the department in which the employee worked. Employer
withholdings and deductions are updated in either the home department or the
department in which the empl oyee worked, depending on which option you
selected in the Resource Manager Options and Interfaces function.

Divisions are used to group some departments together for the purpose of
anaysis and reporting. For example, division records summarize groups of
departments in the Department Report (see page 9-13).

If you use divisions, each department |D must begin with the two-character
division ID. For example, if the ID of the sales division is SA, departmentsin the
sales division could be identified as SA001 or SACITY.
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Departments Screen

Inquiry |

Inquiry |

10-56

Select Departments from the File Maintenance menu. The Departments screen
appears.

& De partments

Commands Modes Other  Scroll Commands  Help
2xiz|na|ma|-¢ (0@
Department I LY
Maine | |
GL Account GL Period Guarter ear
000 =
Fisces ] ] ol|&
Crvertime Pary 520000 13425 juli} 21815 E]
Bonus 520000 juli} juli} 447 .50
Trawvel Exp 520000 ] ] ]
Cazh “alug 520000 juli} juli} juli}
Commizsions 520000 00 00 00
Rt Tips 520000 juli} juli} juli}
Feaular Pay 520000 358.00 juli} 4786.02
Salaried Yage 520000 ] ] ]
Sick Pay 520000 juli} juli} juli}
“acation Pay 520000 juli} juli} juli}
Emmplyr Medicare 520000 1337 1337 1337 E]
Ermplyr CASDI 520000 ETAE ETAE ETAE g]
Unemp Ihs 520000 ETAE ETAE ETAE E]

Ertry ( 001 of 016 )

[ Erter = edit ] [ Append ] [ Department 10 ] [ Goto ] [ Header ]

| | Company H |08/16/2005 | Terminal TO0D |OWR

1. Enter the D of the department or division whose record you want to add or
change. If you use divisions, each department |D must begin with the
two-character division ID.

To delete a department or division record, enter the department |D and then
use the Delete (F3) command. You cannot del ete department records that
have amountsin the GL Period column. An error message appearsif you try
to delete a department record that has balances.

2. TheCopy From field appearsif you enter a new department ID. Enter the D

of the department or division record you want to copy, or press Enter to skip
this field.
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Enter or edit the department or division name.

If you enter a new division name, approve the entry, then enter the ID of
another department or division to work with or use the Exit (F7) command to
exit to the File Maintenance menu.

Usethe Proceed (OK) command to move to scroll region on the screen.

Scroll Region

General Ledger period-to-date bal ances are amounts accumulated since the last
time you posted expenses to General Ledger. Quarter-to-date and year-to-date
balances are amounts accumulated since the last time you completed quarter-end
and year-end maintenance.

Themask for these fields is defined in Resource Manager; for moreinformation,
see the Resource Manager guide.

The GL Period, Quarter, and Year fields accumulate numbers posted to the
department from time tickets.

Use the commands to work with the information on the screen:

Press Enter to edit alineitem. See “Editing aLine Item” on page 10-58 for
more information.

Press A to add aline item. See “ Appending aLine Item” on page 10-58 for
more information.

Press G to go to a specific line item, then enter the line item number or use
the Inquiry (F2) command to select the line item number. Thiscommand is
available only when there is more than one screen of line items.

Press D to move the cursor to the Department ID field to select anew
department or division.

Press H to move the cursor to the Name field to edit the department or
division name.
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Editing a Line Item

When you press Enter on the command bar to edit aline item, the Edit

Departments screen appears.
Inquiry 1. Edit the account number associated with this lineitem. The Maintenance
Maint (F6) and Inquiry (F2) commands are available if Payroll interfaces with
) General Ledger.

2. Edit the amount accumulated since you posted expensesto General Ledger
in the GL Period field.

3. Edit the quarter-to-date amount for the line item in the Quarter field.

4. Edit the year-to-date amount for the line item in the Year field.

5. Usethe Abandon (F5) command to return to the Department ID field or the
Exit (F7) command to return to the File Maintenance menu. Your changes

are saved as you enter them.

Appending a Line Item

The Append Department Entries screen appears when you press A to add a
department entry.

iy Append Department Entries

Commands  Edit Modes Other Help
2xiealan]?e|@e )=
Type Deduction b
‘Withholding Type H/A
State Code Hif
Local Code Hif
Cole ooz (g
GL Account E]
GL Period 00
Guarter 00
ear 00
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Field

Type

Withholding Type

Inquiry | State Code

Inquiry | Local Code

Inquiry | Code

Inquiy |  GL Account

Maint

GL Period

Quarter

Payroll User’s Manual

Description

Enter D if the line item is adeduction, E if theline
itemisan earning, or W if thelineitemisa
withholding.

Thisfield isactive only if you entered W in the Type
field.

Enter F if the withholding typeisfederal, S if itis
state, or L if itislocal.

Thisfield isactive only if you entered W in the Type
field and S or L in the Withholding Type field.

Enter the state tax authority ID for the line item.

Thisfield isactive only if you entered W in the Type
field and L in the Withholding Type field.

Enter the local tax authority ID for the line item.

If you entered D in the Type field, enter the deduction
code for the line item.

If you entered E in the Type field, enter the earning
code for the line item.

If you entered W in the Type field, enter the
withholding code for the line item.

Enter the account number associated with the line
item. The Maintenance (F6) and Inquiry (F2)
commands are available if Payroll interfaces with
General Ledger.

Enter the amount accumulated since you posted
expenses to General Ledger.

Enter the quarter-to-date amount for the line item.
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Field Description

Year Enter the year-to-date amount for the line item.

Usethe Proceed (OK) command to save your entries and return to the
Departments screen.
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Usethe Payroll Information function to set up and maintain state unempl oyment
reports, company address information for use in report headers, employer bank
information, and degree descriptions for use in employee personnel information
records. Changes you make here update the PAINxxx (Payroll Information) file.

Payroll Information Screen

Select Payroll Information from the File Maintenance menu. The Payroll
Information screen appears.

3 Payroll Information

Commands Edit Modes Other Help

2xzramn|-¢ [0

O Set Up State Unemployment Reports
() Company Address

Q) Ernployer Bank Infarmation

() Degree Descriptions

| | Company H |08/16/2005 | Terminal TO0D |OWR

Select the type of the information you want to work with, then use the Proceed
(OK) command to open the screen for that information type. You can set up or
maintain state unemployment report formats, the company name and address to
use in report headings, your employer bank information, or the degree
descriptions for use in employee personnel information records.
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Set Up State Unemployment Reports Screen

Use this screen to define and customize Quarterly State Unemployment Reports.

& | Payroll Information
Commands Edit Modes Other Help

I W FIRIEYS
State % Minnesota
Self-Adjusting SUI konth 1

Pritt Employees with Zero Eatnings?
Round all numbers to nearest dollar?
Sort Report By:
() Last Name
(%) Social Security Mumber

Indiicate belov the order in which you weant these
to appear on your report. To exclude a field, enter 0

Social Security Mo
Mame

Total GTD Wages
Excess QTD Wages
Taxable QTD Wages
Weeks Worked
Hours Wiorked

ooloololoo

| |Company H |08/ 62005 |Terminal TODD |OVR

Field Description

Inquiry | State Enter the code for the state tax authority. Thiscodeis
verified against the PACO (Codes) file. You can enter
report formats for as many states as you need.

Self-Adjusting SUI State unemployment insurance (SUI) withholdings

Month are calculated on ayearly basis. Most states that
change the SUI rate during the year require that the
next check run self-adjust for the entire year, based on
the new percentage. Some states require that you
adjust the SUI withholdings only back to the month
that the rate changed.
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Field

Print Employees
with Zero Earnings?

Round All Numbers
to Nearest Dollar

Sort Report By:

Arranging the Report

Description

Enter the number of the month that the change takes
effect. The SUI withholding amount is calcul ated
with the new rate from this month forward, but the
limit is till calculated from the beginning of the year.

If you want to exclude employees with no pay from
the State Unemployment Report, select the box (or
enter Y); if not, clear the box (or enter N).

If you want all dollar amounts to be rounded to the
nearest dollar, select the box (or enter Y); if not, clear
the box (or enter N).

Select the order in which you want to print the report.
You can organize the report by employee last name or
by employee social security number.

The Quarterly State Unemployment Report has seven columns. To indicate the
order of the columns, enter anumber from 1 through 7 in each of the fields. If
you do not want the column to appear in the report, enter 0.

Social Security No
Name
Total QTD Wages

Excess QTD Wages

Taxable QTD Wages

Weeks Worked

Payroll User’s Manual

Employee’s socia security number.
Employee’s name.
Total SUI wages paid to the employee for the quarter.

Quarter-to-date wages minus the state's SUI wage
limit.

Total quarter-to-date SUI wages, up to the SUI limit.

Number of weeks the employee worked, taken from
the number of quarter-to-date weeks worked in the
PAEHxxx (Employee History) file.
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Hours Worked

Number of hours the employee worked, taken from
the number of quarter-to-date hours worked in the
PAEHxxx (Employee History) file.

Usethe Proceed (OK) command to save your entries. The cursor returnsto the
State field. Enter the code for the next state you want to work with, or use the
Exit (F7) command to return to the Payroll Information selection screen.

Company Address Screen

Use this screen to define the company address as it should appear on reports.

£ Payroll Information

Commands Edit  Modes Other Help

»xrebaan[e [ 0e

Aldr 1
Acldr 2
Addr 3
City

Compary Address

Builders Supply

1157 Yalley Park Dr
Suite 105

Shakopee St

(3]

Zip  |55379

|Compary H |08/ 62005 | Terminal TO0D {OvR

1. Enter the company address as you want it to appear in reports.

Inquiry | 2. Enter the city, state, and zip code in which your company is located. The
Inquiry (F2) command is availablein the state field.

3. Usethe Proceed (OK) command to save your entries. The Payroll

Information selection screen appears.
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Employer Bank Information Screen

If you do not have Direct Deposit installed, the Next Check Number field isthe
only field that appears on the screen. Use the field to set up the next check
number to be used when you print payroll checks.

If Direct Deposit isinstalled, use the screen to identify your company’s bank
name, routing code, account number, and ACH security code for file transfers.

Note I

The settings on the Bank Information screen control the way in which your
direct deposit mediais created for your bank. Check with your bank for the
proper settings before you set up this screen.

& | Payroll Information @|ﬁ|@

Commands Edit Modes Other Help

2xizpn|mn|o|0a

Employer Bank Information - Builders Supply

Company Bank Mame AMERICAN SECURITY BANK
Company Routing Code Qaooaoaoo

Cotnpany Account Mutnber 192839152939128

Mext Check Mumber 0001079

Mext Woucher Mumber 0001963

Ptinit Figld on ACH File Federal Tax ID s
Federal Reserve Routing Code Qoo00o00o

Last Direct Deposit Run YWas Posted On

Last Batch Used 0000000

Company ldentifier TypeMumber 1 R

Include 627 Record on All DD Files? Fl

Security Code For File Transfer (One Line of 94 Characters
12345678901 E345678901E345678901 2345678901234 5678901234 5678901234567830
LOCDX1Z2456 BATCH='2311ZEC11zE' CMPY='DOME HOMES' @

Pad Security Code to & Length of a8

| |Company H |084 62005 |Terminal TODD |OVR

1. Enter the name of the bank to which you transmit your ACH file.

2. Enter the routing code of your company’s bank.
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Inquiry |

10-66

10.

11

12.

Enter your company’s bank account number.

Enter the number you want to use for the next check you print. Thisfield is
updated when you print checks.

Enter the number you want to use for the next direct deposit voucher you
print. Thisfield is updated when you print checks.

Inthe Print Field on ACH File field, enter F to include your company’s
federa tax ID number in the ACH file you produce, R to include your
company’srouting code, or B to include the federal reserve bank routing
code.

If your bank is afederal reserve bank, enter the federal reserve routing code.

Thelast direct deposit postig date appears. Thisfield is updated when you
post checks and vouchers.

Thelast batch number transferred to the bank for direct deposit appears.
Accept this batch number or enter the number of the first batch you want to
transfer to the bank if you are transferring several batches posted on different
days.

Enter the identifying code your bank requires for direct deposit recordsin
the Company Identifier Type/Number field:

e Enter 1if the bank requires your federal tax employer ID number
«  Enter 3 if the bank requires you DUNS number
»  Enter 9if the bank requires a different number of the bank’s choosing

After you enter the code, enter the corresponding number.

If your bank requires the 627 record to be included in your direct deposit
mediafiles, select the box (or enter Y); if not, clear the box (or enter N).

If your bank expects your ACH file to begin with a security code, enter the

code in thefield at the bottom of the screen. If your bank does not require a
security code, leave thisfield blank.
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13. Enter the required length of the security code for your bank. If your codeis
shorter than required, the system appends the required number of characters
to your security code. The maximum length you can enter is 94.

14. Usethe Proceed (OK) command to save your changes and return to the
Payrall Information selection screen.

Degree Descriptions Screen

Use this screen to set up degree codes and their descriptions for use on the first
Personnel Information screen in the Employees function. Degree codes identify
various educational degrees: a high school diploma, aB.A., and so on.

& | Payroll Information E|ﬁ|@

Commands Edit Modes Other Help

2xizpn|mn|2o|0a

Degree Descriptions

Degres 9

Descrigtion | Bachelor of Science

| |Company H |084 62005 |Terminal TODD |OVR

Inquiry | 1. Enter the degree code you want to add, change, or delete.
2. Enter or edit the degree code's description.
3. Usethe Proceed (OK) command to save your entries. The cursor returnsto

the Degree field. Enter the next degree you want to work with, or use the
Exit (F7) command to return to the Payroll Information selection screen.
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Usethe Recurring Entries function to set up or change recurring time tickets for

an employee.

Recurring Entries Screen

Select Recurring Entries from the File Maintenance menu. The Recurring

Entries screen appears.

4 Recurring Entries

Commands Modes ©Other Scroll Commands  Information  Help
2Xiz|ne mn[-¢[00
Ernployee I % Stockard, Albert W {HOURLY}
Departmerit 150 Construction
Union Cade 1120 WMC Codle 000
Drate: 08/25/2005 Clazs 180 Rate 8.9500
Run Dept Type Code  Hours Rate

=
1043112005 =
10032005 |0 150 Pary REG 5000 15153 12122 [
10032005 |0 150 Py REG 3000 15153 12122
10032005 |0 150 Py REG 4,000 15153 6051
10032005 |0 150 Dedt [ 000 000 1500
]
=]
=

Ertry ( 000001 of 000006 )

[Enter = edit | [ 4dd | [ Emp. | [(First ][ Last | [ mext | [Frevious] [ Totals |

| |Company H |08/2512005 |Terminal TODD |OVR

1. Enter the employee’'s|D. The employee’s name, department, cutoff date,

class, and pay rate appear.

2.  Usethe commands to work with the information on the screen:

*  PressEnter to edit the current recurring entry. See “ Editing a Recurring

Entry” on page 10-70 for more information.
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* Press A to add arecurring entry. See page 10-73 for more information.

e PressE toreturn to the Employee ID field to select a new employee.

e PressF to view recurring entries for the first employee on file.

* PressL to view recurring entries for the last employee on file.

e PressN to view recurring entries for the next employee on file.

*  PressP toview recurring entries for the last employee on file.

e PressT to view transaction totals for the employee. See “Viewing
Transaction Totals’ on page 10-75 for more information.

The Range and Hour Tot commands are not available for recurring entries.

3. When you finish with the recurring entries for this employee, press E and
enter another employee ID for which to add recurring entries, or use the Exit
(F7) command to return to the File Maintenance menu.

Editing a Recurring Entry

When you press Enter on the Recurring Entries screen for arecurring entry, the
Edit Recurring Entries screen appears.

% Edit Recurring Entries

Commands Edit Modes Other Information Help

Ryi=eaaa

2 & |88 [ (FE

Tax Group

Dept

Joh

Cost Cade
Clazs

Seq Mo
Mote

Run Code
Eatning Coce
Hours
Rate
Amount
Pieces

M (&)

150 E] Construction
91-135 [8) Phase  [o1FouN (&)
s00(4) Union  [1120 (RJwec  [s000 (8]
180 [8) [C1 | CARPENTER
0

Regular Pay
o Cutoff Date  |10/312005  [To)
REG (4] Regular Pay

5.000

15.153

12132

0
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Field Description
Inquiy | Tax Group Press Enter to accept the current tax group, or enter a
Maint | different tax group ID.

Inquiry | Dept Press Enter to accept the current department ID, or
enter adifferent department I1D. The department name
appears.

Inquiy |  Job/Phase/Cost Press Enter to accept the default job ID, phase ID,

Maint Code and cost code, or enter different ones. If thisrecurring
entry does not pertain to ajob, leave these fields
blank.

ﬁtjc Union Press Enter to accept the default union code or enter a
different one. The Inquiry (F2) command is available.
‘ﬁtj C wc Press Enter to accept the default worker’s

compensation code or enter a different one. The
Inquiry (F2) command is available.

Inquiy |  Class Press Enter to accept the employee’s current labor
Maint classand skill level, or enter a different one.
Seq No If you want to produce multiple paychecks for the

employee, enter recurring entries for the first check
under sequence number 0. Use sequence number 1 for
recurring entries for the second paycheck, and so on.

Note Enter a description of the entry.

Run Code Press Enter to accept the current run code, or enter a
different run code.

Cutoff Date Press Enter to accept the current cutoff date, or enter
adifferent cutoff date.
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Field Description
Inquiy |  Earn Code/ If you are entering arecurring time ticket, press Enter
Maint Deduction to accept the employee’s current earning code, or

enter a different earning code. If you are entering a
recurring deduction, enter the deduction code.

Hours Press Enter to accept the current number of hours the
employee worked or that the deduction is based on, or
enter a different number of hours.

Rate If you are entering arecurring time ticket, press Enter
to accept the employee's current pay rate, or enter a
different pay rate.

Amount If you are entering a recurring time ticket, the amount
of the time ticket appears. If you change this figure,
therate isrecalculated. If you are entering arecurring
deduction, enter the amount of the deduction.

Pieces If you are entering a recurring time ticket and the
employee did piece work, the number of pieces the
employee produced appears. Press Enter to accept it,
or enter adifferent number.

To save your entries and exit to the Recurring Entries screen, use the Proceed
(OK) command.
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Adding a Recurring Entry

The Enter Recurring Entries screen appears when you press A to add arecurring

entry.

4| Enter Recurring Entries

CoX

Commands Edit Modes Other Information  Help

L FIEIEY
Eployee IO | STCOO001 E] Stockard, Albert W {HOURLY})

Tax Group L)

Run Code |01 cutotf [10/312005 (5] Dept 150 (3] construction

Job g1-135 [8) Phase |oiFOUM (8] CostCode | 500 (]) Union  [1120 (g

WiC 5000 (%) class [180 (/) [c1 [ seq. 0 |Pieces 0 |Rate 15152

Earn Code  Mote Hours Rate Amaunt

REG Regular Pay 8.000 15.153 121.22
Deduction Mote Hours Amaunt

&%) [Parking 000 15.00
Field

Inquiry

| Employee ID
Maint mployee

%- Tax Group
Maint |
Run Code

Payroll User’s Manual

Description

Press Enter to accept the current employee ID or

enter a different employee ID for the recurring time
ticket.

Enter the employee’s tax group code.

Enter the run code for the recurring time ticket. The
system uses this field to determine which groups of
recurring entries to copy when you use the Copy
Recurring Entries function. You can set up run codes
for groups of employees for whom you want to copy

recurring time tickets, such as seasonal or part-time
employees.
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Inquiry |

Inquiry

Maint |

gcic
gcic

Inquiry

Maint |

Inquiry

Maint |

10-74

Field

Cutoff

Dept

Job/Phase/Cost

Code

Union

wiC

Class

Sequence No

Pieces

Salary/Rate

Earn Code
Note
Hours

Rate

Description

Enter the cutoff date for the recurring time ticket.
This date determines which time tickets are copied
when you use the Copy Recurring Entries function.

Enter the employee’s department ID.

If these recurring entries pertain to ajob, enter thejob
ID, phase ID, and cost code. If you leave the fields
blank, the labor expenses will not post to Contractors
Job Cost.

Enter the union code if thisentry is for union work.
The Inquiry (F2) command is available.

Accept or enter the worker’s compensation code.The
Inquiry (F2) command is available.

Enter the employee's labor class code.

If you want to produce multiple paychecks for the
employee, enter recurring entries for the first
paycheck under sequence number 0. Then enter
recurring entries for the second paycheck under
sequence number 1, and so on.

Enter the number of pieces produced, if applicable.

The current information appears. You can change
hourly employee’s salary and rate, but not salaried
employees.

Enter the employee’s earning code.
Enter the description of the current earning code.
Enter the number of hours the employee worked.

If the employee is hourly, enter the pay rate. If the
employee is salaried, accept the current rate.
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Field

Amount

Inquiry | Deduction

Note

Hours

Amount

Description

Enter the amount paid for the time ticket. If you
change the calculated amount, the rate is recal cul ated.

Enter the code for the deduction.
If you want, enter a note about the deduction.

Enter the number of hours associated with the
deduction.

Enter the amount to be deducted.

Save your changes and enter anew recurring entry or use the Exit (F7) command.

Viewing Transaction Totals

The Employee Transaction Totals screen appears when you press T on the
Recurring Entries screen.

& Employee Recurring Entry Totals [ZII@[XI

Commands Edit Modes Other

Information  Help

2xiz|neBn[2¢[0e
Ernployee |0 STO001 Stockard, Albert W
------- HE ol S i i s o
Code Posted Unposted Total Posted Unposted Total
.0og 40,000 40,000 BOE.10 @
Tatal 000 40.000 40.000 .00 606.10 606.10
Deductions .00 15.00 15.00
Ryt Tips .00 .00 .00
Press Enter to continue Pieces ] L[] ]
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10-76

The posted, unposted, and total hours and pay are displayed for each earning
code assigned to the employee. If there are more earning codes than fit on one
screen, you can scroll up and down to view additiona earning codes.

Deductions, reported tips, and pieces are displayed at the bottom of the screen.

When you finish viewing employee transaction totals, press any key to return to
the Recurring Entries screen.

When you finish with the recurring entries for this employee, press E and enter

another employee ID to add recurring entries for, or use the Exit (F7) command
to return to the File Maintenance menu.
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Use the Tables function to set up and maintain the Payroll system tables. Tables
store information about the system, data, options, and default settings for other
applications. The following tables are related to Payroll:

e 457xxx

e ADJIMNXxxxX
e CYCLExxx
e DCBxxx

¢ ENTRYXxx
¢ FREQxxx

¢ GLDEPxxx

e GLPAYXxx

e GTLIxxx

¢ MAXVSxxx
e PACTLxxx

¢ SICcexxx

e TCALCxxx
¢ USRDDxxx
e USRDFxxx

¢ VACcexxx

For information about each of these tables, see their individual descriptionsin
this section.

If you’ re having alignment problems with W2 formsthat you print four per page
to adirect printer, use this function to add and set up the LASERW?2 table. This
table fine-tunes form aignment for direct printers. See page 10-97 for more
information.

For information about shareable and unshared tables, see page 3-13.
Note: The OPTxxx and OP2xxx (Options) tables store options and interfaces

settings. Maintain the information stored in these tables through Payroll and
Resource Manager Options and Interfaces function, not through the table itself.
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Tables Screen

Select Tables from the File Maintenance menu. A blank tables screen appears.

2 DDTB EIEX
Commands Edit Modes Other Help
2xeEeaan[2¢ 0@
Table ID E] Description
Mumber of Colzs Column Length Type
| |Company H |084 62005 |Terminal TODD |OVR
Inquiry | 1. Toadd or change atable, enter the Table ID. To set up a company-specific

table, enter the table ID plus the one-character to three-character company
ID. To set up aterminal-specific table, enter the table ID plus the four-
character terminal 1D. To delete the table, use the Delete (F3) command.

Inquiry | 2. If you entered anew table ID, the Copy From field appears. To copy a
company-specific or terminal-specific table, enter the table ID plusthe

company ID and terminal ID.

A set of tables comes with the sample company, Builders Supply. You can
copy the sample tables for acompany and then change the appropriate fields.
To copy asampletable, enter thetable ID.

3. PressEnter to accept the current table Description or enter adifferent one.
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The number of columns, the length of the columns, and the type of characters
you can enter—alphanumeric (A), numeric with two decimal places (N), numeric
with three decimal places (3), or numeric with four decimal places (4)—appear.

457xxx Table

If your company distributes any amounts from 457 or non-457 plansto
employees, you must report the amounts distributed on W2s. Previously, you
entered these amounts on the Employee Miscellaneous History screen in the
Employee History function.

Due to changesin federal regulations, OSAS no longer reports those amounts on
W?2s. Instead, Open Systems strongly recommends that you set up earning codes
to track any 457 and non-457 amounts as part of payroll processing.

Commands Edit Modes Other Help

22Xtz ke En[24[0@

Table ID % Descrigtion |457 and Non-457 Codes |
Mumber of Cols Column Length 3 Type A .

457 Earning Codes Hon-457 Earning Codas |

457 45n

| |Company H |08/ 62005 |Terminal TODD |OVR

After setting up earning codes, use the Tables function to enter the 457 and
non-457 plan codes you set up into the 457xxx table under the appropriate
heading. OSAS uses this table to determine which amounts are 457 or non-457
plan amounts and report them on W2s correctly.
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ADJMNxxx Table

The ADIMNxxx table stores the earning code that is used when adjusting an
employee’s pay to meet federal minimum wage standards.

o)X

Commands Edit Modes Other Help

L FIEIEY
Takle I LY Description |Adjust to Minimum Yage Earning Code |
Murnber of Cols Column Length 12 Type A b2

Adjust Code |

jCompany H |08/ 62005 iTerminaI TOOO ]OVR

When you enter the Table ID, the rest of the ADJMNxxx table appears.

Enter the earning code that will be used to adjust an employee’s pay to meet
federal minimum wage standards.
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CYCLExxx Table

ﬁtj C The CYCLExxx table stores the beginning and ending dates (in Julian format) of
the date range you entered using the Transactions function.

When you enter the Table ID, the rest of the CYCLExxx table appears. The

system updates this table.

Commands Edit Modes Other Help

2xzeean|z @

aa

Table ID % Descrigtion [Payroll Check Cycle |
Murnber of Cols Column Length 12 Type |A L3 |

Date From Date Thru

2453538 2453604

Cormpany H [08/25/2005 | Terminal TOOD |OVR
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DCBxxx Table

Due to changesin federa regulations, OSAS does not reports the Cost of DCB
amount you entered on the Employee Miscellaneous History screen in the
Employee History function on W2s. Instead, Open Systems strongly
recommends that you set up earning codes to track the amounts you paid for on-
siteday carefacilities or that you reimbursed to employees for day care expenses,
and that you set up deduction codes to track amounts deducted from employee
paychecks for dependent care flexible spending accounts.

10-82

X

Commands  Edit Modes Other Help

L FIEIEY
Table ID % Descrigtion |DCE codes |
Murnber of Cols Column Length 3 Type A .

Earning Codes

Deduction Codes

DCE

1z

| Company H |08/16/2005 |Terminal TA0O |OWR

After you set up the earning and deduction codes to track Cost of DCB amounts,
use the Tables function to enter the codes you set up into the DCBxxx table under
the appropriate heading. OSA S uses this table when generating W2sto determine
which amounts are Cost of DCB amounts and report them correctly.
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ENTRYxxx Table

ﬁtj C The ENTRYxxx table stores quick entry stops for time ticket entry, as well as
union, workers' compensation, and labor burden options. Maintain these values
using the CJ File Maintenance function (page 10-111).

Commands Edit Modes Other Help

2xrzralmn|-e[e@
Table ID % Descrigtion | options table |
Murnber of Cols Column Length 12 Type |A L3 |

Field

Dept NES
Union NM T
Class N
W.C. MM T
Hourly Rate [N
Units N
Burden Cost |700¥Y
CertPayQuick |YES
User Field 1 |PO1
User Field Z |POZ

Cormpany H |08/25/2005 | Terminal TOOD |OVR
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FREQxxx Table
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The FREQxxx table stores the number of hoursin a pay period for each group
code for salaried employees.

When you enter the Table ID, the rest of the FREQxxx table appears.

FEX
Commands  Edit Modes Other Help
2xrramn[-¢(0e
Takle I LY Description |Frequency of Hours/Pay PeriodiGroup Cd. |
Murnber of Cols Column Length 12 Type I .
Group Code Hours/Period |
-no 8E6.66
1.00 173,33
z.00 eo0.o00
2.00 40.00
4.00 173,33
£.00 8E6.66
&.00 eo0.o00
7.00 40.00
£.00 zo0n.oo
S.00 lo0.o00
-no -no
-no -no
-no -no
-no -no
-no -no
-no -no
-no -no
.00 .00
| Cormpany H |08 6/2005 | Terminal TOOD |OVR
Field Description
Group Code Valid group codes are 0 through 9.

Hours/Period

Do not change, delete, or rearrange the codes. The
system looks for the codes by their position in the
table. It assumes that group code 0 is on thefirst line,
group code 1 is on the second line, and so on.

For each group code, enter the number of hours that
arein apay period.
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GLDEPxxx Table

The GLDEPxxx table stores the default accounts for earnings and employer-paid
deductions and withholdings used when new expenses for a department are
added by posting transactions or checks. If you post new transactions or checks
to the PADPxxx (Department) file that do not have a specified GL account, they
are posted to the default GL account, which you can edit, in the Departments
function. If Payroll does not interface with General Ledger, you must still build
this table because the account numbers appear in the posting report.

When you enter the Table ID, the rest of the GLDEPxxx table appears.
| DDTE )oK

Commands  Edit  Modes Other Help
2xiErean[ze¢[ee
Tshle I© LY Description General Ledger Default Department Accts.
Mumber of Cols 2 Colurmn Length 12 Type Y v
Type GL Acct
Sarnings  [sa0o0n
Deductions 530000
Withholdings (530000
|CompamyH 05M 672005 | Terminal TO0D |OWR
Field Description
Type The three types of accounts appear. Do not change,
delete, or rearrange the types. The system looks for
the types by their position in the table; it assumes that
Earnings is on thefirst ling, Deductions ison the
second line, and Withholdings ison the third line.
GL Acct Enter the default General Ledger account for each

type.
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gcic
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The GLPAYxxx table stores the general ledger cash and advance EIC account
numbers used by Payroll. It is used when checks are posted to the GLIRxxx
(Journal) file.

If Payroll does not interface with General Ledger, you must still build thistable
because the account numbers appear in the posting report. If Payroll interfaces
with Bank Reconciliation, however, the Cash account is assigned from the bank
account in Bank Reconciliation.

The Worker’s Comp Payable and Expense, Union Payable and Expense, and
Labor Burden Payable and Expense accounts are added to this table when you
use Payroll with Contractors’ Job Cost. When you post checks and you have the
options set in CJ File Maintenance to post to General Ledger, the system poststo
GL using these accounts.

When you enter the Table ID, the rest of the GLPAYxxx table appears.

4, DDTB =S

Commands Edit Modes Other Help

A FIEIEY
Takle I LY Description General Ledger Accounts
Murnber of Cols 2 Column Length 12 Type o L3

Description GL MNumber

Cash 100000
Adv EIC Pymt |203000
ETAX EX FUTA |530000
ETAX EX 3UI |530000
ETAX EX EFIC |530000

WC PATAELE 202100
WC EXPENSE 508000
UNION PAYELE |Z0ZZ00
UNION EXPNSE 507000
ACC. EURDEN |Z03000
EXPENSE ACC. |52Z000

Cormpany H |08/25/2005 |Terminal TOOD |OVR
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Field

Description

GL Number

Payroll User’s Manual

Description

Enter a description for the accounts that cash
disbursed and advance EIC payments made or press
Enter to use the description that appears.

Enter the account numbers you use for these
purposes.

Be sure to |eave the seventh row of the table blank.
This position is reserved for future use.
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GTLIxxx Table
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If your company pays premiums for group-term life insurance over $50,000 for
current or former employees, you must report the taxabl e cost of excess coverage
on W2s as determined from tables provided by the IRS.

Formerly, OSAS reported the Cost of GTLI amount you entered on the Employee
Miscellaneous History screen in the Employee History function on W2s.
Because of new regulations, and to eliminate errors in W2s, Open Systems has
discontinued this practice and now strongly recommends using earning codes to
automatically track these amounts during payroll runs.

Commands  Edit Modes Other Help

A IR
Table ID % Descrigtion [GTLI Codes |
Murnber of Cols Column Length 3 Type A L2

Earning Codes |

GTL

| | Company H [08/16/2005 {Terminal TO0O |OWR

After you set up an earning code to track Cost of GTLI amounts, use the Tables
function to enter the earning codes you set up into the GTLIxxx table. OSAS uses
this table to determine which amounts are Cost of GTLI| amounts and sum them
correctly into the amounts reported on W2s.
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MAXVSxxx Table

The MAXVSxxx table stores the maximum number of hours an employee can
accrue for vacation or sick hours remaining. You must set up a MAXVSxxx table
for each company that uses the table.

When you enter the Table ID, the rest of the MAXVSxxx table appears.

Commands Edit Modes Other Help
2¥xtzmemn][ ¢[00
Table 1D LY Description |Maximum Yacation and Sick Hours |
Mumber of Cals Column Length 12 Tvpe A L2
Accrual Type Max Hours |
VACATION 1z0
SICK 100
| | company H |08 62005 |Terminal TO0O [OVR
Field Description

Accrual Type

Payroll User’s Manual

Enter the accrual type: Vacation or Sick.

Do not change the order of the rowsin the table. The
system expects Vacation to be on thefirst line and
Sick to be on the second.
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Field

Max Hours

PACTLxxx Table

Description

Enter the maximum number of hours an employee
can accrue for remaining vacation and sick time.
Hours accrue until this number is reached; then no
more can be accrued until the employee uses some
vacation and sick time. If you set thisfield to zero, an

employee can accrue vacation or sick hours
indefinitely.

The PACTLxxx table storesthe current quarter, payroll number, and current year.
When you enter the Table ID, the rest of the PACTLxxx table appears.

& DDTB o0&
Commands  Edit  Modes Other Help
2xizeamn[z &0
Tshle I© LY Description Psyroll Control Table
Murmber of Cols 2 Column Length 12 Type Y v
Description Value
CURRENT QTR |3
PAYROLL § 54
CURRENT YEAR [2005
|CompamyH 05M 672005 | Terminal TO0D |OWR
Field Description
Description

10-90

The descriptions of the information you can enter in
the table appear.
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Field

Value
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Description

Do not delete lines or rearrange the descriptions. The
system looks for the descriptions by their position in
the table. It assumes that the current quarter is on the
first line, the payroll number is on the second line,
and the current year is on the third line.

On thefirst line, enter the number of the current
guarter. Thisvalue is updated when you do quarter- or
year-end maintenance.

On the second line, enter the payroll number. This
valueis updated when you post checks and isreset to
1 when you do year-end maintenance.

On thethird line, enter the current calendar year. This
valueis updated when you do year-end maintenance.
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SICccxxx Table

10-92

The SICccxxx table (cc represents the sick code abbreviation) is used to
calculate the accrual rate of sick days for employees, based on the number of
years worked. If no time ticket hours are entered or manual checks are issued,
salaried employees accrue the minimum number of sick and vacation days.
Salaried employees' sick hours are assigned from their group code in the

FREQxxx table.

When you enter the Table ID, the rest of the SICccxxx table appears.

Commands Edit  Modes Other Help
2xizrean[-e[ee
Table T LY Description Sick Pay Accruals Takle
Mumber of Cols 4 Colurmn Length 12 Type A w
Up to Year Hrs/Hrs Wkd Max Hours Min Accrual
1 1] le0 3.33
3 .0z09 le0 3.33
.0z09 le0 3.34
929 .0z09 le0 3.34
| |Comparny H |08/ 6/2005 | Terminal To00 [OvR
Field Description
Up to Year Enter the number of years worked by employees that

Hrs/Hrs Wkd

the entries affect. For example, enter 1 for employees
with one year of employment, 3 for employees with
up to three years of employment, and so on.

The system multiplies this number by the number of
hours worked to calculate the total hours accrued.
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Field Description

Max Hours Enter the maximum number of hours an employee
can work to calculate the accrual amounts for each
pay period.

Min Accrual The number in this field is the minimum number of

vacation hours an employee can accrue for each pay
period. If the number inthe Hrs/Hrs Wkd field isless
than the number in thisfield after calculation, the
number in this field is used. If the calculation of the
accrua amount is less than the minimum accrual, the
minimum accrual is used.

TCALCxxx Table

The TCALCxxx table determines the setting for the time card calculator in the
Payroll Transactions function.When you enter the Table 1D, the rest of the
TCALCxxx table appears.

Commands Edit Modes Other Help

2xiz e en[¢ [ @d
Table D % Descrigtion [Tirme Card Overtime Calculstion |
Mumber of Cols Colutrin Length 12 Type A 2

Description Walue |

OVERTIME BY |WEEE
OVERTIME HRE (40

Company H {081 6/2005 | Terminal TO0O |OWR
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Field Description

Description Enter Week if you want overtime to be cal culated by
the week. Enter Day if you want overtime to be
calculated on a day-by-day basis.

Value

overtime is automatically calculated.

Enter the number of regular hours reached before

If overtime is calculated, a message notifies you that overtime has been
calculated, and the dollar amount of the overtime appears. You should enter the

overtime code as the next earning code.

USRDDxxx Table

10-94

The USRDDxxx table holds the user-defined labels that appear on the second
Personnel Information screen and the Key Date Report.When you enter the

Table ID, therest of the USRDDxxx table appears.

Commands Edit  Modes Other  Help

2xizze@mn|9 (0@

Tahle ID LY Description
MNutnber of Cols 1

User Defined Dates for Personnel Info.
Zolurnn Length 12 Type Ao N

License
Last Phys
Driver Lic
User Date 04
User Date 05
User Date 08
User Date 07
User Date 08
User Date 09
User Date 10O

‘ Company H |05M 62005 |Terminal TO0OD |OVE

Enter up to ten date labels.
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USRDFxxx Table

The USRDFxxx table holdsthe user-defined labels that appear on the Employees
General Information screen and the first Personnel |nformation screen.

When you enter the Table ID, the rest of the USRDFxxx table appears.

X

Commands Edit Modes Other Help

2xzramn|-¢ (0
Takle I LY Description |User Defined Fields for Emp. Screen 1 |
Murnber of Cols Column Length 12 Type A .

User Def Fld |

Ins Coverage
User Label 2
User Label 3
Comments 1

Comments 2

Comments 3

| Cormpany H |08 6/2005 | Terminal TOOD |OVR

Six entries appear.

Thefirst three appear on the Employees Genera Information screen. Enter the
|abels you want to appear on the screen.

Thelast three appear on the first Personnel |nformation screen. Enter the labels
you want to appear on the screen.
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VACccxxx Table

The VACccxxx (cc represents the vacation code abbreviation) table is used to
calculate the accrual rate per pay period of vacation time for employees based on
the number of years worked.

When you enter the Table ID, the rest of the VACccxxx table appears.

FoX

Commands  Edit Modes Other Help

2xizpe|me|e|e@
Takle I LY Description |Vacati0n Pay Accrualz Takle |
Murnber of Cols Column Length 12 Type A .
Up to Tear Hrs/Hrs Wkd Max Hours Min Accrual |
1 [} 10 [}
2 -0417 10 6.67

-DEZe 10 10.01&
93 -0234 993 13.3334

| Cormpany H |08 6/2005 | Terminal TOOD |OVR

Field Description

Up to Year Enter the number of years worked by employees that
the entries affect. For example, enter 1 for employees
with one year of employment, 3 for employees with
up to three years of employment, and so on.

Hrs/Hrs Wkd The system multiplies the number in thisfield by the
number of hoursworked to calcul ate the total hours
accrued.
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Field

Max Hours

Min Accrual

LASERW2 Table

Description

Enter the maximum number of hours an employee
can work to calculate the accrual amounts for each

pay period.

The number in this field is the minimum number of
vacation hours an employee can accrue for each pay
period. If the number inthe Hrs/Hrs Wkd field isless
than the number in thisfield after calculation, the
number in this field is used. If the calculation of the
accrua amount is less than the minimum accrual, the
minimum accrual is used.

If you' re having alignment problems with W2 formsthat you print four per page
to adirect printer (that is, a/dev/prn, /dev/Iptx/, /devicomx, or LPTx printer),
add the LASERW? table to Payroll. This table allows you to adjust the vertical
alignment of forms printed to direct printers.

Follow these stepsto set up the LASERW?2 table:

1. Select Tables from the File Maintenance menu.

2. When the Tables screen appears, enter LASERW?2 asthe Table ID to create

the new table.

3. PressEnter to skip the Copy From field.

4. Enter aDescription for the table; for example, 4-Up Laser W2 Adjustment.

5. Enter 2 asthe number of columns, 12 asthe Column Length, and A asthe

table's Type.

When you press Enter after selecting the table’s type, OSAS creates the
table and lists rows for the tables two columns.
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6. Enter DESCRIPTION and DATA as the headings for the two columns.

7. Intheleft column, enter Top Margin and 1/720” Down. In the right column,
enter the values to use for these settings. Adjusting these values allows you
to control the position of the form vertically on the page.

| DDTB EE®
Commands  Edit  Modes Other Help
2xizeean?¢[@@

Tahle ID LY Description 4-LUP Laser W2 Adjustment
Mutnber of Cols 2 Column Lencth 12 Type A R

DESCRIPTION DATA

Top Margin |2
1/720" Dowm |80

| |Company H |08 6/2005 [Terminal TO0D |OVR

e The Top Margin vaue controls the number of whole inches OSAS

moves from the top of the page before printing the first line on the W2.
The default valueis 2.

* The 1/720” Down value controls the additional incremental distance
OSAS moves down from the top margin value before printing the first
line. Use thisvalue to adjust the form up or down in fine increments.

The number you enter here becomes the numerator of the 1/720
fraction. For example, entering 80 moves the first line down an
additional 1/9 of an inch, entering 180 movesthefirst line down an

additional 1/4 of an inch, and so on. The default value is 80, the
maximum is 720.

8. Usethe Proceed (OK) command to save the new table.
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Usethe Tax Tables function to set up and maintain the Payroll system tax tables.
Thetax tables are used to calcul ate state, federal, and local tax withholding and
are stored in the PATX (Tax Tables) file. Tax tables are preset in the system.

Because the tax tables vary, depending on the state(s) in which the company’s
employees live and work, the tables are not dealt with in detail in this manual.

Federal Tax Tables

Thefollowing federal tax tables are used in the Payroll system:

The EIC table stores the percentages that are used to calcul ate the advance
earned income credits for eligible employees.

The FEDM and FEDS tables store the earnings base, tax base, and percentage
figuresthat are used to calculate federa tax.

The FICA table stores the percentage and maximum earnings limit for
employee and employer FICA calculations and the current federal minimum
wage. It also stores the DCB limit.

The FUTAxxx table stores percentage and maximum earnings limit for the
employer FUTA calculations.

The W2CODE table stores the code and the first four characters of the
description of the deferred compensation deductions to be printed in box 13
on employees’ W-2 forms.

The W2CODE?2 table stores the first four characters of the deductions to be
printed in box 14 on employees’ W-2 forms.
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State Tax Tables

Thefollowing state tax tables are used in the Payroll system:

The STXssm tables (ss represents the state abbreviation; m represents
marital status) store the earnings base, tax base, and tax percentages for each
state where withholding is required.

The SUTssxxx table stores the percentage and earnings limits that are used
to calculate employer state unemployment tax.

The STSss tables (ss represents the state abbreviation) store special fields
that appear on the Employees Tax Information screen and are required to
calculate state withholding.

The SOTss tables (ss represents the state abbreviation) are used to calculate
other state employee withholdings such as disability insurance.

Local Tax Tables

The LTXsslIm table stores the earning base, tax base, earnings limit, and tax
percentages for the locality where the withholding is required.

A Note on Tax Tables

Thelast entry inthefirst column of atax table must be 99999999.99, because the
Tables function goes to the next higher entry than the amount it is looking for
and then goes back one line.

10-100
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Use the Formula Maintenance function to set up and maintain the formulas
needed to cal culate deductions and withholdings. (For a detailed explanation of
formulas and alist of valid variables, functions, and operations, see appendix C.)

Once aformula has been set up, you can edit it through the Employee Salary
Information screen (page 10-8), Deductions function (page 11-17), or
Withholdings function (page 11-23). Changes you make here update the
PAFMHDR (Formula Definitions) and PAFMLIN (Formula Line Detail) files.

Note I

If you build aformulawhile you are in the sample data path to test it, the
system stores the formula in the program directory, destroying the formula
that was created with your live data. If you try to do this, the following
warning appears: Building formula in sample data will erase live formula.
Y/N? Select Yes (or enter Y in text mode) to replace the existing formula.
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File Maintenance

Formula Maintenance Screen

Inquiry |

10-102

Select Formula Maintenance from the File Maintenance menu. The Formula
Maintenance screen appears.

Formula Maintenance

Commands Modes Other Scroll Commands  Help
2xiz|nean[2¢[ee
Formula |0 LY
Description
Factor 1 Factor 2 Factor 3
Factor 4 Factor 5 Factor 6
Wariahle Farmula
] PERCENT" =
Liooz TABLEZ(1,2RETY L) &
L1003 TAXEARM+Y TDEARMIMNGS E]
L1004 IF(LINOS=LI002) THI T AXEARN-( TAXEARN+Y TDEARMMGS-LIO
LI00S (LIO04*L1001 3100
LID0G IF (v TDEARMIMGS==LI002)TH(DEL(LIOOS)
Lioo7 IF(LIO0G=0)THO)EL(LIO0E]
LI00S L1001 *LI0024 00
LIo0g T THHOLDIMG S+LI007
Lio1o IF(LIO0S:=LI00ETHLLIOO? -fLI00S-LIDOG )ELLIOOT)
L1 IF(LIOT 0=0)TH{OXEL(LIOY 07 =
Formula Line [ 001 of 041 )
[ Erter = edit ] [ Append [ Header ] [ Create Program ]
| | Company H |08/16/2005 | Terminal TO0D |OWR
Field Description
Formula ID If you are entering the Formula Entry screen through

the Employees Pay Information screen, Deductions
function, or Withholdings function, the formula D
appears; if not, enter the formula ID.

The .RTN extension is not automatically appended to
the formulaID. You should add this extension to the
withholding formula names, and you must add it to
the deduction formula names.
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Field

Copy From

Description

Factors 1-6

Description

Names for federal formulas should be in this format:
PFED_OAS.RTN, where OASDI withholding would
be used, for example.

Names for state formulas should be in this format:
PMN_ _SUI.RTN, where MN would be the state and
SUl would be Employer State Unemployment
Insurance, for example.

Names for local formulas should be in this format:
PMNyyLWH.RTN, where MN would be the state and
yy would be the local code.

Thisfield appears if you entered a new formula ID.
Enter the ID of the formula from which you want to
copy information, or press Enter to skip this field.

Enter a description of the formula.

Formulafactors are variables used to change the base
ratein aformulawithout changing the actual formula.
Each formula can have six factors.

Enter up to six formulafactors.

Press PgDn to save your entries and move the cursor from the header section to

the scroll region.

Use the commands to work with the information in this region:

e PressEnter to edit aformulaline. See “Editing or Adding aLine” on
page 10-104 for more information.

* PressA toadd aformulaline. See “Editing or Adding aLine” on page 10-
104 for more information.
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* PressG togotoaparticular line, then enter the formula line number. This
command appears only if there is more than one screen of items.

*  PressH toreturn to the header section of the screen.

*  PressC to convert the formulato a program when you are finished editing or
entering aformula.

Usethe Create Program command anytime you enter or edit aformula. If
you do not use the Create Program command before exiting from the
Formula Maintenance function, the system automatically executes the
command when you use the Exit (F7) command to return to the File
Maintenance menu. If you use the Abandon (F5) command to return to the
header section of the screen, your changes are not saved and the formulais
not compiled into a program.

Editing or Adding a Line

When you press Enter or A on the command bar, the Line Entry screen appears:

& Line Entry g|ﬁ|@

Commands Edit Modes Other Help

2xi=eamn|/e(0a

Lined  |IF(vTDEARMINGS==LI0029TH(IEL(LIONS)
Line 2

Each line in aformula can be 100 characters long. You enter the linein two
“segments.” When you press Enter to exit the Line Entry window, the two lines
jointo form onelonger line, only the first 50 characters of which are displayed on
the Formula Maintenance screen. To delete oneline at atime, use the Delete (F3)
command.

See appendix C for a detailed explanation of how formulas work and for alist of
valid variables, functions, and operations.

When you finish entering or editing a formula, use the Exit (F7) command to

save your changes (and create a program) and return to the File Maintenance
menu.

Payroll User’'s Manual



Change Fields

Usethe Change Fields function on the File Maintenance menu to change any
code from one value to another. The Change Fields function can change codes
within Payroll as well asin other applications. To produce alist of fields
changed, use the Print Log feature. A sample of the log appears on page 10-1009.

When you select Change Fields from the File Maintenance menu, the Change
Fields screen appears:

& | Change Fields

Commands Modes Other  Scroll Commands  Help
2xiz|ne @D 260
Fiel ID L1
Original Yalue Mewr Yalus File Description Tirme Tay
BOLRME @ AR Sales Rep File Lang Z =
JEMDOT JEMKRE @ Job Cost Master file [i, [+] [
LUKO01 LUKAS Q Payroll Checks Deduction Long Z L
Payroll Checks Earnings F Long Z
Payroll Checks File Short [#]
Payroll Checks Withholdin |LUng z
Fayroll Ernployes Deductol |Sh0rt [¥]
Employes History Deductio |Sh0rt [¥]
Etnployee History Earnings |Shnrt Z
Payroll Ermployes History |Short 2
Etnployes Personnel File |Short Z
B Peryroll Ermployes Tax Info |Short Z It
g] Ernployes History Withholdd |Short [#] -4
g] Payroll Emp. Withholdings |Shc|rt [v] =
Line Mo (  00D004 of 000003 )
[ Switch to tag ] [ Enter = edit ] [ Append ][Begin code change ] [ Header ] [ Fieldd ID ]
| |compary H |08/ 62005 | Terminal TO0D [OvR

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, is where you select the code or I D to change and
whether to produce the printed log. The lower |eft Values section is where you
build alist of the values to change by specifying the old value and the new value.
Thelower right Files section containsalist of the files that are changed in the
applications you installed on your system.
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Header
Inquiry | 1. Enter the Field ID you want to change. You can change only Payroll fields
from the Payroll or Payroll with Direct Deposit menus. To change IDsand
codes from other applications, run the Change Fields function in the
respective application.
2. Select the Print Log? check box to print alist of the files that are changed.
3. After you enter the Field ID and indicate your preferencefor printing the log,
use the Proceed (OK) command to begin entering field values to change.
Values

4. To edit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dialog box
appears. Press A to append another value to the list. The Add Original/New
Values dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

* Press Tab to switch to the File Description section to specify which
files change during processing.

*  PressEnter to edit the current line.
*  Press A to append another valueto the list.
*  PressB to begin the change field process.

*  PressH toreturn to the header section to change the selection you made
for printing the log.
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* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

8. Continue entering old values and new vaues until you have specified all of
the values you want to change in the Values section.

Files

Thefilesthat contain the Field ID you selected appear in the File Description

section. You should change IDsin all of the files as a general rule. Exclude files

from the change process only when your reseller or support representative
instructs you to so.

9. TheTime field gives you an idea of therelative time it takes to change the
fieldin agiven file. Fileswhere thiscode or ID are a part of the key to the
file can be changed more quickly than files where each record in the file
must be scanned for the code or ID. Each fileisrated as Short or Long to
denote the estimated time required to change the field.

10. The Tag field denotes whether the file is affected by the copy process. Tag
the file to change fields in the file.

11. Select acommand.
*  Press Tab to switch to the Values section of the screen.

* PressEnter to toggle afile asincluded or excluded from the copy
process.

* PressA totagall of thefiles.
e PressN tountag all of thefiles.

*  PressB to begin the change field process.
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*  PressH toreturn to the header section to change the selection you made
for printing the log.

* PressG togotoaparticular entry. This option is only available when
there is more than one page of entries.

* PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

12. When you have tagged the files you want to change, press B to begin the
change process. When the changes are complete, the log printsif you elected
to produce it.

13. Enter anew Field ID to change, or usethe Exit (F7) command to returnto the
File Maintenance menu.
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Change Fields Log

02/1le/2005 Builders Supply Page 1
Z:46 PM Change Field Log

File MName Becords PRead PRecords Converted Original Total Becord New Total Records
DAEGH & 2 ? ?
ARSDH 4 u} 4 4
CIESH Could not open file.

DACDH u} u} u} u}
DACEH u} u} u} u}
DACHH u} u} u} u}
DACWH u} u} u} u}
DADEH 1t 1z 24 24
DAEDH 1t 1z =43 =43
DAEEH 1z in zg zg
DAEMH & 2 ? ?
DAEPH b4 1 1 1
DAEZH 9 & 14 14
DAEWH z7 24 Ee Ee
DAEXH u} u} u} u}
DAHCH 1t 1z zg zg
DAHDH 24 zl 4k 4k
DAHEH iz 1t 43 43
DAHVH u} u} u} u}
DAHIWH 632 &0 140 140
DAREH 2 u} & &
DATHH ? 4 £z £z
DATPH u} u} u} u}
DATEH u} u} u} u}
DAECGH.TD 9 & 14 14
DAECGH.UF z7 24 Ee Ee
DLDIH & 2 ? ?
DDWVHH 2 b4 2 2
DDVEH 2 b4 2 2
JOBEH z7 24 =43 =43
JOHIH 70 a8 123 123
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CJ Payroll Information

ﬁtj C Use the CJ Payroll Information function to set quick entry stops for transaction
entry and to set options for union, worker’s compensation, and labor burden
calculations.

Select CJ Payroll Information from the CJ File Maintenance submenu. The CJ
Payrall Information screen appears.

& C) Payroll Information

Commands Edit Modes Other Help

2xzramn|-¢ [0

(%) Guick Ertry Tahle

() Unian Options

O ‘Worker's Compensation Options
() Labar Burden Options

| | Company H |08/25/2005 | Terminal TO0D |OWR

Select the items you want to edit and use the Proceed (OK) command to open
those screens. After you edit the information on the associated screens, use the
Proceed (OK) command to save your changes and return to this selection screen.

Use the Exit (F7) command to return to the main menu.
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Quick Entry Table

Select Quick Entry Table from the CJ Payroll Information screen. The
following screen appears.

&lcl Payroll Information

Commands Edit Modes Other Help

2xizlenme|o|0a

Payroll Transactions Guick Entry

Field Skip

Dept ID Fl

Union Code Fl

Class Code Fl

W Code Fl

Hourly Rate Fl

Units Fl

Usze Certified Payroll Grid
Regular Code REG E]
Overtime Code ovT (4
Doubletitme Cocle DEL (4
Earning Code #1 Fo1 (4
Earning Code #2 Foz (4

| | Company H |08/25/2005 |Terminal TO0O |OWR

To speed up data entry during time ticket and miscellaneous deductions entry,
select the check box (or enter YES in text mode) in the Skip column for each
field you want the system to skip when you press Enter on the Enter

Transactions screen. If afield is skipped, you can use the up arrow key to return
toit.

Field Description

Dept ID/Union Code/  To skip thefield onthe Enter Transactions screen of

Class Code/WC the Payroll Transactions function, select the check
Code/Hourly Rate/ box (or enter YES); otherwise, clear it (or enter NO).
Units
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CJ Payroll Information

Field

Use Certified Payroll
Grid

Regular/Overtime/
DoubleTime Code

Earning Code #1 and
#2

Description

If you want the Certified Payroll Quick Entry Grid to
appear each time you enter atransaction for a
Certified Payroll job, select the check box (or enter
YES); otherwise, clear it (or enter NO). You can till
usethe Quick Entry Grid by entering an asterisk (*) in
the Earning Code field of the transaction even if you
do not select this option or are not using a Certified

Payroll job.

Thesefields are used with Quick Entry Grid and jobs
flagged as Certified Payroll. REG, OVT, and DBL
Earning Codes you define here appear each time you
enter atransaction for a Certified Payroll job. You can
also leave these fields blank and enter the codes as
you enter transactions.

These fields are used with the Quick Entry Grid. The
Quick Entry Grid automatically comes up with the
REG, OVT, and DBL Earning Codes. Earning Code #1
and #2 allow you to add two morefieldsinto the
Quick Entry Grid. Enter these codes or use the
Inquiry (F2) command to look them up.

Usethe Proceed (OK) command to save your entries and return to the CJ
Payroll Information screen.
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Union and Worker’s Comp Options

The Union Options and Worker’s Comp Options screens are very similar.
Select either Union Options or Worker’s Comp Options from the CJ Payroll
Information screen. The following screen appears.

& C Payroll Information
Commands  Edit Modes Other Help

2xzeeme[-¢]/0e
Union Cptions
Description Option
Multiple Codes per Employee?
Post to GL?

| | Company H |08/25/2005 | Terminal TO0D |OWR

If you select the Multiple Codes per Employee check box (or enter YES in text
mode), the system uses the union and worker’s compensation codes specified in
the transactions to calculate union and worker’s compensation amounts. If you
clear this check box (or enter NO), all union and worker’s compensation amounts
are calculated using the default union and worker’s compensation codes in the
Employeefile.

Select the Post to GL? check box (or enter YES in text mode) to have the union
and worker’s compensation amounts posted to General Ledger when you post
checks.

Usethe Proceed (OK) command to save your entries and return to the CJ
Payroll Information screen.
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Labor Burden Options

Labor burden is calculated by adding employer paid taxes plus union amounts
and worker’s compensation amounts.

Select Labor Burden Options from the CJ Payroll Information screen. The
following screen appears.

&lcl Payroll Information

Commands Edit Modes Other Help

I AL FIEEAEY

Labor Burden Options

Description Option

Post to Job Cast?

Post to GL?

Job Cost Code? oo E] {First digit must be 5,78 or 9)

| | Company H |08/25/2005 |Terminal TO0D |OWR

Select whether to post labor burden amountsto Job Cost and General Ledger,
then select which cost typeis updated in the Jobs master file.

Usethe Proceed (OK) command to save your entries and return to the CJ
Payroll Information screen.
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ﬁtj C Usethe Class Codes function to create or change class codes and skill levels,
descriptions and pay rates. The pay rates are used as defaults when you enter time
tickets. You can also set up union deductions and benefits to be calculated on
certain classes and skill levels.

Select Class Codes from the CJ File Maintenance submenu. The Class Codes
screen appears.

& Class Codes

Commands  Edit Modes Other Help

2xizeemn[-¢]/0a
Class Code LY
Description CARPEMTER
Lewel I0 Description Pay Rate

Skill Levels: 1 CARPEMTER 92 21 17450
[Optianal) c2 CARPEMTER 92 21 17 670

C3 CARPEMTER 92 21 17850

A2 APPREMTICE 11.720

A3 APPREMTICE 13.380

000
000
000
000
000

B G e = e g e o

| | Company H |08/25/2005 |Terminal TO0O |OWR

Every employee must have a class code. Skill levels are not required. You can
specify up to ten different skill levels and pay rates for each class code.

Usethe Proceed (OK) command to save your entries and return to the CJ

Payroll Information screen. Use the Exit (F7) command to exit the screen and
return to the CJ File Maintenance menu
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ﬁtj C Use the Worker’'s Compensation Codes function to create or change worker’s
compensation codes and calculation information.

Select Worker’s Compensation Codes from the CJ File Maintenance
submenu. The Worker’s Compensation Codes screen appears.

% Worker's Compensation Codes

Commands Edit Modes Other Help
2xiErREn[2€[0e®
‘Worker's Comp. Code LY
Description CLEANUP Calculated by Hour w
1. Grozs Limits Table - MY'S ORLY: Adjusted Premium
Upta § Limit Percert Rate
Maxirum Grozs § Limit Percent Rate
2. Percent of Gross: Percent Rate Adjusted Premiutn
_OR-
3. Hourly Rate: Rey. Rate 400
O.T. Rate 600
C.T. Rate a00
_OR-
4. Fixed Amaurt: Amount
Maximurm Amourt i)
| Cotnpany H |08/25/2005 | Tertninal TO0O |OVR

Inquiry | 1. Enter aWorker's Comp Code.

2. Edit theDescription that appearsif the Worker’s Comp Code already exists
or pressthe arrow key to skip it and go to the next field.

3. IntheCalculated by field, enter P to calculate worker’s compensation as a
percentage of gross wages, enter H to calculate it at an hourly rate, or enter F
if theworker’s compensation premium is a fixed amount for each pay
period. Based on what is entered in this field, the cursor goesto different
sections of the screen.
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10-120

Percent—if you entered P, the cursor jumpsto the Adjusted Premium field
in section 1 (Gross Limits Table - NYS ONLY). Thissectionisonly for New
York City rate defining.

« Enter Y to have overtime and double-time pay rates adjusted back to the
regular pay rate for the calculation. Enter N if you do not want these
rates adjusted back to regular pay.

*  Enter either the Up to $ Limit or Percent Rate up to which worker’s
compensation premiums are calculated for New York employees.

»  Enter either the Maximum Gross $ Limit or Percent Rate on which
worker’'s compensation premiums are calculated for New York
employees.

»  Enter the Percent of Gross wages to be used in calculating worker’s
compensation premium.

«  Enter Y to adjust the percent of gross overtime and double-time pay
ratesto the regular pay rate for the calculation. Enter N if you do not
want these rates adjusted back to regular pay.

Hourly—if you entered H, the cursor jumpsto the Hourly Rate section of the
screen. Enter the hourly rate to be used for calculating worker’s
compensation premiums to be paid by the employer for regular (Reg. Rate),
overtime (O.T. Rate), and double-time (D.T. Rate) earnings codes.

Fixed Amount—if you entered F for fixed amount, the cursor jumpsto the
Fixed Amount section of the screen. Enter a fixed amount of worker’s
compensation premiums to be paid by the employer each pay period. This
field is only available when using a fixed method of calculation.

For any calculation method you choose, you can specify a Maximum
Amount of the premium to be paid by the employer each pay period. If there
iSno maximum, enter 0 for no limit.

Usethe Proceed (OK) command to save your entries. Next, use the Exit
(F7) command and return to the CJ File Maintenance submenu.
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Usethe Union Codes function to create or change union deductions and benefits

and the calculation information. Union benefit and deduction amounts are
calculated when you use the Calculate Checks function. The information is
printed in the Union Report.

Select Union Codes from the CJ File Maintenance menu. A blank Union

Codes screen appears.

&) Union Codes

Commands Modes Other  Scroll Commands  Help
2xiz|ne@n[24[0a
Union Code LY
Description | |
Lire Hourly
Mo, Description Type Pd. Pct. Armourt Rate
Eenefit @
03 PEMSICN Deduct. 007 HHHHH juli} juli} 750 @
20 DUES Deduct. 005 FPPPP 1.50 juli} ulali} E]
=
&
&
Erter = edit ] [ Append ] [ Wiew ] [ ey Union ]
| | Campary H [08/25/2005 | Terinal TOO0 | 0VF
Inquiry | 1. Enter the Union Code you want to add or edit.

2. Edit the Description that appearsif the Union Code already exists or press
the arrow key to skip it.

3. Usethe Proceed (OK) command to save any changes made to the header.
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4. Usethe commands to work with the code’s line items:

*  PressEnter to edit the selected lineitem. The Line-Item Entry screen
appears.

e PressA toadd alineto the union code. The Line-Item Entry screen
appears.

*  PressV to view more information about the selected line. You cannot
edit this information when it appears.

*  PressN to return to the Union Code field to select a new code.

Line-ltem Entry Screen

10-122

If lineitems don’t exist for the information you defined in the Union Codes
header, the line-item entry window appears. This window appears for one of
three reasons:

* You are creating a union code and have entered header information.

e You usethe Append command to add an item to the end of the list.

*  You usethe Edit command to edit an item in the list. If you use this
command, the entry screen istitled Edit Entry instead of Append Entry.

% Edit Entry
Commands Edit Modes Other Help

2xEnean] €0
Line ka.
Description DUES
Type (BT B w Deduction Mo LY
12345
Period PPPPR
Percentage 5.00 Fixed Amount i}
Hourly Rate Reg. 000 OT. 000 0T 000
hancirmum Amaurit 00

For Class Code: 53 - (A=AllE=5Selective)

cess [180 (Q)[1B0 (%) &Y @& B & & & 6
Wt

Skill:
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Union Codes

Inquiry | 4,

Inquiry |

If you are appending an entry, enter the line number for this entry. The line
number affects the order in which a deduction is taken from earnings.

If you are appending an entry, enter aDescription for the line item.

Enter aB in the Type (B/D) field if the line is for a union benefit (employer
paid). Enter aD if the line is for a union deduction (employees paid).

If you entered D in the Type field, enter the deduction entry number from the
payroll deductions function associated with this entry. A description of the
code and the GL No. appears below the deduction code.

Specify how the deduction or benefit should be calculated for each of the
five pay periods:

e N—The deduction/benefit should not be applied in the pay period.

e Y—Theamount you enter in the Fixed Amount field should be applied.
e P—A percentage of the employee’s gross pay should be applied.

e H—A fixed rate per hour worked should be applied.

Enter the Percentage, Fixed Amount, or Hourly Rate as heeded for the pay
periods defined in the Period field.

Enter the Maximum Amount of the benefit or deduction for a pay period.
Enter 0 if thereis no maximum.

Enter A (All) if the deduction/benefit appliesto all classesor S (Selective) if
it appliesto only aparticular class and skill level.

A Selective choice allows you to specify up to 10 job classes for the
deduction/benefit. For each job class, you can specify a skill level. If the
deduction/benefit applies to all skill levelsfor that job class, press Enter.
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Note I

Union deductions are withheld from an employee’s paycheck without being
entered as a scheduled deduction in the empl oyee file. Union benefits are not
added to an employee's paycheck unless an Other Pay transaction is entered
and posted through the Transactions function.

9. Usethe Proceed (OK) command to save your changes and return to the
Union Codes screen.
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Usethe Job Pay Rates by Class function to establish a pay rate that is specific

only to aparticular job class or skill level for aparticular job and phase. The pay
rates default when you enter payroll transactions.

Select Job Pay Rates by Class from the CJ File Maintenance menu. The blank
Job Pay Rates by Class screen appears.

&/ Joh Pay Rates by Class

Commands Modes Other  Scroll Commands  Help
2xiz|ne@n[26[0a@
Class Code LY
Description CARPENTER
Skill Levels: <C1> <C2> <C3> <A2- <AJ>
Skill Job D Job Description Phaze Phase Description Hourly Rate
& WESTERN OAKS =
* 93-404 CITY OF FRIEMDSWOO rakas 15.255 @
* hA9050 MORTH HILLS HOMES (=1eldn) PERFORMANCE BOMND 14125 E]
* hA9050 MORTH HILLS HOMES DER DEMOLITICN 16.250
* hA9050 MORTH HILLS HOMES EmT12 12" EMT COMDUIT 14.000
[ Erter = edit ] [ Append ] [ Wiew ] [ Mewy Class ] [Clear Old Jobs]
| | Campary H [08/25/2005 | Terminal TOO0 | 0VF
Inquiry | 1. Enter the Class Code you want to add or edit.

2. Edit the Description that appearsif the Class Code already exists or enter a

new one.

3. Usethe Proceed (OK) command to save any changes made to the header.
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screen appears.

the information that appears.

Line-ltem Entry Screen

Use the commands to work with the class code' s line items:
Press Enter to edit alineitem. The Line-Item Entry screen appears.

Press A to add aline item to the end of the list. The Line-ltem Entry

Press Vv to view more information about the line item. You cannot edit

Press N to enter job pay rates for a new class code.

Press C to remove job pay rates for old jobs that have been del eted.

If you have line items on file, the line-item entry window appears. If not, the
scrolling region appears. The available commands are listed at the bottom of the

screen.

Theline-item entry window appears for one of three reasons:

You are creating a pay rate and have finished entering header information.
You use the Append command to add an item to the end of thelist.

You use the Edit command to edit an item in the list. If you use this

command, the entry screen istitled Edit Entry instead of Append Entry.

& | Edit Entry.

Commands  Edit Modes Other Help

K LE

ENNCEIRE

@a

Skill Level
Jok (O
Phase D
Hourly Rate

Y
Y
14125

HORTH HILLS HOMES
PERFORMANCE BOND

10-126
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1. If you are adding an entry, enter a Skill Level available from the class or
press Enter to select all skill levelsfor this class (** appear).

2. If you are adding an entry, enter the Job 1D associated with this rate.

3. If you are adding an entry, enter the Phase ID or press Enter to indicate all
phases for thisjob should use the rate (****** appear).

4. Enter the Hourly Rate of pay for this skill level, job, and phase.

5. Usethe Proceed (OK) command to save your entries and return Job Pay
Rates by Class screen.
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Usethe Purge CJ History Files function to purge old worker’s compensation

and union history information from the PAWUx and PAHUXx files.

Select Purge CJ History Files from the CJ File Maintenance submenu. The

Purge CJ History Files screen appears.

% Purge CJ History Files
Commands Edit Modes Other Help

2xizenmn|20|0@

Hawve “ou Run the Following?
‘Wiotker's Compensation Histary Report
Union History Report
Copy to Backup

Remove History for tems Dated Before 1203172003 E

| |Company H |08/25/2005 |Terminal TODD |OVR

Before purging CJHistory files, make sure you print the Worker’s Compensation
and Union History Reports and back up your files. If you do not answer YES to

all the questions on the screen, you are prompted to exit to the CJ File
Maintenance submenu.

Enter a date prior to which all worker’s compensation and union history will be

deleted.

Confirm the date before using the Proceed (OK) command. When the purge

finishes, you are returned to the CJ File Maintenance menu.
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ﬁtj C Use the Union History Adjustments function to correct union benefit and
deduction amounts that were posted incorrectly. Use the Union History Report to
locate existing history information that require adjustments. The Union History
Adjustments function does not let you edit existing history information, but you
can add adjusting records.

Select Union History Adjustments from the CJ File Maintenance submenu.
The Union History Adjustments screen appears.

[ Union History Adjustments

Commands Modes Other  Scroll Commands  Help

2xiz|na|ma|-¢ (0@
Ernp. ---Unign --- e Regulat  cmeeeeeeeeeeee aTiDT Benefit!

18] Code  Ln Date Hours Amaunt Hours Amaount Deduction
STOD0M 1120 03 0 005 621.89 3 5.56 @
JEMOO1 ELEC [B2 |07i21/2005 35.500 589 61 ulali} juli} 2357 @

Line ( 000001 of 000002 )

Erter=edt | [ Append | [ wiew | [ witetoFile |

| | Campary H [08/25/2005 | Terminal TOO0 | 0VF

If you do not have line items on file, the Append Entry window overlays the
screen. If not, the scrolling region appears. Use these commands to work with
line items:

*  PressEnter to edit the selected line. The Line-Item Entry screen appears.
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e PressAtoaddalineitem. The Line-ltem entry screen appears.

e PressV toview the entries avail able for adjustments. You cannot edit the
entries that appear.

e Press W to write the entries to the union history file after you have made all
corrections.

Usethe Proceed (OK) command to save your changes, then use the Exit (F7)
command to return to the CJ File Maintenance submenu.

Line-ltem Entry Screen

Inquiry |
Inquiry |
Inquiry |

Inquiry |

10-132

1. Enter the Employee ID for which you want to correct a union adjustment.

2. TheUnion Code from the employee file is appears. Press Enter to accept it.

3. Enter aline number from those set up in the union code record.

4. Enter the transaction history Date you want to correct.

5. Enter the Regular, Overtime, and Double-Time Hours and the Amount of
the adjustment, if necessary. Use negative numbers to reduce amounts and

positive numbers to increase amounts.

6. Enter thetotal Benefit Amount and Deduction Amount to adjust. Negative
numbers reduce amounts and positive numbers increase amounts.

7. If the line number used is a deduction type, the default Deduction Code
appears. Press Enter to useit.

8. Usethe Proceed (OK) command to save your adjustments. The scrolling
region appears and lists available commands at the bottom of the screen.

9. After entering adjustments, press W to write them to the history file. An
asterisk (*) appears on the Union History Report next to manual adjustment
transactions. You must manually update General L edger for any adjustments
made.
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gcic

Usethe Worker’'s Comp History Adjustments function to correct worker’s

compensation amounts that were posted incorrectly. Use the Worker’s Comp
History Report to locate existing history information that require adjustments.

The Worker’s Comp History Adjustments function does not let you edit

existing history information, but you can add adjusting records.

Select Worker’s Comp History Adjustments from the CJ File Maintenance

submenu. The Worker’s Comp History Adjustments screen appears.

| Worker's Comp. History Adjustments

Commands

Modes Other  Scroll Commands  Help

2xiz|nemalze/00®

Emp. G S s e T D Regular ~ —ememeeeeee oTIDT

v} Code  Date Hours Aol Hours Aot FresriLim

STOO01 (8000 40.000 57 E]
5|
B
=
S|
&

Line ( 000001 of 000001 )

[ Enter = ecit ] [ Appendd ] [ Wieww

| [write to File |

| Comparny H |08/25/2005 | T erminal TOOD |0VA

If you do not have line items on file, the Append Entry window overlaysthe
screen. If not, the scrolling region appears. Use these commands to work with
lineitems:

Press Enter to edit the selected line. The Line-Item Entry screen appears.
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e PressA toadd alineitem to the end of the list. The Line-Item entry screen

appears.

e PressV toview the entries avail able for adjustments. You cannot edit the
entries that appear.

e Press W to write the entries to the union history file after you have made all
corrections.

Usethe Proceed (OK) command to save your changes, then use the Exit (F7)
command to return to the CJ File Maintenance submenu.

Line-ltem Entry Screen

Inquiry |
Inquiry |

10-134

1. Enter the Employee ID for which you want to correct a worker’s comp
adjustment.

2. ThewcC Code from the employee file appears. Press Enter to accept it .

3. Enter the transaction history Date you want to correct.

4. Enter the Regular, Overtime, and Double-Time Hours and the Amount of
the adjustment, if necessary. Use negative numbers to reduce amounts and

positive numbers to increase amounts.

5. Enter thetotal Worker’s Comp Premium adjustment. Use negative numbers
to reduce amounts and positive numbers to increase amounts.

6. Usethe Proceed (OK) command to enter the adjustments. The scrolling
region appears and lists available commands at the bottom of the screen.

7. After entering adjustments, press W to write them to the history file. An
asterisk (*) appears on the Union History Report next to manual adjustment
transactions. You must manually update General L edger for any adjustments
made.
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Labor Classes

Usethe Labor Classes function to set up and maintain labor classes. L abor
classes can be used to group types of employees. For example, you might set up
labor class EXM for executive managers, MIM for mid-level managers, and so on.
The classes you set up can be useful for report sorting.

Labor classes are stored in the PALCxxx (Labor Class) file and are used in the
Employees function.

Labor Classes Screen

Select Labor Classes from the Codes Maintenance menu. The Labor Classes
Screen appears.

& | Labor Classes

Commands Edit  Modes Other Help

»xzleean[2¢[8e

Labor Class %

Deszcription Shippitig

| Company H (087 62005 | Terminal TODO |OWRE

Inquiry | 1. Enter thelabor class code.

2. Enter adescription of the labor class code.
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3. UsetheProceed (OK) command to save your changes. The cursor returnsto
the Labor Class field. Enter another labor class code, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Tax Authority Setup

Usethe Tax Authority Setup function to enter and maintain withholding codes
for federal, state, and local tax authorities for which employees need
withholdings. You can also set up the necessary formulanames and tax table | Ds
associated with each code. Changes you make here update the PACO (Codes)

file.

You can enter 15 employee and employer withholding codes for each federal,

state, and local tax authority.

Tax Authority Setup Screen

Select Tax Authority Setup from the Codes Maintenance menu. The Tax

Authority screen appears.

| Tax Authority Setup

Commands Modes Other  Scroll Commands  Help
2xi:z | memn[2o/0e
State Code Hif
Local Code Hif
Description |
Emnployee YWithholding Codes Ernployer Contribution Codes
Mo Code Farmula Tahle ID Mo Code Farmula Table ID
1 PdH PFED_FH.RTH FEDh @ 1 [EQA PFEC_EC& RTH FICA a
2 [0AS PFED_CA5 RTH FICA E] 2 [EME PFEC_EME.RTH FICA =
3 MED PFEC_MED RTH FICA E] 3 FUT PFEC_FUT RTH FUTAx la
4 [EIC PFED_EIC.RTH EIC
E] v
g] g
.
£ =
Switch to employer withholdings ] [ Enter=edit ] [ Append ]
| Company H |08/16/2005 |Terminal TO0D |OWR
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1. IntheTax Authority field, enter F to work with federal tax authority codes,
S to work with state tax authority codes, or L to work with local tax authority
codes.

Inquiry | 2. If you entered S in the Tax Authority field, the State Code field becomes
available. Enter the state code you want to set up or adjust.

Inquiry | 3. Ifyouentered L inthe Tax Authority field, both the State Code and Local
Code fields become available. Enter the state code, then enter the local code
you want to set up or adjust.

4. Enter or edit the description of the tax authority. For example, if you are
working with a federal tax authority, enter the name of the withholding.

5. To moveto the scroll region, use the Proceed (OK) command.
6. Usethe commands on the command bar to move around the screen:

e Press Tab to switch between the Employee Withholding Codes and
Employer Contribution Codes sections of the screen.

*  PressEnter to edit aline item. See “Adding or Editing a Line Item” on
page 11-7 for more information.

* PressAtoaddalineitem. See “Adding or Editing aLine Item” on
page 11-7 for more information.

e PressG togotoaparticular line item, then enter the line item number or
use the Inquiry (F2) command to select the line item number. This
command is available only if there is more than one screen of items.

7. Your changes are saved asyou enter them. Use the Exit (F7) command when

you are finished to close the screen and return to the Codes Maintenance
menu.
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Adding or Editing a Line Item

By Append Tax Authority Setup
Commands  Edit Modes Other Help

2xiralma]? ¢ [@e 5K J)(Fnm)

Mumber 1

Code FiyH

Formula PFED_FWH RTM (&)
Tahle ID FED E]

The Append Tax Authority Setup screen appears when you add or edit a tax
authority line tiem. You can add or edit 15 tax authority withholding codes for
both employees and employers.

Enter the code for the withholding tax. FHW, SWH, and LWH must be the first
employee withholdings.

Next, enter the name of the formulathat isto be used when calculating the
withholding. You must add the extension .RTN to the formula name so that the
system will not overwrite part of itself.

Then, enter the ID of the tax table that will be used when calculating the
withholding. If you are working with FWH, SWH, or LWH, these withholdings
usually depend on marital status. They can be overridden on the Employees Tax
Information screen (page 10-15). If the table must be company-specific (for
example, FUTA and SUl), the last character of the table ID must be alowercase x.
To accommodate the full three-character company 1D, you must limit the table
ID to five characters. If the system cannot locate the company-specific table, the
generic table is the default.

Your work is automatically saved as you enter it. When you are finished, use the

Abandon (F5) command to return to the Tax Authority field, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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An earning code stores pay rate information, the GL account number, the earning
type, and other information for a particular kind of work. If you enter an earning
code and the number of hours the employee worked when you enter time tickets
or manual checks, the system cal culates the employee’s pay based on the
information you enter here. You can have an unlimited number of earning codes.
Changes you make here update the PAECxxx (Earning Codes) file.

You can set up earning codes for types of work (for example, for assembly and
packaging) and for overtime or double-time work that automatically multiplies or
adds amounts to the base pay.

If your company provides group term life insurance, dependent care, 457 plan, or
non-457 plan benefits for employees, use earning codes to track these amounts as
part of normal payroll processing. Previously, you entered these amounts on the
Employee Miscellaneous History screen in the Employee History function, and
OSAS simply reported the amounts you entered on W2s. Due to changesin
federal regulations, and to eliminate errors, OSAS no longer uses these fields.
Instead, Open Systems strongly recommends that you set up earning codes to
track these amounts so that they are reported correctly as required.
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Codes Maintenance

Earning Codes Screen

Inquiry |

11-10

Select Earning Codes from the Codes Maintenance menu. The Earning Codes

screen appears.

& Earning Codes
Commands  Edit Modes Other Help

I L FIEEAEY

Earning Code

Description
Include in Met Pay
Fixed Withholding
Earning Type

GL Account
Multiplier

Add to Base

A

Crvertime Pay
O
o] E] Overtime
202000
1.5000
0000

Cormpany H |08 6/2005 | Terminal TOOD |OVR

Field Descriptions

Field

Earning Code

Description

Enter the earning code.

Description Enter a description of the earning code. The
description you enter here appears when you enter or
edit time tickets.

Include in Net Pay If the pay should be included in the employee’s

paycheck, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).
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Field Description

Including or excluding the pay from net pay does not
affect taxable income. To exclude an earning code
from taxable income, use the exclusion switchesin
your federal, state, and loca withholding records.

If you are setting up an earning code to track Cost of
GLTI, Cost of DCB, 457 Plan or Non-457 Plan
amounts, clear this check box.

Fixed Withholding If you use afixed percentage for all withholding
(specified in the federal, state, and local withholding
formulas), select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

If you do not use a fixed percentage, withholding is
calculated according to the regular federal, state, and
local tax routines.

Inquiry | Earning Type Enter an earning type for the earning code. Each
earning code must be assigned an earning type. (For
more information, see page 11-14).

An earning code of type T has special meaning (Tips)
in the system. Tip amounts are accumulated in the
FICA Tips field for government reporting.

An earning code of type F also has specia meaning
(Fringe) in the system. Any earning code of type F
that an employee receives throughout the year is
accumulated and printed as fringe on an employee’s
W-2 form. Use thistype for Cost of GTLI, Cost of
DCB, 457 Plan, and non-457 Plan earning codes.

Earning codes of type V or S to determine the amount
of vacation and sick time taken during the year.

Any earning codes that use a user-defined type are
treated asregular pay, using the Multiplier and Add to
Base fields to determine pay.
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Codes Maintenance

Field
Inquiry | GL Account
Maint
Multiplier
Add to Base

Description

Enter the number of the account to which the earning
code is posted. The Maintenance (F6) and Inquiry
(F2) commands are available if Payroll interfaces
with General Ledger.

The GL account is debited when you post checks for
the selected earning code. That account is credited in
the department when you post expense to GL.

The number you enter inthisfield ismultiplied by the
employee’s base hourly pay rate. For example, you
enter an earning code with amultiplier of 1.2500.
Then you enter atime ticket for an employee who
uses that earning code and whose base hourly pay rate
is$10 per hour. The system performsthe calculations,
resulting in a pay rate of $12.50 per hour for the
employee.

You must enter avalue in thisfield. If you do not
want to use amultiplier, enter 1.

The number you enter in thisfield is added to the
employee’s base hourly pay rate. For example, you
enter an earning code with an Add to Base factor of
0000.50. Then you enter atime ticket for an
employee who uses that earning code and whose base
hourly pay rate is $10 per hour. The system adds the
factor to the employee rate, resutling in a pay rate of
$10.50 per hour for the employee.

If both aMultiplier and an Add to Base factor exist
for the earning code, the Add to Base factor is added
to the employee’s base pay rate first. This new base
pay rate isthen multiplied.

After you approve the entries, enter another earning code, or use the Exit (F7)
command to return to the Codes Maintenance menu.

11-12
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Usethe Earning Types function to create groups of earning codes. The Payrall
system has nine preset earning types:

e Bonus
« Commission
e Fringe

*  Miscellaneous
*  Overtime
e Regular Earnings

e Sick
e Tips Reported as Federal Earnings
e Vecation

You cannot change or delete the preset earning types, but you can set up
additional earning types. When you set up earning codes (see page 11-9), you
specify which earning type the code belongs to. For example, you might have
four kinds of bonus pay. You set up each kind of bonus pay as an earning code
and group them all under the Bonus earning type. Changes you make here update
the PAETxxx (Earnings Types) file.
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Earning Types Screen

Select Earning Types from the Codes Maintenance menu. The Earning Types
screen appears.

3 Earning Types
Commands  Edit Modes Other Help

2xizlenme|/zo|0e
Earning Type LY
Description

Add or Replace Salaried Wages for

Salatied Employees in Time Tickets? Al “
Farnings types B.CFMORS TN are reserved for syst.. | Cormpany H | 0&8#M 62005 | Terminal TOOO | OWR
Inquiry | 1. Enter the ID of the earning type you want to add or change.

Earning type T has special meaning (Tips) in the system. Tip amounts are
accumulated in the FICA Tips field for government reporting.

Earning type F also has specia meaning to the system. Any earning types F
that an employee receives through the year are accumulated and printed as
fringe on an employee's W-2 form.

Earning typesV and S are used to determine the amount of vacation and sick
time taken throughout the year.

Any other earning types that use a user-defined type are treated as regular
pay, using the Multiplier and Add to Base fields to determine pay.
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Codes Maintenance Earning Types

2. Enter adescription of the earning type.

3. Thelastfield on the screen applies only to salaried employees for whom you
enter time tickets. Press A to add pay entered through time ticketsto salary
amounts for this earning code. Press R to replace salary amounts with pay
entered through time tickets for this earning code.

4. When you save the earning type, the cursor returnsto the Earning Type

field. Enter the next earning type you want to work with, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Deductions

Usethe Deductions function to set up, change, or delete deductions from the
Payrall system. Deductions are assigned codes, which can then be referenced
when you set up employees using the Employees function. You can set up 999
deduction codes. Changes you make here update the PADDxxx (Deductions) and
PADXxxx (Deduction Exclusion) files.

If your company offers “ cafeteria plans’ or flexible spending accounts for
employee dependent care costs, use the Deductions function to set up a
deduction code to track these amounts deducted from employee paychecks to
report them on W2s as required. After you set up these deduction codes, use the
Tables function to enter the new codes into the DCBxxx table, then use the
Withholdings function to exclude the new deduction from federal FWH tax.
Depending on your state's regulations, you may need to exclude the deduction
from your state’'s SWH tax, as well.

Select Deductions from the Codes Maintenance menu. The Deductions screen

appears.
& | Deductions
Commands Modes Other  Scroll Commands  Help
22Xz he @D 26 (0@
Deduction Codes
Mo Description Ernple?  Lishilty Acct Accr Ded Acct Def Comp  Calc On
Medical Ins y E]
2 |Dertal Ihs ] H y &
3 |United Way [] |204000 ]  |Gross Pay [
4 |Credit Union [] [999300 ]  |Gross Pay
5 |Dues [] 499300 [] [Gross Pay
& [401k [] |205000 [#] |Gross Pay
7 R Plan [l [200000 [] |GrossPay
& |Parking [ [s01000 [] |crossPay
9 [Cash Advance [ [1o1o00 [] |crossPay
10 [Stock Plan [] |z05000 [ |Gross Pay
11 |Uniform [1 |s01000 [] |Gross Pay
Deduction ¢ 001 of 041 )
[ Enter = edit ] [ Append ] [ Farmula ] [ Exclude Earn. ] [ Copy Deduct. ]
| |compary H |08/ 62005 | Terminal TO0D [OvR
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Deductions

Codes Maintenance

11-18

Use the commands to work with the information on the screen:

PressEnter to edit adeduction code. See“ Editing or Adding aLineltem” on
page 11-18 for more information.

Press A to add a deduction code. See “ Editing or Adding aLine Item” on
page 11-18 for more information.

Press G to go to a specific line item, then enter the deduction code or use the
Inquiry (F2) command to select the code. This command is available only if
there is more than one screen of deductions.

Press F to edit deduction formulas. The Formula Maintenance screen
appears. See page 10-102 and appendix C for more information on formulas

Press E to exclude earning codes from the selected deduction. See “Earning
Exclusions’ on page 11-19 for more information.

Press C to copy the selected deduction. See “ Copying Deductions’ on
page 11-20 for more information.

Editing or Adding a Line Item

To edit or add aline item, follow these steps:

1

Enter a description of the deduction.

If thisis a deferred compensation deduction, the first four characters of the
description you enter are used as the deferred compensation description on
W-2 forms.

If the deduction is for a401(k) program, you must enter 401K. If the
deduction isfor dependent care benefits, you must enter DCB.

If the deduction is employer-paid, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).
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Inquiry 3. Enter the number of the liability account to which the deduction is credited.

Maint The Maintenance (F6) and Inquiry (F2) commands are available if Payroll
) interfaces with General L edger.

Inquiry | 4. If the deduction is employer-paid, enter the expense account number. The

Maint Maintenance (F6) and Inquiry (F2) commands are available if Payroll

interfaces with General L edger.

5. If thededuction is deferred compensation or any other pretax deduction that
should be reported on employees’ W-2 forms (such as dependent care
benefits), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

6. Enter G if the deduction is calculated on gross pay or N if it is calculated on
net pay. Select G if this deduction is for dependent care flexible spending
accounts.

Earning Exclusions

You can exclude earning codes from a deduction. For example, you might set up
apay deduction for uniformsthat appliesto workersin a store and then exclude
particular earning codes for warehouse workers so that uniform costs are not
deducted from these employees’ pay.

When you press E on the Deductions screen to exclude earning codes from
deductions, the Earning Exclusions screen appears.

£ Earning Exclusions for Deduction 001

Commands Modes Other  Scroll Commands  Help
2xiz|nemalze/e@®
Earn Code  Description Exclude?
Dable Time

o Overtime Pay O &

PO Bonus O &

POz Travel Exp ]

PO Cash Yalue ]

PO4 Commissions ]

POS Ryt Tips O |F=

REG Reoular Pay ] @

SAL Salaried Wage | g]
Earning Cocle ( 001 of 011 )

[ Erter=Toggle [ Al ] [ Mo ] [ Goto ]
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Deductions

Codes Maintenance

Use the command to work with the information on the screen:

*  PressEnter to toggle the earning code's exclusion status for the deduction.
The Exclude? check box status changes from selected to cleared (for
graphical screens) or from Yes to No (for text screens).

*  Press A to exclude al earning codes from the deduction.

e PressN toinclude all earning codesin the deduction.

* Press G to go to a specific earning code, then enter the earning code or use
the Inquiry (F2) command to select the earning code. This command is
available only when there is more than one screen of earning codes.

Your changes are saved automatically as you enter them. When you are finished
with the Earning Exclusions screen, use the Exit (F7) command to return to the
lineitem scroll region of the Deductions screen.

Copying Deductions

When you press C on the Deductions screen to copy a deduction, the Copy

Deduction screen appears.

[ Co py Deductions

Commands Edit Modes Other Help
2xiE(eemo]? €@ oK )Far
Emplayee IO Fram BOLOM (&
Thru STO00 [a)
Group Code  From
Thru
Department 100 (&)
Part-timesFull-tine/Eoth Both v
Married/Single/Bath Buath w
State (3]
Period Code Flags MR
DollariPercent to be copied uli]
Balance o0
Overwrite existing deduction? []
Inquiry | 1. Enter the range of employees to whose records you want to copy the

11-20

deduction.
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Codes Maintenance

Deductions

Inquiry |

Inquiry |

10.

11

12.

Enter the range of group codes to which you want the deduction to apply.

Enter the department to which you want the deduction to apply. Leave this
field blank to apply the deduction to all departments.

Enter P to appy the deduction to part-time employees, F to apply the
deduction to full-time employees, or B to apply the deduction to both types
of employees.

Enter M to apply the deduction to married employees, S to apply the
deduction to single employees, or B to apply the deduction to both types of
employees.

Enter the state code to which you want the deduction to apply.

Enter the period codes to which you want the deduction to apply.

Enter the dollar amount or percentage of the deduction you want to copy.

If the deduction has a declining balance, enter the amount in the Balance
box.

If you want to replace any existing deduction information with the same
number in your employee files, select the box (or enter Y in text mode). If
you want to leave existing deduction information as is, clear the box (or
enter N in text mode).

When you have finished entering information for the deduction you want to
copy, select the output device to print the Copy Deductions Log.

When you are finished entering and editing deductions, use the Exit (F7)
command to return to the Codes Maintenance menu.
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Deductions

Codes Maintenance

Copy Deductions Log

11-22

08/02/72005

10: 58 AM

Enployes

EOTTOOL
GEROOL

End of Report

Deduction Code

ool
ool

Builder=s Supply

Copy Deductions Log

Period Codes

NHNNNN
NNNHN

Amount

100_00
10000

Page 1

Ealance
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Withholdings

Use the Withholdings function to set up and maintain federal, state, and local
withholding tax information for employees. You can exclude particular
deductions and earning codes from withholding and you can maintain formulas.
Changes you make here update the PAWIxxx (Withholdings) and PAWXxxx
(Withholding Exclusion) files.

Withholdings Screen

Select Withholdings from the Codes Maintenance menu. The Withholdings
screen appears.

& | Withholdings

Commands Modes Other  Scroll Commands  Help

2xiz|nemn|-¢ (0@
T Autharity |:| Liakility Scct q
State Code H/A Accrued Taxes Acct LY
Local Code Hif Fixed Percent
‘Withholding Code LY Tax D
Description ‘Weeks VWorked Limit
Deduction  Description Exclusion? Earn Code  Description Exclusion?
Medical Ins @ DEL Double Time | a
002 Dertal Ins | B jovr Crvertime Pay | iy
003 Uriited sy O ||&]  [po Banus O ||
n04 Credit Union ] P02 Travel Exp [+]
005 Dues | PO Cash Valus |
005 401K | P04 Commissions |
007 IR, Plan O P05 Ryt Tips O
00 Parking O ||F [Fes Regular Pay O (=
009 Cash Advance | B saL Salaried Wage | T
010 Stock Plan | g s Sick Pay | =
Deduction [ 001 of M1 ) Earn Code ([ 001 of 011 )
[ Erderﬂom[ All ][ Mone ][ Goto ][Sw'rtc:h to Earning Codes][ Formula ]

| | Company H |08/16/2005 | Terminal TO0D |OWR

1. IntheTax Authority field, enter F to work with federal tax authority codes,
S to work with state tax authority codes, or L to work with local tax authority
codes.
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Withholdings

Codes Maintenance

Inquiry |

Inquiry |

Inquiry

Maint

11-24

If you entered S in the Tax Authority field, the State Code field becomes
available. Enter the state code you want to set up or adjust.

The state code must be defined in the Tax Authority Setup function (see
page 11-5) before you set up the state/locality withholding.

If you entered L in the Tax Authority field, both the State Code and Local
Code fields become available. Enter the state code, then enter the local code
you want to set up or adjust.

L ocal codes must be defined in the Tax Authority Setup function before you
set up the state/locality withholding. In employee records, code 00 means
that there is no local tax.

Enter one of the taxation codes displayed at the bottom of the screen in the
Withholding Code field. The kind of tax code you can enter depends on
whether you are working with the federal, state, or local tax authority. These
codes are reserved by the system and should not be modified in the Tax
Authority Setup function.

EIC Earned Income Credit

EOA  Employer OASDI

EME  Employer Medicare

FUT FUTA

FWH  Federal Withholding

MED  Medicare

OAS  OASDI Withholding

Sul Employer State Unemployment Insurance
SWH  State Withholding

LWH  Local Withholding

The description of the withholding code you selected appears. Edit it, if
necessary.

Enter the account number of the liability account to which the withholdingis

posted. If Payroll interfaces with General Ledger, use the Maintenance (F6)
or Inquiry (F2) commands to select the account number.
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Codes Maintenance Withholdings

Inquiry 7. TheExpense Acct field isavailable only if the withholding is
Maint employer-paid. Select the account number of the expense account to which

the withholding is posted. If Payroll interfaces with General Ledger, use the
Maintenance (F6) or Inquiry (F2) commands to select the account number.

8. TheFixed Percent field isavailable only if the withholding is
employer-paid. If you are working with a FWH, SWH, or LWH record, enter
the percentage of pay to be withheld.

9. If you areworking with a FWH record, enter the employer’sfederal tax ID in
the Tax ID field. ThisID printson W-2 forms. Only thefirst 10 charactersare
used.

If you are working with a SWH or LWH record, enter your state or local tax
ID. If you are entering a SUI record, enter the tax 1D you want to print in the
Quarterly State Unemployment Report.

10. The Weeks Worked Limit field is available only if you entered a state
withholding tax in the Tax Code field. Enter the minimum number of hours
an employee must work to qualify as one week of work, or enter 00 if the
state has no minimum.

If an employee works less than the minimum number of hours you enter
here, the Weeks Under Limit field in the employee’s history record is
updated.

11. Press PgDn to save your entries in the header section and move to the scroll
region.

12. Use the commands to work with the entries in the scroll region:
*  PressEnter to change the Exclusion? status of a deduction or earning
code. The check box status alternates between selected and cleared (in
graphical mode) or YES and NO (in text mode).

e Press A to exclude al deductions or earning codes.

e PressN toinclude al deductions or earning codes in the withholding.

Payroll User’s Manual 11-25
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* PressG to go to a specific line item, then enter the deduction or earning
code or use the Inquiry (F2) command to select the code. This command
appears only if there is more than one screen of items.

*  Press Tab to switch between the deductions and earning codes scroll
regions.

e PressF to edit the withholding formula for the withholding you are
working with. See page 10-102 and appendix C for moreinformation on
formulas.
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Tax Groups

Usethe Tax Groups function to create and edit the withholding codes for a tax
group used to cal culate withholdings from empl oyees earnings. The Tax Groups
function allows you to set up multiple withholding codes for employees who, for
example, live in one state and work in another and need different withholdings

drawn from their paycheck. To use the Tax Group function, you must first set up
withholding codes.

Tax Groups Screen

Select Tax Groups from the Codes Maintenance menu. The function screen
appears.

% | Tax Groups

EEx

Commands Modes Other  Scrol Commands  Help

2xr-ealnn|:o]ea@

Tax Group LY

Description ‘

State Localty  Withhaolding Code

Ernployer Employes

=u Employer @
ik SWH Employee @
&

&

=

=

Append ] [Delate tax group]

|

| company H |02/ 6r2005 [Terminal TODD |OVR

Inquiry | 1.

Enter the ID of the tax group you want to add or change.

For the selected tax group 1D, a description appears. If you are entering a
new tax group, enter a description.

Payroll User’s Manual

11-27



Tax Groups Codes Maintenance

2. PressPgDn to move to the scroll region.
3. Usethe commands to work with the line items in the scroll region:
e PressAtoaddalineitem. The Append Tax Groups screen appears.
* PressD to delete the selected withholding code from the tax group.
* Press G to go to a specific withholding codein the tax group. This
command is available only when there is more than one screen of tax

groups.

e Press T to move the cursor to the Tax Group field to select a new tax
group.

4.  When you are finished entering and editing deductions, use the Exit (F7)
command to return to the Codes Maintenance menu.

Append Tax Groups Screen

£ Append Tax Groups
Commands Edit Modes Other Help

2xiE(eemn|? €]8@ [oF ) FEee

State ca (3
Lacality

Withhalding Cade su (8
EmployerEmployes Employer

The Append Tax Groups screen appears when you press A on the Tax Groups
screen to add a withholding code to a tax group.

Inquiry |
«  Enter the state for the employee’s withholding code.
«  Enter the local withholding code, if any, for the employee.

«  Enter the withholding code to include in the tax group. Use the Proceed
(OK) command to save your changes and return to the Tax Groups screen.
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Enhanced Payroll Tax Codes

TheEnhanced Payroll Tax Codes function matches the codes used internally by
the Aatrix FormsViewer to the tax codes OSAS uses to build tax forms correctly
when you use the Enhanced Payroll Tax Reports function (page 9-3). If you do
not use the Enhanced Payroll Tax Reports function to generate interactive tax
forms, you do not need to use this function.

Because FormsViewer uses different codes for tax withholding than does OSAS,
you need to match the codes OSAS uses to those used by FormsViewer to
correctly generate tax forms. The tax codes OSAS uses have already been
matched to FormsViewer codes for you, but you need to check these mappings
(especially those with atype of Local) to make sure they use the correct codesfor
your system.

For example, a number of mappingsfor local tax codes are set up and appear near
the bottom of the list. However, since you can use custom withholding codes to
track these tax amounts when they apply in your area, no withholding codeis
specified for these mappings. If you are subject to these taxes, you must edit
these records to specify the withholding code to use so that tax reports are built
and generated correctly.

Periodically, new tax codes may be added. Contact OSASS technical support or

your Open Systems software provider when you need to add a new tax code for
information on the FormsViewer code to use.
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Enhanced Payroll Tax Codes

Codes Maintenance

To view and change enhanced payroll tax codes, select Enhanced Payroll Tax
Codes from the Codes Maintenance menu. The Enhanced Payroll Tax Codes

screen appears and lists all code mappings.

& Enhanced Payroll Tax Codes

Commands Modes Other  Scroll Commands Help
2xiz|na|ma|-¢ (0@
Aatrie ID State  Locality 'W/H Code  Description O5A5 1D Type
SiwH AL -Withholding ] =
1002 AR SwH AR - Withholding 3001 State @
1003 Lrd SwH 47 - withholding 3002 State E]
1004 Ca SwH C4 - Withholding 3003 State
1005 co SwH CO - withholding 3004 State
1006 CT SwH CT - Withholding 3005 State
1007 o SwH DC - withholding 3006 State
1008 DE SwH DE - withholding 3007 State
1009 G SwH G - withholding 3008 State
100 HI SwH HI - withholding 3009 State
1011 [ SwH 14 - Withholding 3ma State
1mz D SwH 1D - withholding 3011 State
1013 IL SwH IL - ‘ithhalding 3amz State
1014 IN SwH IN - withholding 33 State
105 kS SwH K5 - Withholding 3014 State E]
1016 K SwH Kt - Withholding 3ms State g]
1m7 L&, SwH L4, - ‘withholding 306 State @
LineMo[ 0001 of 0142 )
Enter = edit ] [ Append ] [ Goto ] [ Wirite ] |
| | Campany H [11/02/2005 | Terminal TOO0 [0V

Select acommand:

* Toedit an existing tax code mapping, select the record to edit and press
Enter. To add a new mapping, press A or click Append. The Edit/Append

Enhanced Payroll Code screen appears. See page 11-31 for details.

* Togotoasgpecific codein thelist, press G or click Goto.

e Whenyou finish, press W or click Write to save your changes and return to

the main menu.
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Enhanced Payroll Tax Codes

Adding or Editing Code Mappings

To add anew tax code, press A or click Append on the Enhanced Payroll Tax
Codes screen. To edit an existing code, select the code to edit and press Enter.
The Append/Edit Enhanced Payroll Code screen appears—thetitle of this screen
changes depending on the command you selected.

| Edit Enhanced Payroll Code

Commands Edit Modes Other

Help

2xzzean|-¢|0e

Aatrie (D

State Code

Local Code
‘Withholding Code
Description
0545 1D

Type

1066

MH (3]
()
sUl (8]

MM - Unemplopment Company
3065

State w

Enter or edit the information in the fields on the screen, as needed.

e The code used by FormsViewer appears in the Aatrix ID box. When a new
code is added, contact Open Systemsfor the ID you need to enter here.

*  Select the State Code to associate with the FormsViewer code.

« Ifthetax codeisfor alocal tax authority, select the Local Code to use.

e Select the Withholding Code to associate with the FormsViewer code.

«  Enter or edit the code mapping’'s Description.

e TheOSAS ID isaunique number that is used to identify the code mapping to
FormsViewer. When a new code is added, contact Open Systems or your
software provider for information on the ID you need to enter here.

e Select thetax code’s Type: State or Local.

When you finish, use the Proceed (OK) command to save your changes and
return to the Enhanced Payroll Tax Codes screen.
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Master File Lists

Introduction

Several of the functionsin this chapter appear on an additional submenu
available on the Master File Lists menu: CJ Payroll Information Lists, Class
Code List, Worker’s Comp List, Union List, Class Pay Rate List. To access
these functions, select CJ Master File Lists from the Master File Lists menu and
then select the function.
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Printing a Master File List

Thefunctions on the Master File Lists menu let you print lists of theinformation
you entered using the File Maintenance menu. These lists do not contain any
calculations, formulas, or transaction amounts, but rather list only the basic file
information used in the Payroll system. If any of the information on a master file
list isincorrect, use the appropriate function on the File Maintenance menu to
correct it, then reprint the master file list.

You produce all master file lists in the same way. Use the instructions below to
print a master file list, modifying the procedure as necessary for the list you are
printing. For example, if the screen for the list you want to print does not contain
check box options, ignore that step and continue to the next.

Follow these stepsto print a master list:
1. Select thelist you want to print from the Master File Lists or CJ Master File

Lists menu. The selection screen for that list appears. The Employee Detail
List screen is shown below as an example.

& Employee Detail List

Commands Edit Modes Other Help

2xEeeen|-¢ (0@

Erployes I Frot | BOUOOM

o
Thru  |STOO0T [a)

Sort By: Priri:
() Employee D () Active Employees Only
() Last Name () Terminated Employees Only
() Social Security Mumber (%) Both
() Department
Pririt History? i
Prirtt User-Defined Fislds?
Print Documents?

Company H (08162005 | Terminal TO0O |OWR

Payroll User’s Manual 12-3



Printing a Master File List Master File Lists

Inquiry |

12-4

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all values in the list.

If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

If the screen contains options that control what prints on the list, select the
option corresponding to the type of information you want to print. You can
select only one print option.

If the screen contains check boxes or Yes/No fields that control how
additional information prints on the list, select the check box (or enter Y in
text mode) to use that option when printing the list. Clear the check box (or
enter N in text mode) if you do not want to use that option.

Select the output device to begin printing the list. See “Reports” on page 1-
41 for more information. After you producethe list, the Master File Lists

menu appears.
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Employee Detail List

The Employee Detail List shows the information that is on file for each
employee, from basic personal data to quarter-to-date and year-to-date earnings
and deductions. The information in the list comes from the PAEGxxx (Employee

General Information), PADExxx (Employee Deductions), and PAESxxx

(Employee Federal/State/l ocal Withholdings) files. If you print history, these
additional files are used: PAEDxxx (Employee Deduction History), PAEExxx
(Employee Earnings History), PAEMxxx (Employee Miscellaneous History), and
PAEWxxx (Employee Withholding History).

Sample List

08/16/2005
3:15 PN

BOUOOL {Page 1}
Bourne, Linda C
501 W Hamilton Ave

Edina MH 55435
(612} 555-1212

Sax F
EED Class 2
Start Date 01/09/1998
Birth Date 06/07 /1964
Term Date

Adj Hire Date 01/09/1998
Dept 500
Labor Class Prs
Corp.Officer u
Seasonal Eupl u
Type (H or &) ]
Exeupt From OT u
Adjust to Minimm u
Croup Code 1
Pay Periods Per Year 1z
Salary 7500.00
Hourly Rate . 0on
Earning Code SAL
Status Full-time
Override Pay oo
Check Location

Work Phone [ T
Extension

Sick Accrual Code proid
Vacation Accrual Code proid

Remaining Sick Leave 56.000
Remaining Vacation 119,500
Tax Group oo}
E-Mail Address
W-Z Hame

Builders Supply
Employee Detail List

28§ 459-30-1059
US Citizen

Job Title Admin. Asst.
Supr ID LUROOL

Supr Name C. Lukas

Last Rewiew 11/12/2004
Mext Rewiew 1171272005

Last Chk Date

Ins Coverage Fauwily/Blue Cross
User Label 2

User Label 3

--—- Pay Rate Changs Information ————

Date Reason 0ld Rate
11/12/2004 Arml Rewiew 7250000
04/04/2004 Board Review G750 000

12/31/2003 Co. Performance 6500000
08/23/2002 Performance G150 000
Bl
Bl
Bl
Bl

Page

By Employee ID For Both Active and Terminated Employees

————————— Emergency Contact ------

Hame Jim Bourne
Work Fhone {612) 5E7-3319
Home Fhone (612} 5E5-1212
Relation Husband
Degree Major

BA Business Aduinistration
ML Business Finance

- ———- Bonus Information
Date Reason

———————————————— User-Defined Dates ————————————————

License 0571352003 User Date
Last Phys 10/09/2004 User Date
Driver Lic DZ/04/zZ008 User Date
User Date 04 User Date
User Date 05 User Date

lbourne@builders_supply. com
Linda C Bourne
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Employee Comments List

Print the Employee Comments List to view the comments you have entered
about your employees.

Sample List

02/1le/2005 Builders Supply Page 1
3:20 PM Enployee Comments List
By Employee ID/Date

Enp I Employes Name Date Ref Comment

EOT001 EBourne, Linda C 02/16/EZ005 000 Linda's proposal helped win multi-million dollar contract.

End of Beport
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Employee Labels

Usethe Employee Labels function to print mailing labels for checks, notices,
newsdletters, and so on, or to print the names and addresses of employeesin a
reference list. Information printed on labels comes from the PAEGxxx
(Employee General Information) file.

Sample Labels

EOU001

LINDA C EOURNE

501 N HAMILTON AVE
EDINA MM 55435

GEROOL

TIMOTHY G GERARD
13330 E 3ZND AVE
MINNEAPOLIS MM 55055

JENOO1

KEATHY M JENEINS
1200-24 WRIGHT ELVD
APT 402

MINNEAPOLIS MM 55055

JONOO1

MARIAL K JONCHIM
3321 W 5Z AVE
MINNEAPOLIS MM 55055
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Employee Direct Deposit Information

Usethe Employee Direct Deposit Information function to produce alist of the
direct deposit transaction records. You can use the list to verify that you have
entered information correctly and to check prenotification status. Thisfunctionis
available only if Direct Deposit isinstalled.

Before the system creates the direct deposit file, the In column on the list must
have avalue of Y and the Out column must have avalue of N. You can change
this status using the Create Prenotification File or Direct Deposit functions.

Sample Information List

02/1le/2005 Builders Supply Page 1

3123 PM Enployee Direct Deposit Information

Empl ID Enployee Name

Acct Type Out In Acct Number RBouting Code Amount  § or %

EOUOOL Bourne, Linda

Checking N T Z2345985983458E934 000133333 150.25 B3

Savings N T S83997E57748E275 000133333 Z00.00 B3

Paycheck 9993595_39 $

100250, 24 £

GEROOL Gerard, Timothy

Checking N T E43E33EE5345335332 000000012 io.00 %

Savings N T E24E533E3453E535352 000000012 io.00 %

Savings N T E43E53434535345332 0000000132 io.00 %

Savings N T E24E533E3535343352  0EE00O0LEE io.00 %

Checking N T E2E3L345353533334  0EE0O0LEE io.00 %

Checking N T E43E353E5353345332  0EE000LEE E0.oo %
io00.00 %

JONOoL Jonchim, Maria

Savings N T OZ13E6132Z21 OEE0DZ3241 Z00.00 B3
zoo.oo £

LUEOOL Lukas, George

Savings N T EE288E6ED ulaluyujulululee=y 7E.00 %

Checking N T Z3E134641 ulaluyujulululee=y z&.00 %
io00.00 %

STOoO0L Stockard, Albert

Savings N T 456729574 ooooooozs Loo.oo B3
Eoo.oo £

*** End of Report ***
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Formulas List

Usethe Formulas List function to review the deduction and withholding
formulas set up through the Formula Maintenance function and stored in the

PAFMHDR and PAFMLIN files.

Sample List

08/16/2008 Builders Supply Page 1

3:26 M Formulas List

Formula ID Description Factor 1 Factor Factor 3

Line No. Type Detail Factor 4 Factor § Factor &

PAK__S01.RTN  Alaska State Unemployment - Emplyee 0000 0000 0000
0000 0000 0000

001 u TAELEZ{l,1,RETVAL} ;REM "GET TAX FERCENT"

ooz u TABLEZ {1,2,RETVAL}

003 u TAXBARN+YTDEARNINGS

004 u IF{LI003~LI00Z) TH{TAXEARN- { TAXEARN+YTDEARNINGE-LI00Z) ) EL { TAXEARN}

005 u {LIDD4*LI00LY /100

008 u IF {YTDEARNINGS»=LI002) TH{0} EL{LIOOS}

007 u IF{LIO0&<0} TH{O} EL{LIOOE}

o008 u LIOO1*LIO0Z/100

009 u TIDWITHHOLDINGE+LI007

010 u IF{LI00S~LI00S) TH{LIOO7- {LI003-LIO0E) Y EL{LIOOT}

011 u IF{LI010<0} TH{O}EL{LIOLO}

PAK_ SUI.RTN  Alaska State Unemployment Ins. 0000 0000 0000
0000 0000 0000

001 u TABLEZ {1,1,RETVAL}

ooz u TABLEZ {1,2,RETVAL}

003 u TAXBARN+YTDEARNINGS

004 u IF(LI00Z>LI003) TH(LIOO3) EL{LIOOZ}

005 u (LIOD4*LI00L) /100

00s u LIOOS-YTDWITHHOLDINGS

007 u IF (LIO0&>TAXEARN) TH{TAXEARN) EL (LI00&}

o008 u IF(LIO07<0) TH(0)EL{LIOOT}

PAH__ SWH.RIN  Ahlacka State Withholding 0000 0000 0000
0000 0000 0000

001 u o
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Department List

Use the Department List function to review the departments set up for your

payroll application.

Sample List

08/1&6/2005
4:05 M

Builders Supply
Department List

Page

1

Dept. ID Department Name Type Code GL Account

io0 WAREHOTSE Earning owT Ezoooo
Earning POl EZ00oo
Earning POz EZ00oo
Earning jdujc) EZ00oo
Earning PO4 EZ00oo
Earning POE EZ00oo
Earning REG EZ00oo
Earning SAL EZ00oo
Earning sIC EZ00oo
Earning WAC EZ00oo
Withholding FED EME ESEZ0000
Withholding FED EQ0A  EE0O0O0
Withholding FED FUT ELEZ0000
Withholding MN SUI  SE0000

zon LRETAIL SALES Earning owT Eloooo
Earning POl Elo000
Earning POz Elo000
Earning jdujc) Elo000
Earning PO4 Elo000
Earning POE Elo000
Earning REG Elo000
Earning SAL Elo000
Earning sIC Elo000
Earning WAC Elo000
Withholding FED EME ELlo0000
Withholding FED EQ0A  ElO000
Withholding FED FUT Elo000
Withholding MN SUI  5lo0000
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Payroll Information List

Usethe Payroll Information List function to review state unemployment report
setup, company addresses, employer bank information, and degree descriptions

set up through the Payroll Information function and stored in the PAINxxx

(Payroll Information) file.

Sample List

08/16/2005 Builders Supply
4:11 PM Payroll Information List

State Unemployment PReport Setup

State MN
Self-Adjust 2UI Month 1
Print employees with zero eernings? TES

RPound all numbers to the nearest dollar? TYES
Sort report by Social Security Number

Social Security Moo o
Hame o
Total QTD Wages [u]
Excess QTD Wages [u]
Taxzable QTD Wages [u]
Weeks Worked o
Hours Worked o

Company Address

Company Name Builders Supply
Address 1157 Walley Park Dr
Suite 105

Shakopee MN 55373

Bank Account Information

Eank Name AMERICAN SECURITY EANK

Next Check £ 10739 Next Voucher # 1963
Routing Code 000000000 Aocount # 2 19Z83918z3351z8
Federal PReserwve F Federal PReserwve RBouting Code
Log DX Becord LOGDK1ZZ45¢ BATCH='3311ZEE11ZL' CHMPY='DOME HOMES'
c]
ACH Batch Number 000000 Log DX Pad Record Length 58

Degree Code Description

EBA Bachelor of Arts
ES Bachelor of Science
A Master of Arts

Hs Master of Science

End of Beport
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Recurring Time Ticket List

Usethe Recurring Time Ticket List function to produce alist of the entries you
entered using the Recurring Entries function.

Sample List

08/2E /2008 Builders Supply Page 1
z:zl MM Pecurring Time Ticket List
By Employes

Euployee Type Pun Code  Tax Group Dept. Job Phase Cost Union Class Earn Pate Pieces
o Hame Croup Cutoftf o I h Code W/C Zag. Code Hours Emount

ADRO10 William, L K H 21 MM 1cE0 81-125 QLFOUN E00  11Z0 0l3-1L REG l4.080 o
z 08/18/2008 2000 000 2.000 1lz. 64

ADRO10 William, L K H 21 MM 1cE0 81-125 QLFOUN E00  11Z0 0l3-1L ovT Zl.1z0 o
z 08/18/2008 2000 000 2.000 leg. 96

ADRO10 William, L K H 21 MM 1cE0 81-125 QLFOUN E00  11Z0 0l3-1L DEL zg.le0 o
z 08/18/2008 2000 000 2.000 ZzE.zg

ADRO10 William, L K H 21 MM 1cE0 81-125 QLFOUN E00  11Z0 0l3-1L POl l4.080 o
z 08/18/2008 2000 000 Z.000 zg.le

ADRO10 William, L K H 21 MM 1cE0 81-125 QLFOUN E00  11Z0 0l3-1L oz l4.080 o
z 08/18/2008 2000 000 Z.000 zg.le

Pieces Totals o

DEL Double Time 2.000 ZzE.zg

OFT Owertime Pay 2.000 leg. 96

POl Bonus Z.000 zg.le

POZ Trawel Exp Z.000 zg.le

REG Pegular Pay 2.000 1lz. 64

Employes ADAOLO Totals Zg.000 E&2.Z0
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Recurring Deductions List

Usethe Recurring Deductions List function to produce alist of deductions used
in the Recurring Entries function and the withholdings and amounts for the
deductions.

Sample List

End of Report

05/16/2005 Builders Supply Page 1
4:17 M Decurring Deductions List
By Euployes

Euployee Type Croup Dun Cutoff Dept. ————- Deducticon--- Hours Amount MNote
o Mame Code Description
JONO0l Jonchinm M E H 1 Al £01 010 Btock Plan .ooo ZE.00

010 Stock Plan .ooo Z5.00

Eup. JONOOL Totals .ooo 25.00
E02001 Possini L A H 1 Al E0L 010 EStock Plan -ooo zt.00

010 Btock Plan .ooo ZE.00

Emp. ROZ001 Totals _ooo Z5.00
STO001 3tockard A W H 1 ca 100 010 Stock Plan aoo £5.00

010 EStock Plan -ooo zt.00

Eump. STO00L Totals .ooo Z5.00

010 EStock Plan -ooo 7500

Grand Total .ooo 75.00
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Tables List

The Tables List function shows the number of columns, column length and type,
and data for any or all Payroll tables.

Usethe Tables List function to review information entered into the Payroll tables

using the Tables function and stored in the PATBxxx file.

Sample List

08/1&6/2005
4:15 M

Table ID 457H

Ho. of Columns

457 Earning Codes

457

Table ID ADJMN
Ho. of Columns

Adjust Code

Table ID DCE
Ho. of Columns

Earning Codes

DCE

Table ID FREQH
Ho. of Columns

Payroll with Direct Deposit

Description 457 and Non-457 Codes

1Z Column Length

Builders Supply
Tables List

3 Type 4

Non-4587 Earning Codes

45n

Description Adjust to Minimum Wage Earning Code

1 Column Length

1z Type 4

Description DCE Codes

1Z Column Length

3 Type 4

Deduction Codes

1z

Description Frecgquency of Hours/Pay Period/Group Cd.

£ Column Length

Group Code Hours/Period

W] Mot b 0 M
o
=)

End of Beport

86.66
173.33

1z Type N

Page

1
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CJ Payroll Information Lists

ﬁtjc Use the CJ Payroll Information Lists function to review the Quick Entry table
setup and the Union, Worker’s Comp, and L abor Burden options. You can elect
to print thelist for one of these options or for al of them.

Sample List

08/25/2005
Z:26 M

End of Rep

Builders Supply
CT Payroll Information List

Payroll Transactions Quick Entry

Field Skip
Dept ID No
Union Code HO
Class Code HO
WC Code No
Hourly BRate No
Units HO
Usze Certified Payroll Grid TES
Begqular Code REG
Overtime Code ovT
Doubletime Code DEL
Earning Code #1 POl
Earning Code #2 POZ

Union Options

Description Option

Multiple Codes per Employee? TES
Post to GL? TES

Worker's Compensation Options
Description Option

Multiple Codes per Employee? TES
Post to GL? TES

Labor Burden Options

Description Option
Post to Job Cost? TES
Post to GL? TES
Job Cost Code? 700
ort

Page

1

Payroll User’s Manual

12-25






Class Code List

ﬁtjc Usethe Class Code List function to review class and skill level information.

You can print the list for arange of class codes you specify.

Sample List

agsz5 /2005 Builder=s Supply Page 1

Z:z8 MM Class Code List

Class Class Level Level

Code Description Code Description Pay Rate

ola LABOERER 1L LABORER 20 Z-1 l4.080
ZL LARORER 20 Z-1 14 Z30
2L FOREMAN 20 Z-1 l4.&320

160 CEMENT MAZCON M1 FINISHER 31 17.3z0
Mz LD» FINISHEER 21 17.8z0

150 CARPENTER cl CARPENTER 32 Z1 17.480
cz CARPENTER 2z Z1 17.670
c3 CARPENTER 22 Z1 17.850
AZ APPRENTICE 11.7z0
Az APPEENTICE 13.390

ADM ADMINISTEATIVE

OFF OFFICE

End of Beport
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Worker’'s Compensation List

ﬁtj C Usethe Worker’s Compensation List function to review worker’s compensation
codes. You can print thelist for arange of worker’s compensation codes you

specify.

Sample List

08/25/2008 Builders Supply Page 1
2:30 M Worker's Compensation List

Worker's Compensation Caloulate **%* Dercentage of Graoss *+% wxrrrer Hourly Rate #ewswss * Fixed * Maximam
Code Description Method Percent Adj. DPrem. Reg. 0.T. D.T. Amount Amount
5610 CLERNUP HOUR L0000 T .400 .00 . 800 .o .o
5641 CARPENTEY PERCENT 5.2500 T .00 .00 .00 .o .o
3000 WORKERE COMP PERCENT 3.0000 T .oon .oon .oon oo oo
3010 OFFICERS PERCENT L2000 bl .oon .oon .oon oo oo
3020 CLERICAL PERCENT L2500 bl .oon .oon .oon oo oo
3030 CONCRETE PERCENT 5.6400 T .oon .oon .oon oo oo
End of Report
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Union List

gcic

Usethe Union List function to review union code information. You can print the

list for arange of union codes you specify.

Sample List

08/25/2005 Builders Supply Page 1

z:3z2 M Union List

Line Ben/ Name Deduction Code GL Account  Period Amount / Regular Overtime D. Time Maximum Class

Ded Percent Date Rane Rate Emount Code

1120 LOCAL 1120

01 Ben. DUES o PPPFR 5.00 ooo 000 ooo oo s
Valid Class-Skill: 180, 160-M1

03  Ded. PENSION 007 IRA Plan 200000 HHHHH oo 750 900 1.zo0 oo 2

20 Ded. DUEZ 005 Dues 983300 3335 1.50 .oon _o0o .oon oo0 A

ELEC ELECTRICAL

El  Ben. VACATION ] PPEPD z.40 .oon _o0o .oon .00 A

Bz  Ben. PENSION o HHHHH oo 1.400 |00 . 500 _o0 s
Valid Class-8kill: 180-ML

D1 Ded. DUES 005 Dues 993900 TYYTY 1.z0 ooo 000 ooo oo A

End of Report
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Class Pay Rate List

gcic

Usethe Class Pay Rate List function to review job pay rates you set up per
class. You can print the report for arange of class codes and job IDs that you

specify.

Sample List

08/25/2008 Builders Supply Page 1

2:33 M Class Pay Rate List

Class Class 8kill Job Phase

Code Description Level ID & Description I & Description Pay Pate

019 LAEDRER 2L 93-204 CITY OF FRIENDEWOOD  All Phases 14.950

180 CARPENTER e 31-135 WESTERN OARS All Phases 15,152
e 93-204 CITY OF FRIENDEWOOD  All Phases 15,255
e M3050  NORTH HILLS HOMES BOND PERFORMANCE EOND 14.125
e M3050  NORTH HILLS HOMES DEM DEMOLITION 16.250
e M3050  NORTH HILLS HOMES EMTLZ 172" EMT CONDUIT 14.000

APp e 31-135 WESTERN OARS All Phases 1z.000

FOR e 31-135 WESTERN OARS OLFOUN  FOUNDATION 15.150
01 31-135 WESTERN OARS OLFOUN  FOUNDATION 20,125
21 M3050  NORTH HILLS HOMES All Phases 35.000

End of Report
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Printing a Master Code List

Thefunctions on the Master Codes List menu let you print lists of the codesyou
entered using the Codes Maintenance menu. These lists do not contain any
calculations, formulas, or transaction amounts, but rather list only the codes the
system uses to make the necessary calculations for employee payroll and federal,
state, and local taxes. If any of the information on a master code list is incorrect,
use the appropriate function on the Codes Maintenance menu to correct it, then
reprint the master code list.

You produce all master code lists in the same way. Use the instructions below to
print a master code list, modifying the procedure as necessary for the list you are
printing. For example, if the screen for the list you want to print does not contain
check box options, ignore that step and continue to the next.

Follow these stepsto print a master list:
1. Select thelist you want to print from the Master Codes List menu. The

selection screen for that list appears. The Withholdings List screen is shown
below as an example.

% Withholdings List
Commands Edit Modes Other Help

2x=ee an[24[00
Print  Federal Withholdings? Federal Withholdings  From EIC @
Ty D2z (%)
State Withholdings? State Fram &K (4]

Ty v (g
Statewithholdings From s (4]
Ty swH (&)
Local Withholdings 7 |:| Locality From LY
Thiu LY
Local Withhaldings From 4
Thru 4
Sort By
(%) Withhalding Cods
() GL Acoourt

Prirt exclusions? []

Company H |05M 62005 |Terminal TO0D |OVE
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Printing a Master Code List Master Codes List

Inquiry |

13-4

If the screen contains options that control what information appearsin the
list, select the check box (or enter Y in text mode) to include the information
or clear the check box (or enter N in text mode) to exclude that information.

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fieldsto let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all values in the list.

If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

If the screen contains optionsthat control what groups of information appear
in the list (employee deductions versus employer deductions, for example),
select the group you want to print. You can select only one print option.

Select the output device to begin printing the list. See “ Reports” on

page 1-41 for more information. After you produce the list, the Master
Codes List menu appears.
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Labor Classes List

Usethe Labor Classes List function to view the labor classes and descriptions
stored in the PALCxxx (Labor Class) file. You set up labor classes using the
Labor Classes function on the Codes Maintenance menu. Usethelist asa
reference or to check your entries.

Sample List
o2/1le/z008 Builders Supply Paygs 1
4:Z6 PM Labor Class Listc

Labor Class Description

MCER Management

Prs President

SEC Secretary

SHP Shipping

vr Vice President

End of Report
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Tax Authorities List

Usethe Tax Authorities List function to view the federal, state and local codes
and descriptions stored in the PACO (Codes) file. You set up federal, state, and
local codes using the Tax Authority Setup function on the Codes Maintenance

menu. Use the list as areference or to check your entries.

Sample List

0841672005 Builder=s Supply Page 3
4:27 M Tax Authorities List
——-Employee Tax Information--- --- Employer Tax Information---
State Locality Description Code Formula Tabhle ID Code Formula Tahle ID
TH Tennessee SWH DTH__ SWH. RTH SUL DPTH__EUI.RTH SUTTHx
TH Texas SWH DTH__ SWH. RTN SUL PTX__EUI_RTH SUTTXx
uT Utah SWH PUT__SWH.RTHN STXUTS SUL PUT__SUI.RTH SUTUT:
VA Virginia SWH PVA_ SWH RTHN STHVA SUL PVA_SUI.RTHN SUTVAx
vT Vermont SWH PVT__ SWH.RTH STHVTS SUL PVT__SUI.RTH SUTVWTx
Wa Washington SWH DWA__ SWH. RTH SUL DWA_ EUI.RTH  SUTWAx
WI Wisconsin SWH DUI__ SWH.RTH STHWIZ SUL IWI__ SUI_RTH SUTWIx
wy West Virginia SWH PUV__ SWH.RTH STV SUL PWV__SUI.RTH SUTWV:
oY Wyoming SWH PUY__SWH. RTH SUL PWY___SUI.RTH SUTWY:
End of Report
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Earning Codes List

Usethe Earning Codes List function to view the earning codes and descriptions
stored in the PAECxxx (Earning Codes) file. You set up earning codes using the
Earning Codes function on the Codes Maintenance menu. Usethelist asa

reference or to check your entries.

Sample List

End of Report

08/16/20085 Builders Supply Page 1
4:30 M Barning Codes List
By Earning Code

Barn. Include Fixed Earn.  Add or Replace

Code Description in Net? WH Type Salary CL Account  Multiplier  Add to Base
TBL Double Time TES Ho o Add 202000 2.0000 oo
ovT Overtime Pay TES Ho o Add 202000 1. 5000 oo
POl Bonus TES TRE i1 Add 202000 1. 0000 oo
P2 Travel Exp YRS o H Add 202000 1. 0000 oo
PO3 Cash Value o o F Add 202000 1. 0000 oo
P4 Commissions YRS o H Add 202000 1. 0000 oo
PS5 Bpt Tips o o T Add 202000 1. 0000 oo
REG Regular Pay YRS o ® Replace 202000 1. 0000 oo
SAL Salaried Wage YRS o ® Replace 202000 1. 0000 oo
sIC Sick Day YRS o ] Add 202000 1. 0000 oo
VAL Vacation Pay TES Ho v Add 202000 1.0000 .00
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Deductions List

Usethe Deductions List function to view the deduction codes and descriptions
stored in the PADExxx (Employee Deductions) file. You set up deductions using
the Deductions function on the Codes Maintenance menu. Usethelist asa
reference or to check your entries.

Sample List

02/1le/2005 Builders Supply Page 1
4:31 PM Deductions List
By Deduction Mumber
411 Deductions

MNumher Description Liah. Acct. Expense Acct. Deferred Comp.? Employer Paid? Calculate On?

1 Medical Ins E3E5000 No No Gross Pay

Z Dental Ins E3E5000 No No Gross Pay

3 Tnited Way E04000 No No Gross Pay

£ Credit Thnion 2339300 No No Gross Pay

£ Dues 2339300 No No Gross Pay

& 401K Z0Eooo TES No Gross Pay

7 IRA Plan Z00000 No No Gross Pay

a Parking 801000 No No Gross Pay

2 Cash Adwvance 101000 No No Gross Pay

10 Stock Plan E05000 No No Gross Pay

11 Tni form 801000 No No Gross Pay
End of Beport
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Withholdings List

Use the Withholdings List function to list the withholding codes and

descriptions stored in the PAWIxxx (Withholdings) file. You set up withholdings
using the Withholdings function on the Codes Maintenance menu. Use the list
as areference or to check your entries.

Sample List

08/16/Z00E Builders Supply Page 1
4:z4 M Witkholdings List
By Uithholding Code
Withholding
Auth. Code Description Liah. Acct. Expense Aoot. Fixed Pot. Tax ID Employer WH? Teeks Torked Limit
Ci - SUI Ci S0 z02700 530000 oo TEE
Ci - SUH Ci W/H z02400 1.00 1Z34567891Z no
FED - EIC Earned Income 7.00 no
FED - EME Emplyr Medicare Z03Z00 530000 oo TEE
FED - EDA Emplyr OASDI z03z00 530000 oo TES
FED - FUT Unenp Ins 203600 530000 oo TES
FED - FUH Federal WH 203000 Z0.00  FP-TRTITIT no
FED - MED Emplye Medicare 203200 oo no
FED - OAS Emplye OASDI z03z00 oo no
MmN - sUI MN Unemp Ins 203700 530000 .00 AALZ34 TES
NN - SUH N U/H 203400 7.00  46-9783645 no
End of Report
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System Messages A

M essages on the screen or in areport indicate an error or tell you how to enter
data or what is happening in the function you are using. Self-explanatory
messages are not listed.
A bank account is required.
You must enter abank account ID if Payroll interfaces with Bank Reconciliation.
Access to File Maintenance denied.
Your access code is not set up to use the Maintenance (F6) command in this
field. You must be set up to access the File Maintenance function associated with
thisfield.
Bank account ID xxxxxx not found.
Thebank account ID you entered (if Payroll interfaces with Bank Reconciliation)
isnot on file. Enter adifferent ID or use the Inquiry (F2) command to look it up
and select it.

Basic Error = nn LINE = nnn Program = xXxxXxx

A serious error has occurred. Write down the information that appears and get
help from a support technician.

Cannot define file.
The Payroll system cannot create the work file it needs for magnetic media

production. Make sure that enough disk space is available and that the directory
you specified exists. If the problem persists, get help from a support technician.
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System Messages References

Cannot delete during inquiry.

The functions on the Employee Inquiry menu are read-only. To delete employee
records, you must have access to the appropriate File Maintenance functions.

Cannot delete employee with history.

Before you can delete an employee record that has quarter-to-date and/or year-to-
date balances in reported earnings or tax withholdings, you must change the
balances to zero through the Employees function (page 10-3). Print W-2s for the
employee before you delete the record.

Records of terminated employees are deleted automatically during year-end
processing.

Cannot find last-year files for this company. You must run the year-end maintenance
function.

There are no last-year data files for the company. Press Enter to return to the
main menu. Then do periodic maintenance (page 9-55).

Cannot find (table name) table.
Cannot find (table name) tax table.

The system cannot find the table shown in this message. Use the Tables (page
10-77) or the Tax Tables (page 10-99) function to set up the tables.

Check has already been voided from Bank Reconciliation. Cannot void.

If you have not posted, you can remove the voided check from Bank
Reconciliation.

Check history is not implemented.

You cannot print the Check History Register or use the Void Checks function
because you did not elect to save check history in the Resource Manager Options
and Interfaces function. The file contains no history. Use the Options and
Interfaces function to elect to save check history.
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References System Messages

Check was not found in BRTRx file. Cannot void.

If Payroll interfaces with Bank Reconciliation, the check you want to void must
bein the BRTRx (Transactions) file before it can be voided.

Checks file is empty.

You cannot print payday reportsif the PACHxxx (Checks) fileis empty. Return to
the Payday Work menu and select the Calculate Checks function.

CJ information not set up.
Check the Payroll options and interfaces to make sure that Payroll interfaceswith
Contractors’ Job Cost. (Enter YES in the Interface with Contractors’ Job Cost
field.)

CJ table OPT does not exist.
The OPTx table for Contractors' Job Cost is missing or corrupted. Use the
Resource Manager Options and Interfaces function set up options and
interfaces before continuing to work with Payroll.

Class code (code) not on file.

The class code you entered is not on file. Use the Class Codes Maintenance
function to add the code or enter a different class code.

Code is not set up in PACO file.

Federal, state, and local tax codes must be set up in Tax Authority Setup
function (page 11-5).

Cost code has atype other than labor.

You must enter a cost code with atype of labor for the job and phase.

Payroll User’s Manual A-3



System Messages References

Cost code has an invalid cost type entered.

The cost code entered does not belong to the type entered. Enter a cost code of
the appropriate type.

Delete not available.
The Delete (F3) command is not available for the function.

Diskette contains file(s), directory, or label.
The diskette you want to use for W-2 magnetic media has some fileson it or
contains adisk label. Use a blank, formatted disk that does not have alabel. See
page 9-35 for instructions and information about accepted formats.

Division ID not allowed.
You must enter a department ID, not adivision ID, for the employee.

Drive not available.
Thedisk drive ID you entered is not available on your system. Press Enter and
enter adifferent drive ID. If this message appears when you enter the correct
drive ID, get help from a support technician.

Employee (ID) has a termination date

The employee the item is to be applied to has a termination date. Make sure that
you do not apply anything to the employee’s record after that date.

Employee (ID) not found.

Before you can enter history for an employee, you must use the Employees
function (page 10-3) to set up arecord for the employee.
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Employee is exempt from overtime

You cannot apply overtime for the current employee. Usethe Employee function
(see “Employee”’ on page 10-3) on the File Maintenance menu to change the
employee’s overtime status or enter non-overtime information.

FICA table not found in PATX table.
You must build thistable in the Tax Tables function (page 10-99).
(filename) source file not found. Unable to continue with conversion.

Check the directory you are working in and copy the necessary file into the new
directory. See Chapter 2 for more information about conversion.

FWH record missing from PAWIx file. Cannot assign employer tax ID.
These codes must be entered in the Withholdings function (page 11-23).
GL account XXXXXXXXXXXX is not on file.

If Payroll interfaces with General Ledger, you must enter the correct account
number or add the account to General Ledger.

GLDEPx table was not found in XXXXxX.

You have posted new entries to the PADPxxx (Department) file, but no general
ledger account has been specified with the department. If the new entries do not
exist in the department, entries are posted to a default general ledger account. If
you do not want entries posted to the default account, you must select a different
account.

Invalid period conversion table.

The CNVTxxx table for the company isinvalid (for example, because you are on
aquarterly system and you have not updated the table with corresponding data
for the next quarter). Use the Resource Manager Period Setup function to make
corrections.
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Invalid quarter in PACTLx table.

The current quarter you entered in the PACTLxxx tableisinvalid. Usethe Tables
function (page 10-77) to correct the table. Valid quartersare 1, 2, 3 or 4.

Job has a finish date.

Thejob that the item is to be applied to has a finish date. Make sure that you do
not apply costs to the job after that date.

Job has phases.
Thejob has phases assigned to it. You must enter avalid phase ID for the job.
Last-year data files not found for company X.
Thelast-year datafiles have been erased manually or by closing them.
Must build (table name) table first.
You must build the table shown in this message before you can use this function.
Must enter (value)
You must enter the kind of value specified in this message.
Must set up quick entry grid in CJ payroll information first.
If the transaction you are entering is for ajob that hasthe Certified Payroll flag
set to YES on the Quick Entry table, you must first set up the quick entry grid
information before you can enter a transaction for that job.

NAMES table missing for Company (ID).

You have not set up the NAMESxxx table in Contractors’ Job Cost for the
specified company.
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No check on file for employee xxxxxx.

You must calculate checks before printing. You might also see this message if
you try to edit an accrual for an employee who does not have a check on file. Use
the Calculate Checks (page 6-3) or the Manual Checks (page 6-9) function.

No tax information located for this employee.

You must enter thisinformation on the Employees Tax Information screen (page
10-15).

NOTE: Check history is not implemented for this company. The record of federal tax liability
might be incorrect.

The PAHCxxx (Check History) file may not be present. It is required to provide
complete information in 941 reports.

No transactions
You must first have entered payroll transactions before you can post transactions.

Option for Transaction History is not in use. Transactions will not be re-created in
Transaction file.

You did not elect to save payroll transaction history in the Resource Manager
Options and Interfaces function.

Phase has afinish date.

The phase that the item isto be applied to has a finish date. Make sure that you do
not apply costs to the phase after that date.

Quarter-end processing not valid in quarter 4. Use year-end processing instead.

You cannot use the Quarter-End Maintenance function if the current quarter in
the PACTLxxx tableis 4.

Payroll User’s Manual A-7



System Messages References

Record is in use.

Someone elseis using the record you are trying to access. Press Enter to try
again.

Set up CJ payroll information first.

You cannot enter any payroll transactions until you set up CJ Payroll
Information in File Maintenance.

SUl record for state xx not found.

The SUI record in the PAINxxx (Payroll Information) fileis not on file for the
selected state. Build the table through the Payroll Information function (page
10-61) or restore it from a backup and try again.

This entry will exceed this employees salary. Use Manual Checks to exceed a salaried
employees’ salary.

When entering payroll transactions, the amount entered cannot be more than the
salary recorded in the system for that employee. You must use the Manual
Checks function to enter an amount that is more than the employee's salary.

The federal tax authority was not found in the PACO file.
You must enter thisinformation in the Tax Authority Setup function (page 11-5).
The employee specified does not have avalid department ID entered.

Enter avalid department ID. The department ID determines the distribution of
expensesin General Ledger. It also indicates where the hours, amount, and pieces
are distributed for accumulation in the PADPxxx (departmental) file.

This function is not allowed with last-year data files.
Switch to current-year files first.

If you are trying to use a function that cannot be used with last-year data files,
switch to the current-year files.
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Thru value cannot be less than from value.

Thevalue you entered at Thru is smaller than the value you entered at From.
Press Enter and then enter the correct value at Thru.

Transaction history is not implemented.

You cannot print the Transaction History Report if you did not elect to save
history in the Resource Manager Options and Interfaces function. Use the
Options and Interfaces function to elect to save transaction history.

Unable to allocate sort file.
Unable to create sort file.

The system cannot create arequired sort file. Check directory permissionsin the
OSAS directories. If the condition persists, contact support technician.

Unable to find original transactions in transaction history. Transactions will not be re-created
in Transaction file.

If the original transactions are not found in the PATHxxx (Transaction History)
file on a calculated check, transactions are not re-created.

User-defined field record ‘USRDD’ not found in PATB file.
User-defined field record ‘USRDF’ not found in PATB file.

These user-defined files must be set up in the Tables function (page 10-77).
Warning: Adding employees in last-year files will not update current-year files.

Adding an employee in the PAEGxxx.LYx (last-year Employee General
Information) file does not update the PAEGxxx (current-year Employee Genera
Information) file.

Warning: GLDEPx table was not found in PATB. New department entries needing GL
accounts will not have GL accounts.

You must build thistable in the Tables function. (See page 10-77 for information
about the GLDEPxxx table.)
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Warning: Hourly rate for each displayed transaction will be adjusted.

Changing the rate for an employee when entering transactions will adjust al the
transactions that appear on the screen for that employee.

Warning: Posted transactions exist. You may have to re-calculate checks.

The Post Transactions function posts time ticket information to the Pay Period
History file (PAHPx). Thisinformation is used in the Calculate Checks function
to calculate union, worker’s compensation, and labor burden amounts. Thefile
was added to avoid duplicating union, worker’s comp, and labor burden amounts
if you process more than one payroll for the same pay period. Thefileis cleared
when you post checks.

W2CODE was not found in PATB.

Before you print W-2s, you must set up thistable in the Tables function (page
10-77).

Year-end processing not valid in quarters 1 - 3.

You can use the Year-End Maintenance function only if the current quarter in
the PACTLxxx tableis 4.

You cannot delete an employee with existing history.

When deleting an employee record, values greater than zero have been found in
the employee’s history record.

You cannot use a job template in transactions.

If the job you are working with is set up as atemplate, you cannot use it to do
transactions.

You must build the FYEARxxx table before (doing operation).

You must build the FYEARxxx table for the company before you can use the
Periodic Maintenance and Post Transactions functions. These functions rely
on being able to sort by period.
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You must set up codes for federal withholdings first.

You must set up federal withholdings codesin the Tax Authority Setup function
(page 11-5).

You must set up TCALCx table before using time card calculator.

You must set up this tablein the Tables function.
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These commonly asked questions about the Payroll system are divided into the
following categories: Installation and Setup, Daily Work, Payday Work, and
Periodic Processing.

Installation and Setup
How do | set up worker’s compensation codes?
Follow these stepsto set up worker’s compensation codes:

1. IntheTax Authority Setup function (see page 11-5), enter State as the tax
authority.

2. Enter the state code.
3. Pressthe Tab key to move to the Employer Contribution Codes screen.
4. Press A to add the code you use (for example, WKC).

5.  Enter the formulaname you will use (for example, PMN_ _WKC.RTN. The
formula name must follow this format and have the extension .RTN.

6. Enter thetable ID, if necessary (for example, WKCMN).

7. Usethe Exit (F7) command to return to the File Maintenance menu.

8. Inthe withholdings function, select the state tax authority and the tax code
you entered for worker’s compensation. (See page 11-23 for information on

how to proceed with setting up the withholding.) When you have finished
setting up the withholding, exit to the File Maintenance menu.
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9. IntheFormula Maintenance function, use the formulalD name you used in
the Tax Authority Setup function. (See page 10-101 for information on how
to proceed with setting up the formula.)

There are many ways to calculate worker’s compensation. Depending on your
state, the formula could be based on labor class or sex. Contact your state tax
authorities for moreinformation.

How do | use multistate or multilocal taxes?

Use the Tax Information screen in the Employees function (see page 10-3) to
add states and localities for which the employee needs withholdings. When you
enter or edit transactions in the Payroll Transactions function (see on page 5-3),
specify the states and localities for the employee’s withholding. If you use the
Manual Checks function (see page 6-9) to calculate checks, specify the states
and localities on the first and third manual checks screens.

Why are my departments and my employee history blank?
You have not posted to departments or employee history. You can set up entries
for employees and departments, but the system automatically adds entries in the
Post Transactions and Post Checks functions.

How can | set up a 401(k) match?
In the Deductions function, enter the employer deduction code. Then use the
Employees Salary Information screen (see page 10-3) to add the deduction code.
(For information on deductions, see page 11-17.)

How can | exclude earning codes from deductions?

In the Deductions function, select the appropriate deduction number and then
select the earning code(s) you want to exclude.
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I have an employee (for example, a minister) whom | need to exclude from
withholdings. How do | handle that?

Inthe Employees function (see page 10-3), select the employee you want to
exclude from withholdings. On the Tax Information screen, use the Withholding
setup command and select the withholdings you want to exclude.

Daily Work

Can | enter time tickets for a salaried employee?

Yes, in the Payroll Transactions function (see on page 5-3). You cannot enter a
timeticket that will exceed a salaried employee’swage. The system warns you if
aposted or unposted amount exceeds the employee’s wage.

Can | enter one day in the time card calculator and have that day repeat for the rest
of the week?

Yes. In the Payroll Transactions Time Card Entry window (see on page 5-3), you
can enter an employee’s time in and time out five times.

Can | pay an employee a vacation and a bonus check in the same pay period?
Yes. If you need separate checks, you can change the sequence number in time
ticket entry or enter separate manual checks. The system accounts for multiple

checks in the PACHxxx (Checks) file when calculating withholdings and
declining balance deductions.

Payday Work

How can | void a check?

You can void only checks that have been posted. If the check has already been
posted, use the Void Checks function (see page 6-37).

To void amanual check that you have not posted, you must delete the check
through the Manual Checks function (see page 6-9).
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To void acalculated check, you must post checks (see page 6-61). Then use the
Void Checks function to void it, or enter negative time tickets in the Calculate
Checks function (see page 6-3) and recal cul ate checks.

You cannot delete a calculated check because those earnings have already been
posted to the departments.

Can | void a check from a previous version of Payroll?

No, because this version of Payroll contains additional information that previous
versions of Payroll did not have.

What happens if | delete or void a separate bonus check for an employee? Is the
other check recalculated?

The other check is not recal culated, but you can use the Calculate Checks
function (see page 6-3) or the Manual Checks function (see page 6-9) to
recal culate the deductions and withhol dings on the check.

Periodic Processing
How do | print periodic quarterly reports for previous quarters?

On the report function screen, enter the quarter number for which you want to
produce the report.

Why aren’t federal withholdings printing on my W-2s?

If you have multistate employees or if you have additional deferred
compensation or local withholdings that will not fit on one W-2 form, a second
W-2 form might be printed. Federal guidelines specify that the federal earnings
information be printed on only one W-2 form.
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The Payroll system uses formulasto cal culate deductions and withhol dings based
on earnings and/or tables. You can use variables for numbers such as year-to-date
amounts, gross earnings, and so on, which you can manipulate using operations
and functions, much like a spreadsheet program. You can also look up tax rates
and other variable factors in tax tables.

A summary of valid variables, operations, and functionsis below. If you are new
to formulas or if you need to review them, you will find several examples at the
end of this appendix.

The fields and commands avail able on the Formula M ai ntenance screen are
described on page 10-101.

Summary of Variables, Operations and Functions

Below is a summary of the variables, operations, and functions you can use in
setting up deductions and withholdings.

Variables

You can use positive or negative numbers (constants) in formulas. You can also
use these variables in place of the numbers:

Variable Description

ADJEARN Adjusted earnings for net pay deductions.
ADJHR Adjusted hours (minus exclusions).
ADIMIN$ Adjust to minimum wage flag.
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Variable

ADJSUIEARN

ADJSUIWITH

DEDEXCL
DEDUCTIONTOT
EARNEXCL
EICCODES$
EMPFICAWH

EXEMPTIONS

EXTRAWH

FEDWITH

FIXEDEARN

FIXEDPCT

FIXEDWH

FWHWITH

GRANDTOTEARN

GRANDTOTGROSS

HOURS

Description

Total SUI earnings before the Self Adjust Month
changed.

Total SUI withholdings before the Self Adjust Month
changed.

Total amount of deductions exclusions.

Total deductions for the current check.

Total amount of earnings excluded.

EIC code for each employee (N, E, or B).

Employee FICA Contribution (OASDI and Medicare).

Number of exemptions per employee; taken from the
PAESxxx file.

Extra withholdings for the employee; taken from the
PAEGxxx file.

Total employee federal withholdings (including
OASDI, Medicare, and EIC).

Total fixed earnings for the employee; taken from the
earning codes.

Fixed percent for the withholding; taken from the
PAWIxxx file.

Fixed withholding amount; from the PAEGxxx file.

Employee federal withholdings (not including OASDI,
Medicare, and EIC).

Total gross earnings, not including earnings that are not
included in net pay.

Total gross earnings, including all earnings.

Total hours worked.
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Variable
LOCALWITH
MINWAGE
PAYPERIODS

PERIODCODE

REGHRS

STATEWITH

TAXEARN

TIPS
TOTEARN
UNCOLMED

UNCOLOASDI

YTDEARNINGS

YTDFICATIPS

YTDTIPS

Description

Total employee local withholdings.
Minimum wage.
Total pay periods for the year; from the PAEGxxx file.

Current deduction run code for the group code the
current employeeisin.

Regular hours worked, excluding sick and vacation
hours.

Total employee state withholdings.

Taxable earnings per tax authority (total earnings minus
all exclusions).

Tips accumulated for the employee.

Total earnings.

Year-to-date uncollected Medicare.
Year-to-date uncollected OASDI.
Year-to-date earnings for the withholding.

Year-to-date FICA tips (used in employee OASDI to
figure FICA tips).

Year-to-date tips deemed as wages (used in employer
OASDI adjustments).

YTDWITHHOLDINGS  Year-to-date withholdings for the withholding.

1. For Gross, ADJERN is set to the same amont as GRANDTOTGROSS, minus any earning code exclusions that

may exist for that deduction. For Net, ADJERN isset to GRANDTOTEARN. Then DEDUCTIONTOT, FEDWITH,
STATEWITH, and LOCALWITH are subtracted to account for all withholdings up to that point. So if you have two
net pay deductions, thefirst oneis calculated and that amount is added to DEDUCTIONTOT. The second deduction
will follow the same process, with DEDUCTIONTOT having the updated deduction total from the previous net pay

deduction.
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Formula Factors

Formula factors are variables used to change the base rate in a formula without
changing the formula. Each formula can have six factors. Factors can be used in
formulalines by entering FCn, where n is the number of the factor.

For example, you can set up aformulathat multiplies taxable earnings by a
percentage. The formula can be onelinelong: TAXEARN * FC1. If you set
factor one to .05, the employee’s taxable earnings will be multiplied by five
percent. Later you can change the factor or override it in the employee record.

Formula factors can be overridden for deductions on the Employees Salary
Information screen (see page 10-8) or for withholdings on the Employees Tax
Information screen (see page 10-15).

Formula Lines

Each line of aformula setsthe value of avariable Linnn (nnn isthe line number).
Linesare calculated in sequential order: line L1001 is calculated before L1002
and so on. You can use the results of previous lines with other variablesin later
formulalines. The result of the entire formulaisthe result of the last line you
defined.

Operations

Formulas are calculated line by line. Calculationsin aline proceed according to
the standard order of mathematical operations. numbers are multiplied, then
divided, then added, and finally subtracted. Below isatable of the valid
operations and the order in which they are performed (1 = performed first, 5 =
performed last).

Operator  Priority Description
- 1 Negative Sign
A 2 Exponentiation
* 3 Multiplication
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Operator  Priority Description

/ 3 Division

+ 4 Addition

- 4 Subtraction

= 5 Equal to

<> 5 Not equal to

> 5 Greater than

< 5 Lessthan

>= 5 Greater than or Equal to
<= 5 Lessthan or Equal to

Calculations are performed in the order listed in the table above, from left to
right. To change the cal culation order, use parentheses to group parts of the
formulatogether. Calculation is done from theinnermost set of parenthesesto the
outermost set.

Functions

You can use two types of functions when constructing formulas: Tables Lookup
and Conditionals. Both are explained below.

Tables Lookup

Usethe TABLE and TABLE2 functionsto look up itemsin tax tables.

Use the TABLE function to look up information in a tax table that is arranged
gradationally. The format for the command is TABLE (x, y, RETVAL), wherex is
theline (or gradation) in the tax table and y isthe column number. (RETVAL isa
BB* command and must be included in a TABLE function.) The tax table the
TABLE function goesto is specified in the Tax Authority Setup function (see

page 11-5).
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For example, you set up withholding SWH for the state of Minnesota. The
withholding has a formula assigned to it and refers to tax table STXMNM. In the
formula, you use the command TABLE (30000, 2, RETVAL). The system looks at
the first column of the tax table until it finds a gradation greater than 30000. It
then goesto the line before that one and returns the value found in the second
column of that line.

You can also use variables in table lookups. You can, for example, use avariable
calculated in a previous line to find the gradation in a tax table—for example,
TABLE (L1002, 2, RETVAL).

You can use only one table lookup for aformulaline.

Usethe TABLE2 function to look up information in atax table that is not
arranged gradationally. The format for the command is TABLE2 (x, y, RETVAL),
wherex istherow in thetax table and y isthe column number. (RETVAL isaBB*
command and must be included in a TABLE2 function.) The tax table the
TABLE2 function goes to is specified in the Tax Authority Setup function.

For example, you set up withholding SUI for the state of Minnesota. The
withholding has a formula assigned to it and refers to tax table SUTMN. In the
formula, you use the command TABLE?2 (1, 2, RETVAL). The system returnsthe
value found in the first row and second column of the tax table.

You can also use variables in table lookups. You can, for example, use avariable
calculated in a previous line to specify alocation in atax table—for example,
TABLE2 (1, L1002+2, RETVAL).

You can use only one table lookup for aformulaline.
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Conditionals

You can use the IF(x) TH(y)EL(z) function (If-Then-Else) to evaluate formulas
conditionally

% | Formula Maintenance

Commands Edif Modes Other  Scroll Commands  Help
2xiz|nean[2¢[ee@
Formula |0 LY

Description

Factor 1 Factor 2 Factor 3
Factor 4 Factor 5 Factor 6

Wariahle Farmula

Lo TAELEZ2(1,1 RETWAL) =

Loz TAELEZ2(1,2 RETWAL) &

L1003 TAXEARM+Y TDEARMIMNGS E]

IFELICH H(LIOO3IEL(LIOOZ)

LI00S (LIO04*L1001 3100

LID0G LI00S- TOWYITHHOLDIMGS

L1007 IF(LIO0G=TAXEARNMITH(TAXEARMIEL(LIOOE)

LI00G IF(LID07 <0} TH(MEL(LIOOT)
&
&
El

Formula Line [ 004 of 008 )
[ Erter = edit ] [ Append [ Header ] [ Create Program ]

| jCompany H |08/17:2005 1Terminal T000 | INS

In the example above, lines L1001, L1002, and L1003 establish values. Line
L1004 then uses the If-Then-Else function to eval uate and select the value to use
in the rest of the formula.

Formula Examples

To get an idea of how formulas and tables work together, read the examples
below.
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Federal Withholding

When you establish federal tax authorities in the Tax Authority Setup function,
you specify both the formula ID and tax table ID associated with the federal

withholding code.

The federal withholding formula PFED_FWH.RTN uses the tax table FEDM:

Commands Edit Modes Other Help

2@

2¥xina@n

aa

Takle I LY Description
Murnber of Cols Column Length

|Federa| Ihcome Tax: Married Table |

(12

Type I w

Over --- Base + % Owver |
-no -no -no
g00o0. o0 -no lo.00
ZZ&00.00 l4&0.00 15.00
EEEZ00.00 g00o0. o0 z&.00
1z0750.00 2163750 zg.00
123¢00.00 40315 50 22.00
23IEL0.00 883Z0.00 2E.00
59959939_93 2E00.00 -no
-no -no -no
-no -no -no
-no -no -no
-no -no -no
-no -no -no
.00 .00 .00

Company H [084 772005 | Terminal TOOD | INS
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Thefollowing formulais used to calculate federa withholding:

| Formula Maintenance E”EWZ\
Commands Edil Modes Other  Scroll Commands — Help
2¥xizmnamn[2¢[0@
Formula 0 %
Description

Factor 1 Factor 2 Factor 3
Factor 4 Factor § Factor &

Wariahle Fortula

=
Lioo2 LIDOT*EXEMPTIONS E]
Li003 IF(FIXEDEARNM=00 TH (FIXEDEARNFIXEDPCTA OO0 E
Lioo4 TAKEARMN-FIXEDEARN
LI00sS (LID04*P &Y PERICDS)-LIO0Z
LI00G IF{LI0OS=0) THIDJEL(LIOOS)
Lioo7 TABLE(LIOOG, 1 RETWAL)
LI00g TABLE(LINOG 2 RETVAL)
Lions TABLELINOG 3 RETVAL)
LIo0 LI00S*(LIO0G-LIDO7 )M 00
LI01 (LI0 D+LI00E)PAYPERIODS B
LI 2 LIOT1+LI003+EXTRAWH g]
Lin3 IF(FIXECYWH=0) TH (FIXECWH) EL (LIO12) =]

Formula Line [ 001 of 015 )
[ Enter = edit ] [ Append ] [ Goto ] [ Headet ] [ Create Program ]

|Company H |0817:2005 | Terminal T0DD | NS

“ariable Formula

3z0)

HEE

Formula Line ( 014 of 015 )

1. Thetablelookup checksthefirst column of the FEDM tax table until it finds
anumber larger than 99999999.99. Because there can be no larger number,
the table returns the value found in the second column of the last line: 2800.

Variable L1001 is equal to 2800.

2. Variable L1002 isthe product of L1001 times the value of the variable

EXEMPTIONS (the number of federal exemptions claimed by the employee;

thisinformation is taken from the PAEGxxx fil€).
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10.

11

12.

13.

14.

15.

Line L1003 employs a conditional function. If the value of the variable
FIXEDEARN (the tota fixed earnings for the employee) is greater than zero,
that value is multiplied by the value of FIXEDPCT (the fixed percentage for
the withholding tax), and then divided by 100. Variable L1003 is equal to a
fixed withholding dollar amount.

Fixed earnings are subtracted from taxable earnings.

Variable L1004 is multiplied by the total number of pay periods. Variable
L1002 is then subtracted from the product.

If the value of L1005 is less than zero, zero is used. Otherwise, the value of
L1005 is used.

Thetable lookup uses L1006 to find the appropriate line of tax table FEDM;
it then returns the value from column 1, which is L1007.

Thetable lookup uses L1006 to find the appropriate line of tax table FEDM;
it then returns the value from column 2, which is L1008.

Thetable lookup uses L1006 to find the appropriate line of tax table FEDM;
it then returns the value from column 3, which is L1009.

L1007 is subtracted from L1006. This number isthen multiplied by L1009.
The product is divided by 100.

L1010 is added to L1008; the sum is divided by the number of pay periods.

L1011 isadded to L1003 and the value of EXTRAWH (the employee’s extra
withholdings, if any).

LineL1013isequal to one of two values. If the employeesfixed withholding
amount is greater than zero, it isequal to that number. If the employees fixed
withholding amount is zero, L1013 isequal to the vaue of LI1012.

If the value of L1013 isless than zero, the value of L1014 is zero. Otherwise,
the value of L1014 is equal to L1013.

Theresult of the entire formulaisthe result of itslast line. In this case the
result isbased on a conditional. If the number of federal exemptionsis 99,
the result of the formulais zero; if not, the result of the formulais equal to
L1014.
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State Unemployment Insurance

When you establish state tax authoritiesin the Tax Authority Setup function,
you specify both the formula D and tax table ID associated with the withholding
code.

The Minnesota state empl oyer-side unemployment withholding formula
PMN__SULRTN usestax table SUTMN.

FoX

Commands  Edit Modes Other Help
2xrzramn|-e[e@
Takle I LY Description |Minnesota State Unemployment - Employer |
Murnber of Cols Column Length Iil Type 3 .
Percent Limit |
5.100 22000.000
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
-ooo -ooo
Cormpany H [084 772005 | Terminal TOOD | INS
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Thefollowing formulais used to calculate Minnesota state employer-side
unemployment withholding taxes:

i Formula Maintenance

Commands Modes Other  Scroll Commands  Help
2xiz|nean[2¢[ee@
Formula |0 LY

Description

Factor 1 Factor 2 Factor 3
Factor 4 Factor 5 Factor 6

Wariahle Farmula

TABLE2(1,1 RETWAL) =

Liooz TAELEZ2(1,2 RETWAL) &

L1003 TAXEARM+Y TDEARMIMNGS E]

Lion4 IF(LID0Z=LI003) TH(LIOOZ)ELLIONZ)

LI00S (LIO04*L1001 3100

LID0G LI00S- TOWYITHHOLDIMGS

L1007 IF(LIO0G=TAXEARNMITH(TAXEARMIEL(LIOOE)

LI00G IF(LID07 <0} TH(MEL(LIOOT)
&
&
El

Formula Line [ 001 of 008 )
[ Erter = edit ] [ Append [ Header ] [ Create Prograrm ]

| | Company H 081772005 |Terminal TO0D | NS

1. TheTABLE2 functionlooksfor the valuein line 1, column 1 of the tax table,

which in this case equals 9.10.

2. TheTABLE?2 function looksfor the valuein line 1, column 2 of thetax table,

which in this case equals 19000.

3. TAXEARN (taxable earnings) is added to Y TDEARNINGS (year-to-date earnings

for that withholding).

4. Line4 of theformulaemploysthe conditional function; in this case the result

isthe smaller of L1002 or L1003.

5. Thevalueestablished in L1004 ismultiplied by L1001; the product is divided

by 100.

6. YTDWITHHOLDINGS (year-to-date withholdings) is subtracted from L1005.
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7. The conditional function is used to determine the value of L1007. If L1006 is
greater than TAXEARN, L1007 is equal to TAXEARN; if not, L1007 is equa to
L1006.

8. Theresult of the entire formulaisthe result of itslast line. In this case the
result is based on a conditional. In this case if L1007 is less than zero, the
result of the formulais zero. If L1007 isgreater than zero, that is the result of
the formula.
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Enhanced Payroll Tax Reporting

Open Systems has partnered with Aatrix Software to bring you enhanced payroll
tax reporting via FormsViewer, an interactive application that streamlines tax
reporting to save you time. FormsViewer works by pulling your accounting data
from OSAS and placing it into the tax forms that you file with the appropriate
authorities. Once the dataisin the form, it is completely editable, and color
coded areas alert you when data is required or where data can be changed. After
approving the form, you can then print and send it, or use the Aatrix eFile service
to electronically file the tax information.

This appendix introduces FormsViewer, details how it works with OSAS to
generate tax forms from your accounting data, and describes how to use
FormsViewer to generate tax reports if you use OSAS on UNIX, Linux, or Mac
OS X. Finally, the appendix ends with tips that you should keep in mind when
working with tax reports.

How FormsViewer Works with OSAS

When you install FormsViewer, the Enhanced Payroll Tax Codes function
(page 11-29) and the Enhanced Payroll Tax Reports function (page 9-3) are
added to the OSA S Payroll application. The first function matches the tax codes
OSAS uses with those used in FormsViewer so that tax reports are generated
correctly. The second produces atext file from Payroll check history for use with
FormsViewer and prompts you to select the tax form to create.

After you select the form, OSAS automatically launches FormsViewer (if you
use Windows) and opens that form. FormsViewer pulls data from the file and
places it in the correct locations in the tax form, then presents you the compl eted
form for editing and approval. After you've approved the form, you can print it
and send it to the appropriate tax authority or use Aatrix’s optional eFile service
to electronically file the tax information.
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If you do not save check history in OSAS, the Enhanced Payroll Tax Reports
function generates ablank file. FormsViewer will still open and generate areport,
but the report will be blank; you will need to enter all information manually. For
best results, make sure to set the Payroll Save check history? option to Yes.

FormsViewer works only on Windows. If you use UNIX, Linux, or Mac OS X,
you need to have at least one Windows workstation on which to install
FormsViewer. Creating tax forms in a mixed environment is atwo step process.
First, use OSASon UNIX, Linux, or Mac OS X to create thefile, and saveitto a
diskette or a network location. Second, from the Windows workstation, launch
FormsViewer, and use FormsViewer's tools to open the file from the diskette or
network location and create atax form. See“Importing Files from UNIX, Linux,
or Mac OS X" on page D-13 for more information.

Registering FormsViewer

D-4

When FormsViewer opensthe first time, it automatically opensin demonstration
mode. This mode isfully functional (that is, there are no restrictions when you
use FormsViewer in demonstration mode), but registration messages appear
when you open FormsViewer and a“DEMO” watermark is printed on all tax
forms when you print them. After you register FormsViewer, these messages and
watermark no longer appear, allowing you to file the reports you print.

Registration for FormsViewer isvalid for one year. To activate or renew your
subscription and receive forms as they are updated, you need to enter a
registration key. Contact your Open Systems software provider for subscription
information or to obtain aregistration key.

Toregister FormsViewer, click Register on the dialog box that appears after you

launch FormsViewer to open aform. Enter your registration code and click
Enter, then click Done to return to the form you generated.
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eFile

Although you can print out the forms you create with OSAS and FormsViewer
and send them to the appropriate tax authorities (depending on the state; some
states require you to file electronically. Check your state's regulations carefully.),
you can also use Aatrix’s optiona eFile service to electronically file the
information. When you use eFile, you can file faster, reduce deadline worries,
and eliminate the hassle of paper forms and magnetic media.

Before you can use eFile, you need to sign up with Aatrix and establish an ID and
password.

Manually Verify Tax Reports

Due to differences between required information on reports and the way OSAS
records information, you need to manually verify or enter some required
information on the reports FormsViewer generates from your OSAS data.

Theinformation you need to verify and enter includes pay period beginning and
ending dates and the number of employees reported in check runs for state
unemployment insurance. Because OSA S does not record thisinformation, it will
not be pulled into the reports you generate, and must be entered manually. See
“Notes’ on page D-19 for more information.

In addition, be sure to check the W2 forms you create in FormsViewer closely. If
you manually change information in the Employee History function in OSAS,
the values on these forms may not be correct. See “W?2 Forms’ on page D-19 for
more information.

Aswith all information that you file with tax authorities, check the tax reports
you generate carefully for accuracy. Although the information is pulled from
OSAS, it ispossible for it to be incorrect due to data entry errors or invalid
transactions. Because the reports you generate with FormsViewer are editable,
simply type in the correct information when you notice an incorrect value.
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Installing FormsViewer

If you use OSAS on Windows, the FormsViewer is installed automatically in the
\progPA\EPTR directory when you install Payroll. Data and related files and
programs are stored in the \progPA\EPTRDATA directory.

If you use OSAS on UNIX, Linux, or Mac OS X, the Enhanced Payroll Tax
Reports function (page 9-3) and its components are automatically installed when
you install Payroll. However, the FormsViewer application itself is not—
FormsViewer works only on Windows. If you use OSAS on UNIX, Linux, or
Mac OS X, you need to manually install FormsViewer on a Windows
workstation that is separate from your OSAS system.

When you install FormsViewer on a separate Windows workstation, all
FormsViewer files are stored in the directory you specify during installation
(rather than in the \progPA directory asin the OSAS combined installation).

Follow these stepsto install FormsViewer on a Windows workstation:

1. From aWindows workstation, start the operating system, and log in (if
necessary).

2. Inserttheinstallation CD-ROM into thedrive. The installation screen should
appear automatically. If it does not, do the following:

e Click Start and select Run.

*  When the Run dialog box appears, type the letter of the CD-ROM drive,
acolon, and a backslash. Then type autorun to start the installation
program. For example,

e:\autorun

e Click OK to launch the installation program.
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3. Whentheinstallation screen appears, double-click Install Enhanced Payroll
Tax Reporting Viewer to launch the installation program.

+. OSAS Enhanced Payroll v7.01

OPEN SYSTEMS® Accounting Software
.

A Install Enhanced Payroll Tax Reporting Viewer

4. When the OSAS Enhanced Payroll Tax Reporting Welcome screen appears,
click Next.

0SAS Enhanced Payroll Tax Reporting DZ|

Welcome to the InstallShield Setup Wizard.

The InztallShield® wWizard will install the 0545 Payroll Tax
Feporting software on your computer.

Itiz strongly recommended that you exit all programs
before running this Setup program.

Click Cancel to quit Setup and then close any programs
you have running. Click Mest to continue with the Setup
progranm.

Cancel
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5. Read the license agreement carefully, then click Accept to continue.

0SAS Enhanced Payroll Tax Reporting

License Agreement

Fleaze read the following license agreement carefully. '

Prezz the PAGE DOWH key to see the rest of the agreement.

SOFTWARE LICENSE AGREEMENT ~

PLEASE READ THIS LICENSE AGREEMENT CAREFULLY BEFORE LUSING THIS
SOFTWARE. BY CLICKING THE “"ACCEPT" BUTTON OR BY USING THIS
SOFTWARE, YOU AGREE TO BECOME BOUND BY THE TERMS OF THIS LICENSE.
IF*¥0U DO NOT AGREE TO THE TERMS OF THIS LICENSE, CLICK. THE "DECLINE"
BUTTON, DO NOT USE THIS SOFTWARE, AND PROMPTLY RETURM IT TO THE
PLACE WHERE vOU DBTAINED IT FOR & FULL REFUND.

v

Do you accept all the terms of the preceding License Agreement? If you choose Decline, the

zetup will cloze. Toinstall 05A5 Enhanced Paproll Tax Reporting, you must accept this
agreement.

< Back Accept | Decline |

6. Changetheinstallation directory, if necessary, by clicking Browse and

navigating to the directory in which you want to install FormsViewer. Click
Next to continue.

0SAS Enhanced Payroll Tax Reporting

Choose Destination Location

Select folder where Setup will install files. '

Setup will inztall D5AS Enhanced Payroll Tax Reporting in the Destination folder.

Ta install to this folder, click Mext. To install to a different folder, click Browse and select
another folder.

Destination Folder

[r:%Program Files\OSASEPTRY
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7. Changethe folder in which to create a shortcut to FormsViewer and its
importer on the Start menu, if necessary, and click Next to continue.

0SAS Enhanced Payroll Tax Reporting

Select Program Folder
Fleaze select a program folder.

name, or select one from the Existing Folders list. Click Next to continue.

Program Folder:

Setup will add program icons ta the Program Folder listed below. You may type a new folder

0545 Enhanced Payroll Tax Reporting

Existing Folders:

trative Tools
GenbBl Windows Client
General 6.0 Server
0545

0545 w7.0

Startup

< Back

Mest > |

Cancel |

Theinstallation program begins copying and installing files. A status screen
appears to show you the installation’s progress.

0SAS Enhanced Payroll Tax Reporting

Setup Status

0545 Enhanced Payroll Tax Reporting Setup iz performing the requested operations.

[:%Program Files\OSASEPTRYwec_05AD20.dI

29%

Cancel
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8.  When theinstallation completes successfully, the InstallShield Wizard
Compl ete screen appears.

0SAS Enhanced Payroll Tax Reporting

InstallShield Wizard Complete

The InzstallShield Wizard has successfully installed DSAS
Enhanced Payroll Tax Reporting.  Click Finish to exit the
wizard.

I~ *es, | want to view the User's Manual [.pdf fils).

Finsh | |

Select the check box if you want to view the manual and click Finish to
complete the installation.

9. After completing the instalation, double-click the OSAS Enhanced Payroll
Tax Reporting icon on your desktop (or launch it from the Start menu) to
open the FormsViewer importer. Use the importer to select thefileto use to
create and process tax reports. See page D-13 for more information.
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Importing Files from UNIX, Linux, or Mac OS X

FormsViewer works only on Windows. If you use OSAS on UNIX, Linux, or
Mac OS X, you need to install FormsViewer on a Windows workstation separate
from your OSAS system, then save the file you create to a diskette or network
directory and import the file on the Windows workstation. After you' ve imported
the file, you can use it to process tax forms.

Follow these steps to import the file you created with OSAS on UNIX, Linux, or
Mac OS X into FormsViewer on a Windows workstation:

1. After creating thefile with OSAS, save that file to a diskette or network
directory. The message that appears at the bottom of the Enhanced Payroll
Tax Reports screen lists the directory in which the file is saved.

2. Move to the Windows workstation on which you installed FormsViewer
(and insert the diskette into the drive, if necessary).

3. Double-click the OSAS Enhanced Payroll Tax Reports shortcut on the

desktop (or select OSAS Enhanced Payroll Tax Reports from the Start
menu) to launch the FormsViewer importer.
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4,

5.

D-14

When the selection screen appears, click Change Company.

Enhanced Payroll Tax Reports - [no company selected]

Change Company

_Priocess Reports E

Previous Reporis .

Prezz to open a previous report | 1142342004

If the file you want to work with is already listed when the Company
Selection screen appears, select that file and click OK.

Company Selection

Select a company that you have previously opened. then
click OK. Or click Browse... to locate a different company.

X' Ccancel K Browse...

If thefile you want to work with is not listed, click Browse. When the Open
dialog box appears, navigate to the directory containing the file you created
with OSAS on UNIX, Linux, or Mac OS X and click Open.

After you click Open, you are returned to the Company Sel ection screen and
the file you selected is listed. Click OK to continue.
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6. When the selection screen reappears, click Process Reports.
7.  When the Report Selection screen appears, select the report information.

Enhanced Payroll Tax Reports Selection

DEED-1/1D Reports
DEED-E74 Report Peri
15 Report

wiorksheet A [1st - 3rd Otrs) g 10/ 1/2004 :lv

Wworksheet B (Quarterly)
Wworksheet C [Annual) e 11/15/2004 =

Use thiz to report new hire
information.

SHow . ? o
Report Exit X Help 9

* IntheReport Selection box, select the type of report to work with. If
you select State, select the state for which to create the report.

e Select the report you want to create from the middle of the screen.
*  Usethe boxeson the right side to select the dates for the report.

e Click Show Report to create the report and open FormsViewer.
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After you click Show Report, FormsViewer opens, pulls the information the
report requires from the file you selected, and generates the report

1Y 0548 Enhanced Payroll Tax Reporting - MN New Hire Report
File Edit View Company Help

Review [ Edit Stats C Q
LIl
<17 P 4 RedFields must be filled before continuing. | ‘ b L—-“
1 page Piov Step Newt Slcp Fil  Save

Minnesota New Hire Reporting Form

Effective July 1, 1996 Minnesota Statute 256.933 requires all Minnesota Employers, both public and private, to report all
newly hired, rehired, or returning to work employees to the State of Minnesota withhin 20 daye of hire or rehire date.
Information about new hire reporting and online reporting is available on our website: www.mn -newhire.com

Send completed forms to: To ensure the highest level of accuracy, please print neatly in '
Minnesota Mew Hire Reporting Center capital letters and avoid contact with the edges of the boxes.
PO Box B4212 The following will serve as an example:
St. Paul, MN 55184-0212
Fax: (B51) 227-4991 or toll-ree fax (800) B92-4473 | A ‘ B ‘ c ‘ | 1 | 2 ‘ 3 |
At OGH 172004

EMPLOYER INFORMATION

Federal Emplayer 1D Number (FEIN) (Flease use the same FEIM as the listed employee's quartenly wages will be repovted under)

|77 ‘ ‘7777777

Employer Narme:

|EUILDERS SUPPLY ‘

Employer Address(Fiesse indicate the address where the Income Withholding Orders showid be sent).
|11 57 VALLEY PARE DR ‘

Emplayer City: Emplayer State:  Zip Cade (5 digit)
|SHAKOPEE ‘ ‘MZN ‘ ‘55379 ‘
Employer Phane: Extension Emplayer Fax:
(652) 496-2465 ‘ I R ‘(952) 496-2495 ‘ L
For Help, press F1 DRAFT Page L of 1 UM :

Use the FormsViewer tools and commands to verify and complete the form.
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Opening Follow these stepsto open areport you saved previously in FormsViewer:

Saved

Reports 1. Follow steps 3-5 aboveto open the FormsViewer importer and select thefile
to work with.

2. When the selection screen reappears, click Previous Reports. When the
Open Report dialog box appears, select the report you want to work with and
click Edit.
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Notes

Due to differences between required information on reports and the way OSAS
records information, you may need to manually verify or enter some required
information on the reports FormsViewer generates from your OSAS data. The
information you need to verify and enter includes pay period beginning and
ending dates and the number of employees reported in check runs for state
unemployment insurance.

Pay Period Beginning and Ending Dates

Some state reports require that you enter the pay period beginning and ending
dates when you file the report. However, OSAS does not save the pay period
beginning and ending dates you enter when you generate checks to history
(instead, OSAS saves only the generated check date to history). You need to
verify and manually enter these dates when you generate the report.

Number of Employees

W2 Forms

Some states require that employees must be still employed by a given date in the
month (generally the 12th, but laws vary from state to state) to qualify for state
unemployment insurance for that month. However, OSAS does not track the
number of employeesin apayroll run as of agiven date. OSAS does track the
number of employeesin apayroll run, but you must verify (and manually
change, if necessary) the number of employees for state unemployment reports.

To create W2 forms with FormsViewer, OSAS pullsinformation both from
Payrall check history (for the majority of the values) and from employee history
(for example, the value printed in box 8 that OSAS does not track). Because you
can manually change any of the employee history values using the Payroll
Employee History function without those changes appearing in check history,
you need to check the W2 forms you generate using FormsViewer closely to
verify these vaues.
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For example, you can manually change an employee’s federal tax amounts using
the Employee History function in Payroll. However, because federal tax values
are pulled from check history when you generate W2s, and not from employee
history, the values printed on the W2 will not reflect your manual changes and
could be incorrect.

To ensure that the values that are tracked by OSAS are correct, use the Manual
Checks function in Payroll to enter adjustments to correct valuesthat arein
error. When you use the Manual Checks function, Payroll check history isaso
updated, meaning that your changes will be reflected in the W2s you generate.

Thevaluesthat OSAS does not track (Allocated Tips, for example) are always
drawn from employee history to generate W2 forms. Since these values are not
calculated by OSAS and must be manually entered (and therefore do not appear
in check history), there should be no discrepancy between thisvalue in OSAS
and the value printed on the W2.
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Numerics
100% Use Auto, 10-35
401(k), 3-18, 7-11, 11-18
match, B-2
457 plans, 9-35, 10-35
457xxx table, 3-13, 10-77, 10-79
941 Workshest, 3-11, 9-57
function, 9-31
sample, 9-33
942 reporting, 9-35

A
access code
company-specific, 3-28
setting up, 3-8, 3-28
what to protect, 3-29
access codes
changing, 1-24
command, 1-24
entering, 1-24
setting up, 3-34, 3-35
Accrua Adjustments, 6-25
accrual of vacation/sick time option, 3-32
accruals of vacation and sick time, 6-14
ACH file, 1-20, 6-41
adding
employee record, 3-21, 10-3
scheduled deductions, 10-13
tables, 10-78
transactions, 5-10
address, company, 3-19
Address Lookup, 1-34, 1-40
address mapping, 1-34, 1-40
addresses, 1-34, 1-40
ADJIMNxxx table, 3-13, 10-77, 10-80
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adjusted hire date, 10-7
advance EIC payments, 10-36
alignment form, printing checks, 6-30
allocation
daily method, 2-10
history method, 2-11
method of, 2-10
monthly method, 2-10
split methods, 2-11
alphabetical sorting, 3-4
of numbers, 3-4
audit report for W-2 forms, 9-46

B

back up
all files at once, 3-30
before

closing last year, 3-30
periodic maintenance, 3-30
posting checks, 3-29
posting expense to GL, 3-30
posting transactions, 3-29
before closing | ast year, 9-59, 9-60
before periodic maintenance, 9-58
before posting checks, 6-64
before posting expense to GL, 9-16
before rolling up leave balances, 9-49
datafiles, 3-29
diskettes, 3-30
initial balances, 3-26
programs, 3-30
schedule, 3-29
using operating system commands, 3-30
using Resource Manager, 3-30
when to, 3-29
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backing up
datafiles, 3-35
operating system commands, 3-35
programs, 3-35
Resource Manager, 3-35
Backup function, 3-35
balances, setting up initial, 3-8, 3-24
bank information, 3-19
Bank Reconciliation
interface with Direct Deposit, 1-20
Payroll interface, 3-9, 3-10
batching, 1-20
BBx program, 10-104
bonus, 11-13
Browse, 1-34
BRTRxxx file, 6-61

C
Calculate Checks
affect on department records, 10-55
changing, 6-11
function, 6-3
log, 6-7
multiple checks, 6-3
recalculating checks, B-4
restricting accessto, 3-29
Change Fields
sample log, 10-109
screen, 10-105
changing
calculated checks, 6-11
earning information, 10-31
employee record, 3-21, 10-3
employee's pay rate, 10-10
factors, 10-14
manual checks, 6-11
scheduled deductions, 10-13
tables, 10-78
withholding information, 10-31
check, 3-18
alignment, 3-9
calculation, 6-3
forms, 3-11
history, 3-11, 3-23, 3-24, 3-25, 7-13, 7-17
printing, 3-19
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recalculating, B-4
voiding, 3-11, B-3
Check History Register, 1-21, 3-11, 7-13
Check Register
function, 6-43
sample, 6-44
checks, printing on forms, 3-32
Checksfile, 1-18
ChecksLog
printing, 6-30
sample, 6-31
Circular E, 10-18, 10-35
CJ File Maintenance
Class Codes function, 10-117
Class Codes screen, 10-117
Job Pay Rates by Class function, 10-125
Purge CJ History Files function, 10-129
setting up CJ Payroll information, 10-111
setting up labor burden options, 10-115
setting up multiple codes per employee, 10-114
setting up the quick entry table, 10-112
setting up union and worker’s compensation options,
10-114
Union Codes
function, 10-121
Union History Adjustments function, 10-131
Worker’'s Compensation Codes function, 10-119
Worker’s Compensation History Adjustments
function, 10-133
CJ Payday Work Reports, 6-57
Certified Payroll Report sample, 6-59
Labor Burden Register sample, 6-60
Union Report sample, 6-58
Worker’s Compensation Report sample, 6-58
CJPayroll Information
functions overview, 3-20
setting up labor burden options, 3-20
setting up quick entry table, 3-20
setting up union and worker’s compensation, 3-20
Close Last Year, 9-59
codes
access codes, changing, 1-24
establishing aformat, 3-4
setting up, 3-3
sorting, 3-3
Codes Maintenance, 1-6
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commands
access code, 1-24
flags, 1-39
hot keys, 1-39
Proceed (OK), 1-4
commission, 11-13
company
access codes for, 3-28
deductions, setting up, 3-7
Company Address, 3-19, 10-61, 10-64
company name on checks option, 3-32
company-specific table, 10-78
conditionals, C-5, C-7
Contractors' Job Cost Payroll Information setup, 3-7
Contractors' Job Cost Payroll interface, 3-10
conversion
allocating QTD figuresto MTD fidds, 2-10
before converting, 2-7, 2-8
set up table PASOCNVT, 2-8
setup considerations, 2-7
converting to OSAS version 6.1, 2-12
Copy Recurring Entries, 5-25
copying
employee salary information, 10-5
employee tax information, 10-5
sample table, 10-78
correct union benefit and deduction amounts, 10-131
Create Direct Deposit File, 1-20, 6-41
Create Prenctification File, 1-21, 9-11
creating prenotification file, 3-34
CY CLExxx table, 10-77
Cyclexxx table, 10-81

D
daily tasks, 1-19
data, entering, 3-33
datadictionaries, 2-3, 2-5
DataFile Conversion, 2-7, 2-12
DataFile Creation, 2-3, 2-6
datafiles
backing up, 3-29
conversion, 2-8
datefields, 1-33
DCB, 9-35, 10-35, 10-99, 11-18
DCBxxx table, 3-14, 10-77, 10-82
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DDDIxxx file, 1-18
DDVHxxx file, 1-18
DDVKxxx file, 1-18
Deduction Codes
editing for manual checks, 6-17
entering for manua checks, 6-17
Deductions, 3-17, 3-18, 5-23
adding, 11-18
changing factors, 10-14
editing, 11-18
excluding, 3-16
formula names, 10-102
formulas, 10-12, 10-101
function, 11-17
information, 10-39
log, 11-22
overriding factors, 10-14
record of, 7-13
using the same number twice, 10-13
Deductions List
function, 13-11
sample, 13-11
deferred compensation, 3-18, 10-40, 11-18, B-4
Degree Descriptions, 3-19, 10-61, 10-67
Delete
department record with GL balance, 10-56
division record, 10-56
employee record, 10-3, 10-4
history, 9-58
last-year files, 9-59
manual checks, 6-14, 6-20
table, 10-78
department 1Ds, 3-18
department records, information stored in, 10-55
Department Report, 3-18
function, 9-13
sample, 9-14
Departments, 3-18
deleting with GL balance, 10-56
function, 10-55
posting to, 3-12
setting up, 3-7
dependent care benefits, 9-35, 10-35, 10-99, 11-18
Depreciation Tables List, 10-109
Detail Leave Report, 7-15
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Direct Deposit
before you install, 2-5
function, 10-51
installation, 2-5
setting up, 3-31
system requirements, 2-5
Direct Deposit file, 1-18
Direct Deposit periodic tasks, 1-21
Direct Deposit work flow
daily tasks, 1-19
periodic tasks, 1-21
division D, 3-18
divisions, 3-18, 10-55

E
Earned Income Credit, 3-16
Earning Codes, 11-13
adding in manual checks, 6-15
deductions, 3-18
departments, 3-18
editing in manual checks, 6-15
excluding, 3-16
function, 11-9
setting up, 3-7, 3-12
Earning Codes List
function, 13-9
sample, 13-9
Earning Exclusions, 11-19
Earning Types
bonus, 11-13
changing, 11-13
commission, 11-13
fringe, 11-11, 11-13, 11-14
function, 11-13
miscellaneous, 11-13
overtime, 11-13
preset, 3-12
regular earnings, 11-13
screen, 11-14
setting up, 3-7, 3-12
sick, 11-11, 11-13, 11-14
tips, 11-11, 11-13, 11-14
vacaion, 11-11, 11-13, 11-14

IX-4

earnings
in employee history, 2-10
information, 10-37
Earnings and Deductions Report
function, 7-5
sample, 7-5
edit scheduled deductions, 10-13
Edit Register
function, 6-21
sample, 6-23
Education Report
function, 8-13
sample, 8-13
eFile, D-5
EIC, 3-16, 6-62, 10-18, 10-36, 10-86, 10-87
EIC tax table, 3-14, 10-99
EME, 3-16
Employee Birthday Report
function, 8-7
sample, 8-7
Employee Deductions History
inquiry, 4-16
screen, 10-39
Employee Detail List
function, 12-5
sample, 12-5
Employee Direct Deposit Information
function, 12-11
setting up, 3-34
Employee Earnings History, 2-10
screen, 10-37
Employee Federal Tax History
inquiry, 4-17
screen, 10-41
Employee History, 3-23
changing, 10-3, 10-47
function, 10-31
setting up, 3-8, 3-25
Employee History Inquiry, 4-13
Employee Inquiry, 1-6
Employee History, 4-13
General Information, 4-3
Personnel Information, 4-11
Salary Information, 4-5
Tax Information, 4-7
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Employee Labels

function, 12-9

sample of standard size, 12-9
Employee Local Tax History

inquiry, 4-19

inquiry screen, 4-19

screen, 10-45
Employee Miscellaneous History, 10-33

editing, 10-34

inquiry, 4-14
Employee State Tax History

inquiry, 4-18

inquiry screen, 4-18

screen, 10-43
Employees, 3-21

changing earnings or withholdings, 10-3

Factor Entry window, 10-14

Federal Tax Information, 10-17

FICA withholding, 3-16

function, 10-3

functions overview, 3-21

Genera Information, 3-21, 10-5

Local Tax Information, 10-20

Personnel Information, 3-21, 3-23, 10-22

posting entries T-accounts, 6-62

Salary Information, 3-21, 10-8

Scheduled Deductions, 10-12

Scheduled Deductions screen, 10-12

screen, 10-4

setting up, 3-8

State Tax Information, 10-18

Tax Information, 3-21, 3-22

Union ID, 10-10

withholding history, 2-10

Worker’'s Compensation Code, 10-10
employer

FICA, 3-16

liability information in manual checks, 6-19
Employer Bank Information, 3-19, 10-61
Employer Department Expense Report, 6-56
Employer’s Liability Report, 6-51
Employer’'s Tax Guide, 10-35
Employer’s Tax Report, 6-49
employer-paid taxes/deduction option, 3-33
employer-paid withholdings, 3-16

Payroll User’s Manual

Employment Anniversary Report
function, 8-9
sample, 8-9
Enhanced Payroll Tax Codes, 11-29
Enhanced Payroll Tax Reports, 9-3, D-3
FormsViewer, 9-3, D-3
on UNIX, 9-7
on Windows, 9-4
tax codes, 11-29
text file, 9-3
Enter manual checks, 3-26, 3-27, 6-11
entering data, 3-33
procedure, 3-33
tables, 3-34
ENTRY xxx table, 10-77
EOA, 3-16
Equal Employment Opportunity classification, 10-6
excluding
deductions, 3-16
from deferred compensation, 10-40
from withholdings, 10-40
earning codes, 3-16, 11-11
from deductions, 11-19
exemptions, 3-22, 10-17, 10-19, 10-20

=
F2 Inquiry
button, 1-34
flag, 1-39
F6 Maintenance
flag, 1-39
icon, 1-34
Factor Entry window, 10-14
factors, 4-6
entry, 10-14
for adeduction, 10-12
federal
tax amount information, 10-41
tax authority codes, 10-42, 11-6, 11-23
tax earnings, 10-41
tax information, 4-7
tax tables, 10-99
withholding, 3-13, 3-15, 3-16, 10-15, 10-99, 11-5
preset, 3-15
FEDM tax table, 3-14, 10-99
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FEDS tax table, 3-14, 10-99
FICA, 3-16, 3-24, 6-51, 7-13, 9-21, 9-22
tax table, 3-14, 10-99
tips, 10-36
File Maintenance, 1-6
files, backing up, 3-29
first or last namefirst option, 3-32
fixed withholding, 3-16, 3-17, 11-11
flags, in text mode, 1-39
formsfor checks, 3-11
FormsViewer, D-3
creating forms on UNIX, 9-7
creating forms on Windows, 9-4
demonstration mode, 9-4
eFile, D-5

Enhanced Payroll Tax Codes function, 11-29
Enhanced Payroll Tax Reports function, 9-3

importing files from UNIX, D-13
installing for use with UNIX, D-7
registering, 9-4, D-4
formula
about, C-1
building, 10-101
calculations, C-5
conditionals, C-5, C-7
creating a program, 10-104
deductions, 10-12
examples, C-7
factors, 10-103, C-4
federal withholdings, C-8
for worker’s compensation, B-1
functions, C-1, C-5
locality code, 3-15
naming conventions, 10-103
operations, C-1, C-4
sample data path, 10-101
setting up, 3-7, 3-18
state code, 3-15
table of valid operations, C-4
tables lookup, C-5
tax authority setup, 11-7
variables, C-1
withholding, 10-15
Formula Maintenance, 10-101
Formulas List, 12-13
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FREQxxx table, 3-14, 5-3, 10-77, 10-84
screen, 10-84
setup, 3-14

fringe, 11-13, 11-14

FUT, 3-16

FUTA, 3-16, 3-24, 6-49, 6-51

FUTAXxxX tax table, 3-14, 10-99

FWH, 3-16, 11-25

G
General Information Inquiry, 4-3
General Ledger
last-year files, 6-38
Payroll interface, 3-9, 3-10
GLDEPxxx table, 3-14, 10-77, 10-85
GLJRxxx file, 6-61, 6-64, 9-15, 9-16
GLPAY xxx table, 3-14, 10-77, 10-86
GLTIxxx table, 3-14
golden parachute payments, 9-35
graphical mode
drop-down menus, 1-31
function screens, 1-30
graphical main menu, 1-28
Inquiry button, 1-34
Maintenance icon, 1-34
MDI menu, 1-29
shortcut menu, 1-31
toolbars, 1-33
group codes, 3-22, 10-9
group term life insurance, 9-35, 10-35
GTLIxxx table, 10-77, 10-88

H
home department, 3-12
hot keys, 1-39

|
IDs

establishing aformat, 3-4

setting up, 3-3

sorting, 3-3
include vacation/sick hours in accrual calculation, 3-32
incorrect miscellaneous entries, reversing, 5-4
incorrect time tickets, reversing, 5-4
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initial balances, 3-24, 3-26, 10-31
Inquiry (F2)
button, 1-34
flag, 1-39
Install Applications, 2-3, 2-5, 2-7
installation
local tax routines, 3-17
Payroll, 3-24
Payroll Tax Routines, 3-16
preparing data, 3-33
installing
Direct Deposit, 2-5
Payroll, 2-5
installing Payrall, 2-3
interfaces, 3-25
Direct Deposit, 3-31
Payroll and Direct Deposit, 3-31

J

Job Cost Payrall interface, 3-9

Job Pay Rates by Class
pay rates specific to job class, 10-125
pay rates specific to skill level, 10-125
screen, 10-125

Job Rates by Class functions overview, 3-21

JOBSxxx file, 5-3

JOCDxxx file, 5-3

JOHIxxx file, 5-3

K

Key Date Report
function, 8-15
sample, 8-15

L

Labor Burden, how it's calculated, 10-115
Labor Burden Options, setting up, 3-7
Labor Classes, 3-21

function, 11-3

functions overview, 3-21

screen, 11-3

setting up, 3-8
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Labor Classes List
function, 13-5
sample, 13-5

laser forms, 3-11, 3-32

last or first name first option, 3-32

last-year files, 1-16, 5-21, 5-23, 5-27, 6-3, 6-65, 9-55
deleting, 9-59

launching
OSAS in other operating systems, 1-23
OSAS in Windows, 1-23

Leave Adjustments, 3-23
function, 10-49

setting up, 3-8
Lists, printing, 7-3, 8-3, 12-3, 13-3
LO1, 3-17
local tax

authority codes, 10-46, 11-6, 11-23
contributions information, 10-45
earnings, 10-45
information, 4-7
routines, 3-17
local withholding, 3-13, 3-15, 3-16, 3-17, 10-15, 10-20,
10-99, 11-5
locd -other withholding, 3-17
LTXsdIm tax table, 3-14, 3-15, 10-100
LWH, 3-17, 11-25
LY extension, 9-55

M
magnetic media, 9-36, 9-39
output audit report, 9-46
main menu
graphical, 1-28
MDl, 1-29
navigating graphical, 1-28
navigating MDI, 1-29
navigating text, 1-36
text, 1-35
toolbars, 1-33
Maintenance (F6)
flag, 1-39
icon, 1-34
Manua Checks
adding earning codes, 6-15
affect on department records, 10-55
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calculated checks, 6-3
changing, 6-11, 6-12
unposted checks, 6-12
checksonfile, 6-10
deleting, 6-12, 6-14, 6-18, 6-20
unposted checks, 6-12
earning code, 3-12
editing
deduction codes, 6-17
earning codes, 6-15
withholding, 6-19
entering, 6-11
deduction codes, 6-17
earning codes, 6-12
withholding, 6-19
erasing, 6-11
function, 6-9, 10-31
hours worked, 3-12
negative, 6-19
recalculating, 6-17
unfinished payday, 6-4
voiding, 6-19, 6-37
mapping, 1-34, 1-40

marital status, 3-15, 3-22, 10-17, 10-19, 10-20

Monthly Withholding Report
function, 9-19
sample, 9-20
multilocal taxes, B-2
multiple checks, 6-3
multistate taxes, B-2

N
naming conventions for formulas, 10-103
navigating
graphical function screens, 1-30
graphical main menu, 1-28
MDI menu, 1-29
text function screens, 1-37
text main menu, 1-36
to directories and files, 1-34
negative
gross pay, 6-29
manual checks, 6-19
net pay, 6-29
Non-457 Plans, 9-35, 10-36
numbers, alphabetical sorting of, 3-4

Master File Lists, 1-7 O
Master Lists, printing, 7-3, 8-3, 12-3, 13-3 OAS, 3-16
MAXYV Sxxx table, 3-15, 10-77, 10-89 OASDI, 3-24, 6-49, 6-51, 7-13, 10-36, 11-24
MED, 3-16 OP2xxx table, 10-77
Medicare, 6-49, 6-51, 7-13, 9-32, 9-35, 10-36 operations, table of valid, C-4
menus option
drop-down menus, 1-31 accrual of vacation/sick time, 3-32
graphical main menu, 1-28 first or last name first, 3-32
MDI, 1-29 include vacation/sick hours in accrual calcs, 3-32
shortcut, 1-31 Payroll transaction history, 3-31
text main menu, 1-35 post employer taxes/deductions, 3-33

post voided checks to Bank Reconciliation, 3-32
post voided checks to check history, 3-32
print company name on checks, 3-32

messages, in text mode, 1-40
miscellaneous deductions, 7-9
Miscellaneous Deductions Journal

function, 5-23 print company name on vouchers, 3-32
sample, 5-24 printing checks, 3-32
miscellaneous entries printing voucher stubs, 3-33
reversing incorrect, 5-4 printing vouchers, 3-32
miscellaneous payroll entries, 5-4, 5-27 save check history, 3-31
modes time card calculator, 3-33
graphical, 1-27
text, 1-35
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Options and Interfaces, 3-14, 3-26, 7-13, 7-17
screen, 3-10
setting up, 3-7, 3-9
shared or owned, 3-10
OPTxxx table, 10-77
OSAS
converting from 3.x and 4.x, 2-8
converting from version 5.x and earlier, 2-10
MDI menu, 1-29
modes, 1-27
graphical, 1-27
text, 1-35
setup considerations, 2-7
starting in other operating systems, 1-23
starting in Windows, 1-23
other pay, 5-4, 6-63
override
deductions, 5-8
factors, 10-14
pay, 3-22, 10-11
overtime, 11-13

=]
PASOCNVT table
purpose of, 2-8
set up before conversion, 2-8

PACDxxx file, 1-11, 1-15, 6-3, 9-55

PACExxx file, 1-11, 1-15, 6-3, 9-55

PACHxxx file, 1-11, 1-15, 1-18, 6-3, 6-9, 6-37, 6-39, 6-61,
9-13, 9-55, B-3

PACOfile, 1-9, 3-7, 11-5, 13-7

PACTLxxx table, 3-14, 6-62, 9-55, 10-77, 10-90

PACWxxx file, 1-12, 1-15, 6-3, 9-55

PADDxxx file, 1-9, 3-7, 9-55, 11-17

PADExxx file, 1-9, 1-15, 9-55, 12-5, 13-11

PADPxxx file, 1-9, 1-13, 1-14, 1-16, 3-7, 5-27, 5-29, 9-13,
9-15, 9-16, 9-55, 10-55

PADXxxx file, 1-9, 9-55, 11-17

PAECxxx file, 1-9, 3-7, 9-55, 11-9, 13-9

PAEDxxx file, 1-12, 1-14, 1-15, 1-16, 3-8, 4-13, 6-61, 7-5,
9-35, 9-55, 12-5

PAEExxx file, 1-12, 1-14, 1-15, 3-8, 4-13, 6-61, 7-5, 7-7,
9-19, 9-21, 9-25, 9-35, 9-55, 12-5

PAEGxxx file, 1-8, 1-14, 1-15, 3-8, 4-3, 4-13, 6-61, 7-5,
7-7,7-9, 7-17, 8-5, 8-7, 8-9, 8-11, 8-13, 9-19, 9-21,
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9-25, 9-35, 9-36, 9-49, 9-55, 12-5, 12-9
PAEMxxx file, 1-12, 1-14, 1-15, 3-8, 4-13, 6-61, 9-21, 9-35,
9-36, 9-55, 12-5
PAEPxxxfile, 1-8, 1-16, 3-8, 4-11, 8-5, 8-7, 8-9, 8-11, 8-13,
9-55
PAESxxx file, 1-8, 1-14, 1-15, 9-55, 12-5
PAETxxx file, 1-10, 3-7, 9-55, 11-13
PAEWxxx file, 1-12, 1-14, 1-15, 1-16, 3-8, 4-13, 6-61, 9-19,
9-21, 9-25, 9-35, 9-55, 12-5
PAEXxxx file, 1-10, 9-55
PAFMHDR file, 1-10, 3-7, 10-101
PAFMLIN file, 1-10, 3-7, 10-101
PAGDxxx file, 1-10
PAGHxxx file, 1-10
PAHCxxx file, 1-12, 1-14, 1-15, 1-16, 6-37, 6-61, 7-13,
7-17,9-31
PAHDxxx file, 1-12, 1-14, 1-15, 6-61, 7-13
PAHExxx file, 1-12, 1-14, 1-15, 6-61, 7-13
PAHVxxx file, 1-13, 3-8, 6-61, 7-15, 9-49, 10-49
PAHWxxx file, 1-13, 1-14, 1-15, 6-61, 7-13, 9-31
PAINxxx file, 1-10, 3-7, 3-19, 9-27, 9-55, 10-61
PAL Cxxx file, 1-10, 3-8, 9-55, 11-3, 13-5
PARExxx file, 1-10, 9-53
PATB
copying to DDTB, 3-34
PATBxxx file, 3-7, 9-55, 12-23
PATGxxx file, 3-7
PATHxxx file, 1-13, 1-14, 1-16, 5-27, 5-29, 6-37, 7-9
PATPxxx file, 1-11, 1-13, 1-14, 1-15, 5-27, 5-29, 6-3, 6-61
PATRxxx file, 1-11, 1-13, 1-15, 5-21, 5-23, 5-27, 5-28,
6-37,9-13
PATXxxx file, 3-7, 9-56, 10-99
PAWIxxx file, 1-11, 3-7, 9-56, 11-23, 13-13
PAWXxxx file, 1-11, 9-56, 11-23
Pay Period Deduction Report, 6-53
pay rates specific to job class or skill level, 10-125
Paycheck Received Report
function, 6-45
sample, 6-46
Paycheck Received Report function, 1-20
Payday Work, 1-7
Payroll
before converting, 2-7
before you instadl, 2-3
converting to version 6.1, 2-12
installation, 2-3, 2-5, 3-24
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installing new version before converting, 2-7
interface
Bank Reconciliation, 3-9, 6-37, 6-38, 6-61, 6-62
Contractors' Job Cost, 3-9
Genera Ledger, 3-9, 6-37, 6-61, 6-62, 6-64,
6-65, 9-15, 9-16, 10-58, 10-59, 10-85,
10-86, 11-19
Job Cost, 5-3
preparing to install, 3-3
setup considerations, 2-7
system requirements, 2-3
Payroll Information, 3-19
function, 10-61
functions overview, 3-19
setting up, 3-7
setting up company information, 3-19
setting up degree descriptions, 3-19
setting up employer bank information, 3-19
setting up state unemployment reports, 3-19
Payroll Information List
function, 12-17
sample, 12-17
Payroll Posting Log, 5-30
Payroll Reports, 1-7
Payroll Tax Routines, 3-16, 3-23
Payroll transaction history option, 3-31
Payroll Transactions
adding, 5-10
editing, 5-6
function, 5-3
initial balances, 3-26
Periodic Maintenance
deleting history, 9-58
function, 9-55
Periodic Processing, 1-7
periodic tasks procedures, 1-21
Personnel Information Inquiry
function, 4-11
Personnel Reports, 1-7
Personnel Roster

function, 8-11
sample, 8-11
Post Checks

before posting, 6-64
before voiding, 6-37
function, 1-20, 6-61

IX-10

log, 6-66
update
earning information, 10-37
federal earnings, 10-41
locd earnings, 10-45
state earnings, 10-43
Post Expense to GL
function, 9-15
log, 9-17
T-accounts, 9-15
Post Transactions
function, 5-27
log, 5-30
post voided checks to Bank Reconciliation option, 3-32
post voided checks to check history option, 3-32
posted checks, voiding, 6-37
Posting, prepost checklist, 5-28
prenctification file, setting up, 3-34
Print Checks
alignment form, 6-30
function, 6-29
log, 6-31
restarting, 6-30
restricting access to, 3-29
print company name on vouchers option, 3-32
Print Direct Deposit V ouchers, 1-19, 6-33
printing checks, 3-11, 3-19, 6-29
printing checks option, 3-32
printing on laser forms, 3-32
printing voucher stubs option, 3-33
printing vouchers option, 3-32
Proceed (OK) command, 1-4
productivity reports, 1-16
Profit Sharing Census
function, 7-17
sample, 7-17
programs, backing up, 3-30
Purge CJ History Files, 10-129
Purge Recurring Entries, 9-53

Q
quarter-end maintenance, 9-56, 9-57, 9-58
Quarterly Employer’s Tax Report
function, 9-21
sample, 9-23
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quarterly reports, B-4 S
Quarterly State Unemployment Report, 10-63 Salary Information Inquiry, 4-5
function, 9-27 Salary Review Report
sample, 9-29 function, 8-5
Quarterly Withholding Report sample, 8-5
function, 9-25 save check history option, 3-31
sample, 9-26 Scheduled Deductions, 4-5, 10-14
Quick Entry Table, setting up, 3-7 schedul ed deductions, 6-6
screens
R graphical function, 1-30
recurring graphical main menu, 1-28
deductions, setting up, 3-8 navigating graphical, 1-30
time tickets, setting up, 3-8 navigating text function, 1-37
Recurring Deductions List OSAS MDI menu, 1-29
function, 12-21 text function, 1-37
sample, 12-21 text main menu, 1-35
Recurring Entries SDI, 9-27
adding, 10-73 setting up
editing, 10-70 access codes, 3-34, 3-35
employee hours and pay, 10-76 Direct Deposit tables, 3-33
function, 10-69 employee direct deposit information, 3-34
screen, 10-69 employer bank information, 3-34
union code, 10-71 options and interfaces, 3-31
viewing transaction totals, 10-75 prenctification file, 3-34
worker's compensation code, 10-71 tables, 3-34
Recurring Time Ticket List setup, 3-3
function, 12-19 457xxx table, 3-13
sample, 12-19 access codes, 3-8, 3-28
reports, 1-7 ADJIMNxxx table, 3-13, 3-14
Resource Manager backup schedule, 3-8, 3-29
backing up, 3-35 checklist, 3-7
Data File Conversion function, 2-7, 2-12 company address, 3-19
Data File Creation function, 2-3, 2-6 company deductions, 3-7
Install Applications function, 2-3, 2-5, 2-7 Contractors' Job Cost payroll information, 3-7
Options and Interfaces, 3-31 DCBxxx table, 3-14
restarting Print Checks, 6-30, 6-34 deductions, 3-17
reversing degree descriptions, 3-19
incorrect miscellaneous entries, 5-4 departments, 3-7, 3-18
incorrect time tickets, 5-4 earning codes, 3-7, 3-12
right-click menu See shortcut menu, 1-31 earning types, 3-7, 3-12
Roll Up Leave Balances EIC table, 3-14
function, 9-49 employee history, 3-8
sample log, 9-51 employees, 3-8, 3-21

employer bank information, 3-19
federal withholdings, 3-16
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FEDM table, 3-14
FICA table, 3-14
formulas, 3-7, 3-18
FREQxxx table, 3-14
FUTAXxxx table, 3-14
GLDEPxxx table, 3-14
GLPAY xxx table, 3-14
GLTIxxx table, 3-14
initial balances, 3-8, 3-24
|abor burden options, 3-7
labor classes, 3-21
|eave adjustments, 3-8
local withholding, 3-17
LTXsslim table, 3-14
MAXYV Sxxx table, 3-14
PACTLxxx table, 3-14
payroll information, 3-7, 3-19
quick entry table, 3-7
recurring deductions, 3-8, 3-28
recurring time tickets, 3-8, 3-28
SlCccxxx table, 3-14
SOTsstable, 3-14
state withholding, 3-16
STSsstable, 3-14
STXssmtable, 3-14
SUTssxxx table, 3-14
tables, 3-7, 3-13
tax authorities, 3-7, 3-15
tax groups, 3-7
tax tables, 3-7, 3-13
TCALCxxx table, 3-14
union and worker’s compensation options, 3-7
union codes, 3-8
USRDDxxx table, 3-14
USRDFxxx table, 3-14
VACccxxx table, 3-14
W2CODE table, 3-14
W2CODE2 table, 3-14
withholdings, 3-7, 3-15, 3-16
worker's compensation codes, 3-8
setup steps, 3-33
shortcut menu, 1-31
SlCccxxx table, 3-14, 10-77, 10-92
sick accruals, 3-11, 6-14, 6-25, 6-27, 7-15, 9-49, 10-7,
10-11, 10-92
sick leave, 10-49
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Sick Leave and Vacation Report
function, 7-7
sample, 7-7
sick time, deleting, 9-58
SO1, 3-16
SO2, 3-16
SO3, 3-16
Social Security Administration, 9-35
Social Security tax, 9-32
sorting
alphabetical, 3-4
codesand IDs, 3-3
principles of, 3-3, 3-4
SOTsstax table, 3-14, 3-15, 10-100
splitting earnings, 5-8
starting OSAS
in other operating systems, 1-23
in Windows, 1-23
state
other withholding, 3-16
unemployment, 10-100
unemployment insurance, 3-16, 10-19
unemployment reports, 3-19, 10-61
withholdings, 3-13, 3-15, 3-16, 10-15, 10-18, 10-35,
10-99, 10-100, 11-5
preset, 3-15
state tax
authority codes, 10-44, 11-6, 11-23
contributions, 10-43
earnings, 10-43
information, 4-7
tables, 10-100
ST Ssstax table, 3-14, 3-15, 10-100
ST Xssm tax table, 3-14, 3-15, 10-100
SUI, 3-16, 3-24, 6-49, 6-51, 9-27
SUTssxxx tax table, 3-14, 3-15, 10-100
SWH, 3-16, 11-25

T
table of valid formula operations, C-4
Tables
457xxx, 3-13, 10-77, 10-79
adding or changing, 10-78
ADJIMNxxx, 3-13, 3-14, 10-77, 10-80
company-specific, 3-34, 10-78
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copying asample, 10-78
CY CLExxx, 10-77
Cyclexxx, 10-81
DCBxxx, 3-14, 10-77, 10-82
deleting, 10-78
ENTRYxxx, 10-77
Entryxxx, 10-83
FREQxxx, 3-14, 10-77, 10-84
function, 10-77
GLDEPxxx, 3-14, 10-77, 10-85
GLPAYxxx, 3-14, 10-77, 10-86
GLTIxxx, 3-14
GTLIxxx, 10-77, 10-88
Lookup, C-5
MAXV Sxxx, 3-14, 3-15, 10-77, 10-89
OWN, 3-14
PACTLxxx, 3-14, 10-77, 10-90
PATB, 3-34
setting up, 3-7, 3-13, 3-33, 3-34
SICcexxx, 3-14
TCALCxxx, 3-14, 10-77, 10-93
USRDDxxx, 3-14, 10-77, 10-94
USRDFxxx, 3-14, 10-77, 10-95
VACccxxx, 3-14, 10-77, 10-96
TablesList
function, 12-23
sample, 12-23
T-accounts
for posting checks, 6-62
Post Expense to GL, 9-15
Tax Authorities List
function, 13-7
sample, 13-7
Tax Authority Setup, 3-7, 3-15, 3-16, 3-17
function, 11-5
screen, 11-5
tax forms
creating on UNIX, 9-7
creating on Windows, 9-4
FormsViewer, D-3
Tax Groups, setting up, 3-7
Tax Information Inquiry, 4-7
tax reports, 9-3
Tax Tables
EIC, 3-14, 10-99
federal, 10-99
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federal withholding, 3-13
FEDM, 3-14, 10-99
FEDS, 3-14, 10-99
FICA, 3-14, 10-99
function, 10-99
FUTAxxx, 3-14, 10-99
loca withholding, 3-13
LTXsdIm, 3-14, 3-15, 10-100
setting up, 3-7, 3-13
SOTss, 3-14, 3-15, 10-100
state, 10-100
state withholding, 3-13
ST Sss, 3-14, 3-15, 10-100
STXssm, 3-14, 3-15, 10-100
SUTssxxx, 3-14, 3-15, 10-100
W2CODE, 3-14, 10-99
W2CODE2, 3-14, 10-99
TCALCxxx table, 3-14, 5-17, 10-77, 10-93
terminal-specific table, 10-78
terminated employees, 10-3, 10-4, 10-7
text mode
command line, 1-40
commands, 1-39
flags, 1-39
function screens, 1-37
main menu, 1-35
messages, 1-40
third-party sick pay, 9-35
time card calculator, 3-12, 5-13, 10-93, B-3
time card calculator option, 3-33
Time Card Entry, 5-16
Time Ticket Journal, 5-21
time tickets, 3-12, 3-18, 5-21, 5-27, 10-55
for salaried employees, B-3
record of, 7-9
reentering, 6-37
reversing incorrect, 5-4
tips, 9-22, 10-35, 11-11, 11-13, 11-14
toolbars, 1-33
function screens, 1-33
main menu, 1-33

transaction history, 3-11, 3-23, 3-24, 3-25, 5-27

Transaction History Report, 3-11
function, 7-9
sample, 11-22

transmitting ACH file, 1-20
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U
unemployment insurance, 3-16
Union and Worker’s Compensation Options, 3-7
Union Codes
calculation information, 10-121
changing deductions and benefits, 10-121
creating union deductions and benefits, 10-121
functions overview, 3-21
screen, 10-121
setting up, 3-8
Union History Adjustments
correct benefit and deduction amounts, 10-131
screen, 10-131
Union History Report
correcting information, 7-21
screen, 7-22
user-defined labels, 10-94
USRDDxxx table, 3-14, 8-15, 10-77, 10-94
USRDFxxx table, 3-14, 10-77, 10-95

V
vacation
accruals, 3-11, 6-14, 6-25, 6-27, 7-15, 9-49, 10-7,
10-11, 10-96
leave, 10-49

time, deleting, 9-58
Vacation and Sick Leave Report
function, 6-27
sample, 6-28
VACcexxx table, 3-14, 10-77, 10-96
Void Checks
audit log, 6-39
function, 6-37
manual checks, 6-37
marked in Check History Register, 6-37
voiding
checks, 3-9, 3-11, B-3
manual checks, 6-19
posted checks, 6-37
printed checks, 6-37
Voucher file, 1-18
Voucher History file, 1-18
voucher stubs, printing on forms, 3-33

IX-14

vouchers
printing, 1-19
printing on forms, 3-32

w
W-2 Forms, 3-18, 10-3, 10-35, 11-18, 11-19, 11-25
alignment, 9-38
audit report, 9-46
closing last year, 9-59
federal withholdings, B-4
format, 9-37
magnetic media, 9-39
W2CODE tax table, 3-14, 10-99
W2CODE?2 tax table, 3-14, 10-99
withholding codes, 11-7
employee, 11-6
employer, 11-6
withhol ding formula names, 10-102
Withholding Report
function, 6-47
sample, 6-48
Withholdings, 3-16, 3-18
additional, 10-19
cal culating deductions, 10-101
Earned Income Credit, 3-16
employee FICA, 3-16
Employee Inquiry, 4-9
employer FICA, 3-16
employer-paid, 3-16
federal, 3-13, 3-15, 3-16, 10-15, 10-99, 11-5, 11-23,
11-25
fixed, 3-17
formulas, 10-15
function, 11-23
in employee history, 2-10
in manual checks, 6-19
local, 3-13, 3-15, 3-16, 3-17, 10-15, 10-20, 10-99,
11-5, 11-23, 11-25
local-other, 3-17
order, 3-16
preset federal codes, 3-15
preset state codes, 3-15
record of, 7-13
setting up, 3-7
state, 3-13, 3-15, 3-16, 10-15, 10-18, 10-35, 10-99,
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10-100, 11-5, 11-23, 11-25
state-other, 3-16
unemployment insurance, 3-16
worker's compensation, 3-17
Withholdings List
function, 13-13
sample, 13-13
worked department, 3-12
Worker’s Compensation
calculating by fixed amount, 10-120
calculating by percent, 10-120
calculating hourly, 10-120
maximum amount of premium, 10-120
worker's compensation, 3-17
formulafor, B-1
setting up codes, B-1
Worker’'s Compensation Codes
functions overview, 3-20
screen, 10-119
setting up, 3-8
Worker’s Compensation History Adjustments
correct amounts posted incorrectly, 10-133
Worker’s Compensation History Report, 7-19
correcting information, 7-19
sample, 7-19
workstation date, 1-25
Wroker’s Comp History Adjustments, 10-133

Y

year-end maintenance, 9-35, 9-55, 9-56, 9-57, 9-58, 9-59
year-end tasks, 1-16
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