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This manual is best viewed at 100% magnification
or higher for details on small screens.

The IMS Payroll Manager system is unique. It
makes the normal payroll procedures so easy that a
single clerk can do payroll for hundreds of employees
before lunch. Yet it has the human resources record
keeping functions you need for larger organizations.
Designed for local governments, yet works equally
well for corporations and small business. (IMS uses
this program to pay its employees.)

This program supports splitting pay among many
departments and funds, with automatic due to and due
from entries. It tracks pay raise history, handles
firefighter shift schedules, EEOC records and much
more. [t will print paychecks or make direct deposits
using ACH format. Direct deposits can be to multiple
accounts for each employee. The IMS General
Ledger can collect all financial data directly from the
payroll database, relieving you of any hand posting.

Some key benefits are:

Exception-style transaction for fast payroll

Handles multiple pay frequencies

Includes user-defined report generator

Prints checks, 1099’s, 941, UCT-6 reports, and W-2s
Many areas for notes on employee screen
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Hard disk with 10 MB free disk space
Microsoft Windows (32 bit environment only)
version 3.1 or higher, Windows 95, or Windows NT
3.5 or higher
VGA graphics and monitor
Any pointing device supported by Windows
General Ledger 4.27

The new IMS demo and option control system works
for existing users who have a license file containing
installed options. If there is no license file, then
certain options will not be installed on all systems.
The Demo program expires 30 days after it is first
used.

This is where it all begins. The original program will
be installed by your Customer Support
Representative (CSR). You will need to periodically
install updates as new information is added to the
program. As long as your update is saved and
installed into the correct directory it will be used by
the original program.

When installing, TYPE in the directory (ex. C:\PR, or
DAIMS\PR, or G:\PR): you want the program to go,
otherwise it tends to default to a directory that it
creates below the main directory C:\PR\Payroll
Manager).

This means the program will not be installed into the
original Payroll directory, and consequently not work.
You also do not want it installed into C:\Program
Files\PayrollManager, (the Microsoft Windows
default directory) if that is not the original OL
directory. This will not allow the update to work in
the right directory, either.

Start Windows if you’ve not already done so. Insert
the Update disk into drive A (or drive B). You first
need to find where your Payroll Manager program is
installed. Find the icon on your main screen (Program
Manager) and highlight the Payroll Manager icon,
and right click with your mouse on the icon.
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Select File, Properties, and click on the Shortcut Tab.
The line you want to look for will be labeled as
Target.

There you will be able to view the directory you need
to place the update into. Once you have determined
which directory to install into, you are ready to start
the installation process. Left click on Start; Select
Run from the File menu and then Browse, selecting
the .exe file on the diskette in Drive A: and double
click on the .exe file to begin the installation.

The program will start installing and you will see a
blue screen, and then a welcome screen. It will ask
you which directory you want to install the files into.
Make sure it is exactly where it needs to be as the data
for the program is located in the same directory as the
program files (see above on how to locate your
directory).

Select Destination Directory B3

The Payroll Manager BETA will be installed into the
following directary,

IF pou wiould like to install it into a different
directomydrive, use the browse list below.

Destination Directory:

|E:\F'rogram FileshPayrollB eta

£3 mhz

£ music

£ My Docurnents
£3 My Download Files
£ Personal

3 phatoen

£3 pkunzip

£ Program Files

IE =3

\_I‘_h B N

In Windows 95/98/NT the default is C:\Program
Files\PR. You may not want this directory, so
TYPE IN the location to the directory you found the
program in (using the directions above).
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Click OK when you’ve entered the desired location.
It will ask you if you want to make backup copies and
will backup the program files that the update replaces
into the same directory, into a new folder called
BACKUP. After this simply follow the instructions
and it installs the update for you.

Installing | x| |

Copying file:
C:hIMSSPRYwizE32 e dll

I

After it is complete, you will be given the opportunity
to view the release documentation. This is a
document containing information and explanation
about what is new to this version of the Payroll
Manager, including last minute changes since the
manual was printed.

The release documentation for new releases can
always be viewed at the IMS website,
http://www.ims-florida.com. The site will always
have the latest release information. The release notes
can also be viewed once the program is installed under
Help, Contents, Release Notes.

Updating from email:
Your CSR will send you updates in the email if you

request this method of updating. When you receive the
emailed files (for example pr4000.exe, .w02, .w03),
save them immediately into the directory that your
program is running in. See Windows update
installation instructions above to see how this is done.


http://www.ims-florida.com/

The examples show

c: drive, but most users
will have their program
locatedon d, g, f, or
some other drive.

If you skip this step
now, you may view the
documentation later in

the program itself.

Windows
Skills You’ll
Need
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Once you have saved all of the files you receive in the
email from IMS, then you may go into My Computer
by right clicking on it, and choosing Explore. From
there, you simply locate the .exe file and double click
on it to run the installation, following the instructions
on the screen. Remember to TYPE in which Drive
and Directory you want the program to install into,
such as D:\PR.

Updating from a disk:

Insert the Update disk #1 into drive A (or drive B). In
Win 95/98/NT right click on My Computer, select
explore. Highlight the drive (A or B) that the disk is
in. Find the file, Setup.exe and double click on it.
(See the above installation instructions for Windows
updates). Insert Disk #2 and #3 when prompted.

In all of these installations you may choose to read the
release notes, which are essentially the latest update
information and changes to the program.

Because the Payroll Manager runs under Windows,
it is necessary for you to have certain Windows skills
to be able to use it most effectively. What follows is a
very brief explanation of some of the skills that would
be most useful in using your Payroll Manager. This
is not intended to replace your Windows manual. 1f
any of these is not a skill you’re comfortable with,
you’ll want to refer to your Windows manual for a
complete explanation.

Entering information on a screen

When you are entering information into many fields
on a screen, such as when adding a license, use the
Tab Key to move to the next field, and Shift+Tab to
move to the previous field. DO NOT use the Enter
Key. The Enter Key is the same as clicking on OK,
and means you’ve completed your entries and are
ready to move on to something else.
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Control
If you don’t have a good understanding of this
concept, you’ll spend way too much time trying to get
the program to do what you want it to. When you go
into a window, such as Browse the Employee File,
there are two areas of the window: one where the
license information is and another where the
Employee Number field is.

# Browse the Employee File

By Nurnber |Ey Ngmel By Social Securilyl By Department |

Murnber | Wame Address Soc Sec Dept | AI
T|CONMIE L WAITFORME P.O. BOR 13333 123-45-6789 0513
2|ELKE M. BUTTIMNSKY 1043 GENEROLIS AVE. 987-65-4321 0621
3|ELIZABETH C. ANDREWSISTER|947 FRANCEISACOUNTRY 001 -02-0003 | 0513
4|MARIE E. ANDERSON 2E09 KISSMERATE DR 123-45-0001 | 0581 _I
5|ELIZABETH OLDBAILEY BE2 MAKEBELIEVE DR 0B3-28-1369 | 0671
E|WALTER J. BEARBUDDY 941 FRANCOAMERICAN 4597031870 | 0533
7|JOSEPH BAGGAGE 107 CHERISHYOU 107-20-3912 | 0522
8|DONALD E. BEATPEACE 943 FLAMINGD RD 297-48-7253 0572
9|PALL R. BERNOULLIDRIVE 1057 CRaNKY RD 294-64-1796 | 0521

10/5USIE BOTHERSOME 1000 BAREFOOT CIRCLE 254-08-7412 | 0533
11|STEPHEN BROKEN 904 REDBIRD CIRCLE 110-30-5219 | 0536
12(JOHN M. CONCARNE 925 CYCLE 5T. 116-24-8316 | 0522
13(JOSEPH L CHRISTMAS 515 GLAVA 053-28-0225 | 0571
14|ROBERT T. DOGOODTOOTHER| 336 FAVORITE 5T, 213-26-7585 | 0571
15/50NDRA EVERYTHING 828 HAPPYGOLUCKY CIRCLE  |110-32-1991 | 0581
16|MICHAEL D. ENCYCLOPEDIA | 530 TAKEOUT 5T 048-42-6003 | 0533
17| FRANCESCA A FIGHTER 5384 BABYDOLL CIRCLE [124-28-1085 0572
i ). FIR il 467 CATIMTHEHAT 5T i -
Emplayee Murmber. I g Insert | ‘ﬁ Delete |

™ Show Terminated Employees Ek Close ® Hep |

When you first see this screen the cursor is flashing in
the Employee Number field. That means that if you
press a letter (or number) on your keyboard it will
appear in this field. However, if you click within the
license information portion of the screen, the control
moves there. Then, when you press a letter, the
program takes you to the first occurrence of that letter
in the list.

To move to a screen tab, simply click on it. That
screen will be brought to the front.

Mouse vs. Keyboard

Throughout the manual, the mouse commands are
given for procedures (e.g. “Click on OK”). If you
prefer to use keyboard commands, you’ll want to pay
attention to the underlined letters in options
throughout the program.




11

For example, to pull down the File menu, you may
click on File, or you may press Alt+F. Then, when
the menu is pulled down, you may click on your
choice, or press the letter that is underlined in your
choice. Any time there is some information that could
be looked up (on a calendar or in the business codes,
for example), you’ll click on your right Mouse Button
to see it. But you can also press F3.

Using the scroll bars

Scroll bars are found at the right edge and bottom
edge of the screen when the information for the screen
won’t all fit on at once. You may click on the up and
down arrow keys to move incrementally through the
display, or drag the box up or down to move more
quickly.

Moving a window

There are times when you may need to move a
window to another location on your desktop. To do
this, click on the title bar of the window and drag it to
the new location. Then release the mouse button.

Resizing a window
Occasionally, you may want to resize a window so

you can see more of its contents. To do this, click on
the window. Then, point to a corner or border of the
window (the cursor will become a double-headed
arrow). Drag the mouse until the window is the
desired size and then release.

Window Setup
Go to File, Employee or any other main screen. Then

go over to Windows from the main list and open that
at the same time. This allows you to customize your
viewing capabilities.

Tile
LCazcade
Arrange lcons




On a drop list, press
the first character of
your selection to go

directly to it.
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Quick Tip Keys:

F1 brings up a Help menu for quick and easy
explanation of terms. If you are in a date field, press.
F3 which is invaluable in IMS programs will bring up
a calendar in a date field or pop up list in many other
fields. Always try it if you need to select from a list to
see if it is available this way. Press the Escape Key to
release it. Right click on the Mouse Button to display
selections if available.

APR. 2001 |

Su | ko) Tu Fr Sal
1] 21 3 G| ¥
G 910 13114
151617 EEE 20| 21
2223024 27|25
29|30

Using the Clipboard

Go to Edit. This menu contains the standard
Windows editing functions using the clipboard. It is
active only when another document window is open.

Cut (*X)
Move the currently highlighted text to the Windows
Clipboard.

Copy (*C
Copy the currently highlighted text to the Windows
Clipboard.

Paste (*V)
Copy the contents of the Windows Clipboard to the

field where the cursor is currently located.

Reference Help/Contents

Your program has assistance under Help (press F1 at
any time to take you to this section) or Contents,
which has a better overview of the entire section. It is
filled with explanations of almost every function and
key in the program.
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You may want to familiarize yourself with some of
the different items in there before beginning. This
makes using the program much simpler.

LContents
Search for Help On...
How to Uze Help

Windows has its own section for assistance with
questions about Windows topics - How to Use Help
within the program. Use it by looking through the
Contents, the Index alphabetically, or by using the
Search for Help On....capability to find the topic or
keyword you need help with.

¥ Windows Help [cIel=]

= o = B B

Hicle Back  Forward  Oplions  Wieh Help

= To find a Help topic
Incie:
Conters et | gearcn | 1. In Help, dlick one of the following

Type inthe keyword to finc: tabs:
- « To browse through topics by
category, click the Contents tab.

# Toses a list of index entries,

doc files, see documents click the Index tab, and then
gif files, Using as wallpaper sither type & word or scroll

icm files through the list,

pif files e To search for words or phrases
1 fles that may be contained in a Help
1394 devices, ports topic, click the Search tab,
18-kt DLC protocaol

16-color display 2. Inthe lsft frame of the Help

windaw, click the tapic, index entry,
or phrase to display the
carresponding topic in the right
frame.

2000, calendar setiings
256-calor display
32-hit DLC protocol
32-hit PC Card support

disabling i Note
— « Click web Help ® on the Help =
LY toolbar to get technical support,
answers ta frequently asked
questions, and late-breaking tips o

User's Manual

The manual is set up so that each main category is to
the left side, each function of the program to the right
is Bolded and Underlined. Fields of information
and the path (i.e. File, Setup) are typically bolded so
that you may recognize them easily. The
explanation/steps are directly below it.
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The manual attempts to follow the natural progression
of steps the user would normally take when running
the program. If in doubt always look to the Index for
the topic or the hyperlink (blue underlined items jump
from one point of the document to another) from the
page number of the item you seek. Use your Go Back
Button to return to the place you were last.

First Steps
Read the Release Notes in your program for

information on converting previous releases.
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Security Profiles

Go to Setup, Security, Security Profiles. The
Payroll Manager has features built-in to provide
security for your occupational license records. This
security is in the form of six levels of password
protection. All security profiles should be reviewed
after each release is installed because of system setup
changes.

This system features individual procedure level access
for an unlimited number of users. Each user may be
assigned to any one of an unlimited number of
security profiles. Security on entire menus may be set
as well.

Setting a menu automatically sets the access to all
subordinate items and menus to the same access level.
You can also set items under a menu to a higher or
lower access level than their parent menu. The only
exception is if you set access to a menu to No Access.
This disables all items on that menu that are sensitive,
including any sub-menus if any, regardless of their
individual access levels. If you do not set up your
security profiles, it will default to No Access.



Note: After installation

the program will grant
complete access without
asking for a user name or
password, until at least one
user is added. This should
be done first thing.. You
should disable access

to the Security functions in
File, System Setup and
Utilities, Security,

Security Profiles and
Users for all security
profiles but one, which
should be set to the highest
level (Supervisor).

It’s a good idea to

make sure at least the
person responsible for
occupational licenses and
the department manager
know the Supervisor
password, in case
someone is out

of the office.

16

The No Access allows no access at all to the user. The
View Only level allows persons access to license
information, but does not allow it to be changed. It
also prevents confidential information from being
viewed by the user when Data Entry permits access to
data only. The Update level allows users to change
individual licenses, but does not allow changes to be
made affecting many licenses (for example,
computing fees or penalties). The System Update
level permits access to all functions except security.
The Supervisor level password is the highest security
level, permitting access to everything.

A security profile of Supervisor must be set up first,
then you may add additional profiles with different
access levels. Once you have set up your security
profile, you can begin adding users for the program.
To enter new information press the Insert Button.

% Browse the Security File =]

Secunity Profile Mame |

1] =
Inzert | LChange I Delete |
Close | Help |

To change the user access information, press the
Change Access Level Button or Change All to change
all the access levels to the same thing.



1t doesn’t matter
Whether a password

is entered uppercase,
lowercase, or a
combination of the two.
The program considers
them the same.
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% Changing a Secunty Becord ]
Name: 121 Superviso A
Title

Menu | Supervisor
License Item | Supervisor
Receiptz Item | Supervizor
System Setup and Utilities | Menu | Supervigar
Buziness Codes Item | Supervizor
Penalty Schedule Item | Supervisor
5IC Codes Item | Supervisor
Label Formats Item | Supervizor
] Letters Itemn | Supervizor
Titles Item | Supervizor
Fee Types Item | Supervisor
] Justify Street Mumbers | Item | Supervizor

Change All | LChange Access Level |
ak I Cancel | Help |

=l

Users
To enter access information for each user, go to
Setup, Security, Users, Browse Users.

% Browse the User File Eq

M5 IME
e Elizabeth Clerical

&1 Insert I g Edi I T} Delete |
Elf Cloze | ? Help |

Select the Insert Button and the Name of the user,
Password, and a Security profile for that user. In the
Security field you can use the F3 “hotkey” to access
the profiles and select which profile you want to
assign a particular user. F3 will bring up the pop up
list of profiles, departments, or groups to choose from.
Click OK.



If you fail to provide
Supervisor access to the
security functions for at

least one security profile
you will be unable to make
any additions or changes.
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# Adding a User Record |
UserLogin:  |Elizabeth
User Mame:  |Elizabeth Eaker
Paszsward: f o
Security; | supervisar
Department; ||:|513 Gru:uup:lc:lerin::al
Ernplayes Mum | 1
Hox | §ai | Hep |

Once you have entered the information into the
system a login box will appear the next time you enter
the program.

Payroll Login |

Lzer Mame:

Ime

Password: ||

H ok

ﬁlﬁ Cancel |

Chart of The Chart of Accounts will be automatically

Accounts

transferred if you have specified the directory that
General Ledger uses in Setup, System Data, in the
General Ledger program and in Payroll Manager.
This is for browsing only. A default chart of accounts
and departments is generated via conversion so a
General Ledger installation is not required for
account validation. A warning is displayed and the
program will use the local copy of the chart of
accounts if there is a version conflict problem.
Account numbers with wildcards will first try to pull
the fund number from the employee record. If no
fund is in the employee record then it will use the
Fund number of the cash account configured in the
system data.
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Arccounts

Account Codes
Account Tyupes
Chart of Accounts
Departrment Mames
Funds

Projects

Accounts

Go to Setup, Chart of Accounts, Accounts. You
may browse the accounts here. To make changes
press the Change Button.

# Accounts

Account Mumber |Accﬂun[ Endal

o 00000000 | TOTAL BECEVARLES | POSTAR S5ET
v 0011319000 | CASH GEM REY FUND | POSTABLE AS5SET

KIS |
L Inzert | ﬁl\ﬁghangnl ﬁ Delete |
v Addive X Disabled H Close | R Hep |

: Active accounts have a red checkmark beside them.
W Active

Dizabled  Disabled accounts have a red X beside them.

# Record Will Be Changed ]|
General |
— Azcount Definition
Account: Im
M arme: |TIZIT£—'«L RECEINVABLES
Code: |F'EIST.-'5«E LE ASSET =l
— Ophionz
™ Project Requied V¥ Asset [ Dizable

H (] Iﬁl‘_‘ Ear‘u:ell ? Help |
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Project Required Flag — check this to mark the
account as requiring a project.

Asset Flag — check this flag to mark it as an asset.

Disable Flag - check this flag to mark this as a
disabled account.

Account Codes
Go to Setup, Chart of Accounts, Account Codes.

# Account Codes

¥P
1
POSTABLE LIABILITY 2
POSTAELE REVENUE 3
POSTAELE EXFENSE 4
ASSETS 1
LIAEILITIES 2
REVENUES 3
EXPENSES 4
ASSETS BEGIN SUBTOTAL 1
LIAEILITY BEGIN SUETOTA 2

| ]
Insert | Qhangel Delate Close |

[

MO0 s O e B L) bSO

—_
— =

4

To edit or insert a new code press the appropriate
button. Fill in the Code, Name of the Account, and
Type of Account. Also check the function of this
Account code. Choose from Postable, Title, Begin,
Clear or End Subtotal.

# Update Account Code Ed |

Account Code |

—Descripioh—————— — Function
Code [ 1 | & Fosiahie
Name: [POSTABLE A55 " Title

i~ Begin Subtotal

Type I 'I
#F ' Clear Subtotal

= End Subtotal

ﬁ k. I m‘_' I:ar‘u:ell ? Help |
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Account Types
Go to Setup, Chart of Accounts, Account Types.

Press Insert, Change, or Delete to edit the information.

# Account Types E3
LIABILITY
REVEMLE
ExPEMSE
q 0
Inzert | Change I Delete Close |
Chart of Accounts

Go to Setup, Chart of Accounts, Chart of Accounts
to browse through the different accounts. You may
only select existing accounts when adding an account.
The accounts are transferred automatically from
General Ledger if you have the data path specified in
Setup, System Data, Data File Paths Tab.

A default chart of accounts and departments is
generated via conversion so a General Ledger
installation is not required for account validation.

# Chart of Accounts

Accolnts |

Account

001-0000-107.1000
001-0000-102.1000
001-0000-102.2000
001-0000-104.3000
001-0000-103.3000
001-0000-115.2000 _I
001-0000-125.1000
001-0000-129.9000
001-0000-131.1010
001-0000-131.4010
001-0000-131.4011
001-0000-131.9000 | CASH GEM REY FUND

1| I }lvl
S Inzert |\ﬁ Delete |

n Cloze | ‘? Help |
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Department Names

Go to Setup, Chart of Accounts, Department
Names. To insert new information press the Insert
Button. To edit, press the Edit Button.

# Browse Departments E3

By Department Murmber |

0521 |PUBLIC SAFETY

0522 (FIRE RESCUE

0536 WaTER/SEWER DEPT
0539 PHYSICAL EMYIROMNMENT
0571 |LIBRARY

0572 PARKS SPECIAL REVEMUE
0530/ NOM OPERATING

0531 TRANSFERS OUT

£ Inzert | 94 Edit I T} Delete |

ﬂl‘_‘ Cloze | ? Help |

Enter the department Number and the department
Name. Press OK.

# Changing a Dept Name x|
MNurmber: I_m
I arme; IADM|N|5TH.&T|VE

n aK I EI‘_' Cancell ‘? Help |

Funds
Go to Setup, Chart of Accounts, Funds. Press the
Insert, Change, or Delete Button to make changes.
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# Browse the Fund File

Fund Mumbers |

401 |'"WATER & SEWER OPERATING

KNI i3
£ Insertt | ﬁ%ghangwl ﬁ Delete |
n Cloze ? Help |
# Changing a Fund Record E2
Fund |
— Dezcription
Mumber: Iii“
Mame: |GENEF|.-‘-‘-.L FUMD
—Accounts

Payable; | 202.1000 Dizcount: | (00, 000
Encumb: | 0000000 [e To | 207 0000
Cazh: |1IZI1 1000 Due From: |131 0000

Balance: I 2711000 Type: | 1
n (1] 4 IE‘_’ Eancell ? Help |

Enter a Fund Number and a Name. Enter the
Accounts information (account numbers). Press OK
when finished.

Projects
Go to Setup, Chart of Accounts, Projects.

To add a project press the blue Plus Button in the
lower right hand corner. To edit press the Triangle
Button, to delete use the Minus Button. Fill out the
Project code, Name of the project, the date it is to be
Opened and the date to be Closed.
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Froject Mame |

General Improvement 8/22/200 I

Main Street Improvemen B/20/2001 I

K| b
A=

Close | Help |
Class Names
Pay Clazzes

Benefit Clazzes
Deduction Clazzes
Accrual Clazzes

Pay Classes
Go to Setup, Class names, Pay Classes.
# Browse the Pay Clasz File

By Name |Bygbbrev| Bygrderl

Hame

Holiday Pay
Sick Pay
Vacation Pay Yacatn Pay 2

KN 2
& T 3 Insert | ﬁ%gdit I \ﬁ Delete |

E‘_‘ Cloze |‘? Help |
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On the General Tab to add or edit a pay class press the
Insert or Edit Button. Add the full pay class Name for
use in descriptive texts, the abbreviated pay class
name for use in browse boxes and reports. Fill in the
related Accrual Class if this pay type uses accrued
leave. F3 will bring up a pop up box to choose from.
Enter the display Order for check stubs, reports, etc.

# Changing a PayClass Record x|

General | Pay Types I

Mame: Compensatary Pay

Abbr: |E0mp Pay
Accrual Clazs: I Comp T
Order: |3

n ak I m‘: Eancell ‘? Help |

On the Pay Types Tab you will find the pay types
listed. F3 brings up a list of accrual classes.

# Browse the Pay Type File x|
By Name |By3bblev| B_I,IDIEIEII
13 HOLE OWERTIME artMs 11_I
T19TH HOLIDAY HOL19 20
19TH SICK SIc19 22
T9TH WACATION WaC19 24
BEEREYEREMEMT LOUMGE BERLMG Kl
BEEREYERMEMT Pay BERPAY 27
BEREYERMEMT Py’ 19TH EBEFR14 an
COMMISSIONS COkAbd T
EXEMPT HOLIDAY Py ExPHOL 28
EXEMPT OVERTIME PaY ExPOVR 26
E<EMPT REG PaY ExPRAY 16
EXEMPT SICK PAY ExPSIC 17
EXEMPT WAL PAY ExPWAL 18;'
& T L Insert | g Edit I T} Delete |

El‘: Cloze | ? Help |

Benefit Classes
Go to Setup, Class Names, Benefit Classes.
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By Mame |B_l,l Abbrew I By Order I

hame

RETIREMENT 4014

& F & Insert | ﬁ%gdit I ﬁ Delete |

Abbrew

RETIRE

ﬁl‘_‘ Cloze |? Help |

# Changing a Benefit Class Record

General Benefitlypesl

Hame

n ak I m‘: Eancell ‘? Help |

Deduction Classes

Go to Setup, Class Names, Deduction Classes.

# Browse the Deduction Class File B2

By Narne |By abbre I By Ordler I

Falv S Insert | g Edit | T} Delete |

ﬁl‘; Cloze |? Help |
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# Changing a Deduction Class Record x|
General |Deducti0n Iypesl
Marme: F etirement Contribution
Abbr: [Conti |
Order: I‘I
B ok I m‘: Cancel | B Help |
# Changing a Deduction Class Record x|

General Deduction Types |

I ame Abbrey Order

n QK I m‘: Eancell ‘? Help |

Accrual Classes
Go to Setup, Class Names, Accrual Classes.

% Browse the Accrual Class File x|

By Name |By3bblev I By Crder I

Shbr Marne
L
Haliday
Sick
acati Wacation

& T o mset |[digEdt | T Dot |
El‘: Cloze |? Help |
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# Changing a Benefit Class Record x|
General |Ac:c:rua| Iypesl
Neme: [T
Abbr: |E0mpT
Order: |3
n ak I m‘: Eancell ‘? Help |
Name

Full accrual class name, for use in descriptive texts.

Abbr
Abbreviated accrual class name for use in browse
boxes and reports.

Order
Display order for check stubs, reports, etc.

# Changing a Benefit Class Record x|

General Accrual Types |

n ak I m‘: Eancell ‘? Help |

Go to Setup, Type Names. The first 6 types have
fields of information on the General Tab to fill out
that are repeats of each other with the exception of
Accrual which only has some of these fields.
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Bay Types
Benefit Types
Deduction Types
Accrual Typez
Deposzit Types
Tax Tupes
Job Titles
Employee Status Types
Employment Types
Wiork, Location Types
tarital Statuz Types
Bacial Cateqories
Justifization Types
EFT Banks

Repeated fields within these types:

Name
Full pay type name, for use in descriptive texts.

Abbrev
Abbreviated pay type name, for use in browse boxes
and reports.

# Adding a PayType Record

General Pay Table |

earz | Minimum Baze Pct b awirnuim |
$10.00 $20.00| 0.000 $100.00

A

n (] 4 IE‘_‘ Cancell ‘? Help |
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Class
Select Pay Class.

Use Table
Uses pay table.

Primary Pay
This is the primary pay source which will be affected
by vacation, sick, etc.

Pay Rate
Hourly rate to use in place of the employee’s standard
pay rate.

Multiplier
Amount by which to multiply the employee’s standard
pay rate.

Method
Regular, Special, Premium, Longevity, % of Gross.

Code “Y” Pay
Sum this pay type into the “Code Y “ W-2 box.

Enhance Pay
Summarize these wages to enhance the standard pay
rate.

Use Shift Code
Take current hours from Shift code if possible.

Due to the new method of Federal Withholding
calculation the Same Tax Bracket flag is not
necessary. Taxes SHOULD automatically increase
and or decrease in relation to the YTD amount of
taxes paid and the remaining pay periods in the year.

Frequency — place a checkmark in the field of your
choice, First, Second, Third, Fourth, Fifth, Last
Check, (employee hire) Anniversary or By Request.
These fields are when information below will be
computed and take effect next.
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Accounting has these additional fields:

Credit Account
Account number. Press F3 for a pop up list.

Credit Project
Project number. Press F3 for a pop up list.

Debit Account
Account number. Press F3 for a pop up list.

Debit Project
Project number. Press F3 for a pop up list.

By Period
Compute on the flagged periods.

Start Delay Days

Number of days to wait after hiring to start this pay.
This is the effective date to the file creation options,
allowing this field to default to the current system date
and be changed by the user. This changes the
Effective Date field in the NACHA Batch Control
Record.

Pay Types
Go to Setup, Type Names, Pay Types. Fill out the

fields of information on the General Tab. Pay Types
using a fixed amount of pay ( i.e. not based on hours )
can be defined and used. Any Default Transaction
with a value in the amount but no value in the hours
field will be calculated as a fixed amount, if a value (
other than zero ) is put in the hours field the amount
will be calculated based on the hours and current pay
rate.
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# Browse the Pay Type File
By Name |By Ahbrey I By Order |
E _I
19HOLE OVERTIME 11.0719 1
19TH HOLIDAY 20: HOL1S 20
19TH SICE 22:51C19 22
19TH VACATION 24:%aC19 24
BEREWEREMENT LOUNGE 31: BERLMNG kil
BEREWERMENT Py 27. BERPAY 27
BEREWERMENT P&y 19TH 30: BER19 a0
COMMISSIONS 7 COMM 7
EXEMPT HOLIDAY PAY 25: EXPHOL 25
EXEMPT OVERTIME PAY 26 EXPOVR 25
EXEMPT REG PAY 16 EXPPAY 16
EXEMPT SICK Pay 17, EXPSIC 17
EXEMPT VAL Pay 18: EXPVALC 18 =
& T Insert Az Edit 7 Delete
&)
m‘_' Cloge | ? Help |
Fill in these fields.

General |Pay Table |

Mame: |

Abbrey: | Elass'l [¥ Use Table [ Primany Pay

i~ Option:

Multiplier: I
Method I vl

™ Mon Cash Pap

PayFlate:I 4pplicable Taxes

w FIC& - SOCIAL SECUR
~ FIC& - SOCIAL SECUR (Er
v FICA - MEDICARE

| [T "Code " Pay
[” Enhance Pay
I™ Use Shift Code
1 ™ Same TaxBrz

— Frequency
™ All Checks

™ First Check ™ Second Check
™ Thid Check ™ Faurth Check
I™ Fiith Check [ Last Check
I~ Anniversay [ By Request

By Period: I

Accounting

Credit Account: I—
Credit Project: I—
Debit Account: I—
Dehit Project: I—

Start Delay [daps]: | 3:

n 0k IE‘: Eancell ‘? Help |

If Use Table is checked the table will display on a
secondary tab. Longevity Pay ( Pay Types using
Computation Tables ) can use the Fiscal year for
determining years of service. A check box on the table
tab will use the fiscal year instead of calendar year of
the employees hire date and current system date.
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# Changing a PayType Record
General Pay Table I
‘earz | Minimum Baze Pct b aimum |
$10.00 $10.00 2.000 $150.00
A=
¥ Use Fiscal ear
n ak Iﬁl‘: Cancell ? Help |

Print Pay Types

Go to Setup, Types Names, Print Pay Types. This
will provide a printout of the different pay types.
View a sample of this report!

Benefit Types
Go to Setup, Type Names, Benefit Types. Fill out

the fields of information on the General Tab.

# Browse the Benefit Type File

By MName |Byébbrev I By Order I

L5 BEREFIT :
RETIREMENT 4014 E: RETIRE =

& o nset |[IEdt | £ Delets |
E‘; Cloze |? Help |
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Please verify that the correct applicable taxes are
selected for both Deduction AND Benefit types.

General |
REE NS LIRANCE BEMEFIT
Abbrew: [1:INSEEN | Class: |
— Ophiong

AL I— Applicable Taxes
Vear Max: 0.00 FIC& - SDCIAL SECUR

FICA - SOCIAL SECUR [Emplayer]
" Percentage FICA - MEDICARE

[T/ CodeH [T Code Y FIC4 - MEDICARE [Emplaver]
™ Prorate ™ MonCash

—Frequency————————————— [~ Accounting

¥ Al Checks Credit Account: I‘IIJ‘I-2‘I?.23EIEI
[ First Check [ Second Check : .
Credit Project I
I Third Check T Fourth Check
™ Fifth Check [~ Last Check Debit Account:  [0.2531
™ Anniversary [~ By Request D ehit Project |

By Period: I tethod I ‘I
Start Delay [daps): I 3:

n 0K Iﬁl‘_‘ Cancell ‘? Help |

Print Benefit Types
Go to Setup, Type Names, Benefit Types. Sce a
sample of this report.

Deduction Types

Go to Setup, Type Names, Deduction Types. Fill
out the fields of information on the General Tab. See
a_sample of the report of the deduction types. To print
out a list of the deduction types go to Setup, Type
Names, Deduction Types, Print Deduction Types.
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# Browse the Deduction Type File

By MName |By5bbrev| ByDrderI

MName |
(401 LOAN #2 15; LOAN2 e
ADED 10 ADD 10
AFLAC ACCIDENT 21: AFLACC 21
AFLAC CAMCER 20 AFLCAN 20
AFLAC LIFE 23 AFLLIF 23
AFLAC PSTD 22 AFLPST 22
CHILD SUPPORT 13: CHILD 13
DEFERRELD COMP 457 8: DEFCOM a
DEMTAL HMO 4: DENTHM 4
DEMTAL PPO 5 DEMTPP 5
HEALTH EMPLOYEE DMLY 2 HLTHED 2
HEALTH INS + FAMLY 3 FAMIMNS 3
LIFE INSUR&MCE 9 LIFE EI;I
CR £ Inzert | gz Edit I &} Delete |

E‘; Clogze |? Help |

# Changing a Deduction Type Record B2
General |

Bbbres: |14 LOANT | Class:|
— Options

i L
mer | FED. \WITHHOLDING

Year Max: I 0.00 | L#FFICA - SOCIAL SECUR
™ Declining Balance : FICA - SOCIAL SECUR [Emplayer)
¥

FICA - MEDICARE
[ Percent [~ Prorate FICA - MEDICARE [Employer]
[~ Detered Comp

—Frequency———————————— ~ Accounting

V¥ Al Checks Credit Account: |‘|D1-21 F.2400

™ First Check ™ Secaond Check Credit Praject I—
™ Thid Check ™ Faurth Check
I~ FithCheck [ Last Check Debit Account: |

[ Anniversary [ By Request [rebit Project: I

By Period: I tethod I 'I
Start Delay [days): I 33

n 0K Im‘_‘ Eancell c? Help |

Accrual Types

Go to Setup, Type Names, Accrual Types. Accrual
types will stop accruing hours when the Max value set
in the Transaction has been reached. Fill out the fields
of information on the General Tab.
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# Browse the Accrual Type File x|

By Name |By3bblev I By Crder I

)
Haliday 20
Sick, Clags & A Sick 1
Sick, Clags B B: Sick 2
Yacation, Class & A2 Wacati 3
Yacation, Class B B: Wacati 4
Yacation, Clage C C: Wacati 7
Yacation, Clagz D D Wacati B
Yacation, Class E E: “acati 7
Yacation, Class F F: Wacati a
Yacation, Clasz G G: Wacati g
Yacation, Class H H: Yacati 10
Wacation, Class | I: W acati 11
Wacation, Class J J:Wacati 12 =
& T L Insert | g Edit I T} Delete |

El‘: Clogze |? Help |

# Changing an AccrualType Record

General |Accrua| Table I

Hame: [[EESRI

Abbresy: | Comp T Class: | [ Use Table

Frequency

[ Al Checks

[ First Check [ Second Check
™ Thid Check ™ Fourth Check
™ Fiith Check [ Last Check.
[~ Arwiversay [ By Fequest

By Period: I
Start Delay [days): I 3:

Year Max: 0.00

n ak Iﬁl‘; Cancell B Help I

On the Accrual Table Tab fill in the fields that are the
same, and also Year Max. This is the maximum
amount per year.
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# Changing an AccrualType Record
General Accrual Table |
Vears | Base | Bonus | bl awimum |
52
+am=

n k. Iﬁl‘: Cancell B Help |

Accrual tables in Payroll Manager are implemented
as ranges rather than an entry for each year of
employment. So an entry of 4 in the years column of
the first row will apply to employees employed for 0-4
years, an entry of 10 in first column of the second row
will apply to employees employed for 5-10 years etc.

Deposit Types
Go to Setup, Type Names, Deposit Types. Fill out

the fields of information on the General Tab. This
type does not require an account number.

# Browse the Deposit Type File

By Name |By3bbrev I By Order I

£y T & Inzert | Ifl?jﬁdit I ﬁ' Delete |
E‘; Cloze |? Help |
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Prorate the deduction amount for non standard

amounts.

Bank No.

Identity of the source bank.

Account No.
Bank account number.

City Account

Abbreviation of city bank name.

See what the other fields are for.

# Changing a Deposit Type Record

General |

REMERIDIRECT DEPO

abbr: |1B: DIR/CK

— Dptions
ArnaLint: " Prorate Bank Ma:
‘rear Max: 0.0a Acct Mo

Percentage ID.DUU ¥ Percent City Account IBank One VI

—Frequency————————— —Accounting

W 'éf” Leeie Credit Account:

" First Check [~ Second Check Credit Project

I™ Thid Check ™ Fourth Check _

I FithCheck [ LestCheck | | DebtAccount |

[ Anniversary [ By Request Drebit Project: |

By Period: I Method | vI

Start Delay: I 3:

B ok Imﬁ Cancell % Help |

Tax Types

Go to Setup, Type Names, Tax Types. Fill out the

fields of information on the General Tab.
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# Browse the TaxType File
Harne |Ahhrewatinn| Order |
FED. WITHHOLDING 1
FICAB FICA - MEDICARE 4
FICAB(R] | FICA - MEDICARE [Empl 5
FICA-A FICA - SOCIAL SECUR 2z
FICA-A[R] | FICA - SOCIAL SECUR [ 3
KN i
i & Insert | i Edit I & Delete |
Ek Cloze “? Help |
Up/Down Arrow Buttons
Press these buttons to move through the records.
# Changing a TaxType Record
Diefirition |Ta:-c Computation T able I
REURAFED I THHOLDING
~bbr: |1:WITHHL
— Optior:
v Use Table Percent: | 0.000 Eic M airnum: |
[T Ermplayer Paid — Year Max | 0.o0 Eiz Cutaff: |
Fica Cutaff: I Allowance: I $3.000.00
— Frequency Accounting—————————————————————
¥ &l Checks CreditAccount: [101217.0000 |
" First Check " Second Check Credit Project: l—
" Thid Check [~ Fourth Check _
I FithChesk T Last Check Debit Account:  [101-101.1500
™ Anniversany ™ By Request Debit Project: |
By Period: I Method I vl
n Ok Iﬁl‘: Cancell ? Help |
Employer Paid
Tax paid by employer.
Fica Cutoff

Fica is not assessed on wages over this limit.

Eic Maximum

Eic is not accumulated beyond this amount.

Eic Cutoff

Eic is not accumulated on wages over this limit.
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Allowance
Amount allowed for each exemption. In order for the
correct tax amounts to be calculated the Exemption
Allowance must be populated in the Tax Type used
for Federal Withholding, currently the exemption
allowance should be set to 3000.00 as per the 2002
Federal Tax Information. There is no known program
problem but there seems to be some confusion when
taxes are calculated incorrectly.

# Changing a TaxType Record E3

Diefinition  Tax Computation Table |

$8.550.00 $0.00
$23,650.00 $530.00 15.000
$64,820.00 $3.755.00 27.000
$142.350.00 $13.250.90 30.000
$308,750.00 $36,683.90 35.000
$0.00 $34.719.90 38600
$6.450.00 $0.00 0.000
$18,450.00 $0.00 10.000
$51.550.00 $1.200.00 15.000
$103,700.00 $6.165.00 27.000
$176.200.00 $21.865.50 30.000
$311,300.00 $41.995.50 35.000
$0.00 $89.280.50 38.600

KN 2
+Am

n QK Im‘: Cancell ? Help I

Job Titles
Go to Setup, Type Names, Job Titles.

# Browse the JobType File

By Hame | By &bbresiation |

Jab Tith |

Accounting kanager 2 Account J

Accounts Payable Clerk 28 Accoun

Accounts Receivabla Clerk 4 docount

Bartender 13: Barten

Building Maintenatce Sup. 12 Buildi

Calendar Coordinator 18: Calend

Clerk 5 Clerk.

Club Manager 14: Club M

Code Enforcement Officer 26: Code E

Community b anager 25 Commun

Coarmmunity Relations OF. 10 CammmLt

Cook 15: Cook

Crew Leader 20: Crew L j
B Inzert | 3 Edit I T Delete |

El‘_' Cloge | ? Help |
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# Changing a Job Title x|

General |
Job Title: 4. C. Tech/Mechanic

Abbreviation: IS: AL Te ™ Hide Personal rfamation

n QK I m‘: Eancell ‘? Help |

Enter the Job Title and the Abbreviation for the job
title. The Hide Information check box in the Job
Titles Update Form allows information to be hidden
from low level users for specific job descriptions e.g.
Policeman and Fireman etc.

Employee Status Types
Go to Setup, Type Names, Employee Status Types.

# Browsze Status Types E3

By Name | By Abbreviation I

FIRED 4 FIRED

x
IMACT B IMACT | %
Lav0FF 3 LAYOFF | x
auIT 2 QuIT ®

] | ol
& Inzert | 94 Edit I T} Delete |

ﬁl‘_‘ Cloge | ? Help |

# Changing a Status Type x|
General |
M ame: m

Abbreviation: |1:AETIVE Pay Flag
@ Yes O No
H ok I i3 Eancell ® Help |
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Enter the full descriptive Name and Abbreviation of
the status name. Check the Pay Flag which
determines whether or not this employee is allowed to
receive payment.

Employment Types
Go to Setup, Type Names, Employment Types.

# Browse Employment Types

By Name | By Abbreviation I

Mame

i FULL HEG 1: FLULL RE
FULL SEAS 2 FULL 5E
PART REG 3 PART RE
PART SEAS 4. PART SE

2 Inzert | 93 Edit I =} Delete |
m‘; Cloze | ? Help |

Enter the full descriptive Name of the employment
type and the Abbreviation.

# Changing an Employment Type x|

General |

Nore [N
Abbreviation: I‘I: FULL RE

n ak I m‘: Eancell ‘? Help |

Work Location Types
Go to Setup, Type Names, Work Location Types.
Enter the full Location name and the Abbreviation.
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# Browse Location Types B3

By Mame I By Abbreviation I

23 Inseit | 5 Edit I t} Delste |
EI‘: Cloze | ? Help |

# Changing a Location Type x|
General |

RN it Locatin) |

Abbreviation: IDefauIt
n ak I m‘: Eancell ‘? Help |

Marital Status Types
Go to Setup, Type Names, Marital Status Types.

# Browse the Marital Status File x|

By Mame | By sbbreviation |

Mame

M&RRIED

2 MARRIED
MARRIED/SINGL 7 MARRIED| S
OTHER % OTHER 3
SIMGLE 1: SINGLE 5
UNENOWN B UNENDW] M
WIDOWED 4WIDOWEL S

3 Insert | 93 Edit I T} Delete |
mﬁ Cloze | ? Help |
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# Changing a ManType Record x|
General |
Name: |0 voRcED)

Abbreviation: I 3 DIVORCE

Tax Table
% Single
' Married

Enter the full descriptive Name of the marital status
type. Fill in the Abbreviation. Choose from Single
or Married to determine which tax table to use for
federal withholding..

n ak I m‘: Eancell ‘? Help |

Racial Categories
Go to Setup, Type Names, Racial Categories.

# Browsze the Racial Category File x|
By Hame |B_l,l beleviationl
BLACK 2 BLALCK,
HISPANIC 3 HISPAHNI
ORIEMTAL 4 ORIEMNT A
WHITE 1:WHITE
[« | o
23 Insert | 3 Edit I = Delete |
Elf Cloze | ? Help |
# Changing a Racial Category x|
General |
Mame: A ERICAN INDIAN

Abbreviation: | 5: AMERICA

n ak I m‘: Eancell ‘? Help |

Enter the full descriptive Name of the racial category
and the Abbreviation.
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Justification Types

Go to Setup, Type Names, Justification Types.
Enter the full descriptive Reason/justification for this
change. Fill in the Abbreviation.

# Browse the Justification Type File x|

By Mame | By Abbreviation I

Feason

COLe 2 COLA

COLA/MERIT 5 COLAME
DISCIPLINE 4: DISCIPL
JOB CHAMGE 7J0B CHA
MERIT £ MERIT
PROMOTION 2 PROMOTI

23 Insert | 3 Edit I = Delete |
Elf Cloze | ? Help |

# Changing a JustType Record x|

General |
Reason: A NMLAL REVIE'W

Abbreviation: I 1 ANNUAL

n ak I m‘: Eancell ‘? Help |

EFT Banks

Go to Setup, Type Names, EFT Banks, Insert Button
to enter new banks. The EFT Banks menu item
allows configuration and maintenance of a virtually
infinite number of Electronic Fund Transfer ( via
NACHA File ) Banks, the bank from which funds are
transferred is determined via a drop down list when
the Deposit TYPE is defined. Employees similarly
have an indefinite number of accounts to which funds
are transferred and is determined by the account
numbers entered in the default transactions for the
employees deposits. Direct deposit (NACHA) file is
compatible with Sun Trust.



A Browse the ACH Bank Definitions B

ACH Bk Defiritions |

4 |
o et |[TFEdt | 7 Dekete |
n Close '? Help I
# Changing a ACHBanks Record
General |

Bank Mame: Hotville Recreat 55
Account: | 555555555
Imrmediate D estination: |555555555

FCH Destination:
FCH Sending Bank:

| Bank of America-Flor

| Hotville Recreat

Sequence; IC Seq Date: |1f"|33.-"2|:||:|1
n k. Im: Eancell '? Help |
Bank Name

Name of the bank that holds the account for the
Payroll program.

Account
Permanent account number for the funds.

Immediate Destination

Account number of the immediate destination of the
funds.

PCH Destination
Destination bank

PCH Sending Bank
Sending Bank
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Sequence
Sequence identifier

Sequence Date
Date of sequence

Go to Setup, System Data. Fill out the General Tab
with the following pieces of information:

Chart of Accounts
Name of the Account Set you want to use. There is a
drop down list.

Default Cash Account number
Number of the Cash account you want to use. Press
F3 or right click with your mouse for a pop-up list.

Fiscal Year Begins
The month that your fiscal year will begin with.

Accounting Period
The month that you will be working in.

# System File Will Be Changed B

General |Add|ess| D ata Paths | Uszer Defined Fia\dsl Check Farmat | Signatural

i~ Accounting Configuration i Paproll Canfiguration

Chart of Accounts |MASTEF| - System Date: | 1/410/03
Default Cash Account: m— Pay Period: 1 =
Fiscal Year Begins IDctober - Federal Tax= D: | 596000317

Configured O ptionz
¥ Timesheets

Areounting Period
|VM orith IJ anuary

x| vear | 2003 3

Intra-Fund Balancing——————————————— ¥ Shift Codes

@ None  Credi Accaunt: I— ™ Modify Balancing Accounts

© Gross ¥ Prorate

= Met Dedit ccount I V' Force fecounts to Expense Fund

Versior:  4.00B M

n ok Im‘_‘ Cancell B Help |

Intra Fund Balancing

This defines the 2 accounts you are working with.
Choose from None, Gross, or Net. Selecting Gross or
Net method of creating balancing entries and leaving
the Credit/Debit accounts will use the same
accounting methods as the legacy system but will not
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create the balancing transactions themselves. When
using the Balancing Accounts None Option , prorate
will allow you to get similar functionality to the
legacy DOS Payroll Manager . Also use the Force
Accounts to Expense Fund option in conjunction
with the Prorate option.

All transactions contain a credit account Due To
Account and debit account Due From Account field,
which hold the General Ledger account numbers to
be posted when the transaction is transferred. They
are not always used, such as in the case of leave
accrual transactions. Social Security (FICA) taxes are
a special case where there are actually two
transactions (one paid by employee, one paid by
employer) combined into one. Since this is not
consistent with the new design, when data is
converted from version 3, each such transaction will
be converted into two transactions, one for employee
and one for employer. This will result in four default
FICA transactions for each employee - two for
retirement and two for Medicare. This requires that
the two FICA tax categories be the second and

third taxes in the old system (#1 and #2). They will
not convert correctly otherwise.

System Date
This is the current system date.

Pay Period
Last Pay period that was computed.

Federal Tax ID:
A unique number assigned to employers and
companies for tax purposes.

Time Sheets

Check this if you want to use time sheets to filter
employees based on the department number specified
in the User setup.

Shift Codes
Codes for determining default hours worked this
period.
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Modify Balancing Accounts

Un-checking this flag will disable the building of Due
To/Due From accounts and use the accounts as
entered in the Due To Due From fields of the System
Data Form. Normally this is accomplished by entering
an account with a non-zero object ( the portion of the
account AFTER the decimal ), if however the literal
account to be used is indeed all zeroes after the
decimal the Modify Balancing Accounts flag can be
un-checked to override building internal accounts.
When using the Balancing Accounts None Option ,
prorate will get similar functionality to the legacy
DOS Payroll Manager. Also use the Force Accounts
to Expense Fund option in conjunction with the
Prorate option.

Prorate

The prorate flag allows automatic proration between
paying funds to be turned off; when turned off the
literal accounts entered in the transaction will be used
for their respective debits and credits.

Force Accounts to Expense Fund
See Modifying Balancing Accounts above.

On the Address Tab fill in the address of the
department that is using the Payroll Manager
program. Press OK if you are completely finished or
go the Data Paths Tab to fill in more information.

# System File Will Be Changed l
General Address |Dala Paths I User Defined FiEIdSI Check. Fnrrnall S\gnalurel
Addr
Line One (City Namel: [City of Haotville]

Line Twa [Department Mame): [Finance: Department

Line Three (Steet Address]: [204 Ash Street

Line Four [City, State, and Zipoode): [Hotville, FL 33333

Versio: 4.00BM B ok | G concel| @ ven |
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On the Data Paths Tab fill in the locations that the
data will be stored in for both internal data and data
from the General Ledger Manager program.

The fields shown in the general system data window
for the Payroll Manager data file path and General
Ledger data path are local for each workstation. This
allows faster operation when running payroll over a
slow network connection. In such installations a copy
of the programs should exist on the local workstation.
It also allows better support for peer to peer networks
that often have a different path to the same physical
location depending on how each workstation is set up.
The default for Payroll Manager's data path is blank
(data in same folder as programs). The standard hot
key (F3 or right click) may be used to open a file
dialog to locate the desired path. If the General
Ledger data path is displayed with a gray background
it means the current path is not valid (either the file
system.gl4 cannot be found or the format of the file is
invalid). Images can be drawn from the data path you
specify under Image File Path. Amounts will not be
accepted for transfer to General Ledger Manager
until a check is printed or Direct Deposit file is
created.

# System File Will Be Changed x|
General I tddress Data Paths |Qsa| Defined Fields I Check. Format I Slgnatulel
D ata File Path | Chimshars
General Ledger Path: |m:\ims\gl\
Image File Path: |E'\ims\pr
Werzion:  4.00BM n oK I m: Ceme] | 2 Help |

User Defined Fields are whatever you want to make
them. There are 24 fields that you can define. These
will appear on the Notes Tab under File, Employee,
Edit Button, Notes Tab and also in Setup, Employee
Defaults. They serve to provide extra information
about each employee.
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G Systom Fio Wil BoChanged |

General I Addrassl Data Paths User Defined Fields |Check Format | Signaturel

Tl 3 e s s |7 e e |w |m fi2 |13 ¢ e

Title: IEEIC EDDEI
Farmat: I
Justification: O Left € Center % Rlight

Version: 4 (0BM H ok | 5§ concel| @ Heb |

On the Check Format Tab there are 3 check formats
Letter Laser 1, Letter Laser 2 , Letter Laser 3
selecting Letter Laser 3 will result in Letter Laser 1
format checks being printed. You may Print the
Employee Address on the Check if you select that
option. Laser 2 and Laser 3 stubs allow the Employee
name and address to show in a 'Standard' window
envelope when tri-folded.

# System File Will Be Changed ||

General I Addressl Data Paths I User Defined Figlds  Check Farmat |Signalure|

Format

’7 Laser Letter 3
Tax Typ Accrual Cla
FedwH [FEDwWH =] Wacation I\.-'Ac o [ i
FICA & FICAAEE] = Sick IS\CK vl

FICA B FICABEE] = Personal ICDMP vl

¥ Piint Employee Addiess on Check [ Use Signature Image
™ Prirtt Both Sick and Personal

Version: 4.00EM B o< | I concel | @ Hep |

Letter Laser 1



:F““m [ ., Pl
[y - L itdiE
EE— ey ) =TT =T
Letter Laser 2
e e = e
“ Voo
Letter Laser 3

A Print Both Sick And Personal checkbox can be
found in the Laser Letter 3 format. Selecting the box
will allow printing 2 different accrual totals ( selected
via their respective dropdown lists ) separated by a '/'
in the personal/sick box of the check form.
Unchecking the box will result in ONLY the select in
the SICK drop down list being printed.
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The different Tax Types you want to use are
determined under Setup, Type Names, Tax Types.
The Accrual Classes are determined under Setup,
Class Names, Accrual Classes.

On the Signature Tab the check signature image files
can be used to include the check signature when
checks are printed. Currently the file MUST be named
sign.bmp and reside in the Payroll Manager folder.
Configure the placement of the signature; Horz and
Vert Pos are the position (in inches ) of where you
would like the image to print ; similarly Width and
height are in inches and are the respective dimensions
of the image or the size you would like it to print.

# System File Will Be Changed E
General | Addressl Data Paths | Uszer Defined Fieldsl Check Format  Signature |
- Postion————————————
Horz Pos: I m
Wert Pos: | 0.00
—Size
dicdth: 0.00
Height: I 0.00

Yersion: 4 00BM B ok | Ik concel | B He |
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New Employee Go to Setup, Employee Defaults. Defaults for new

employees can be created and maintained here.
Defaults Templates for new employees can be created which

will automatically populate fields in the employee
record ( including Default Transactions ). When
adding a new employee the user will be presented
with a list of templates to choose from, selecting an
item in the list will pre-populate the fields in the
employee record, closing the New Employee
Template Browse without selecting an item will
present the user with a blank employee record.

# Browse Mew Employee Templates

Templates |

K| 0
Inzert | LChange I Delete |

# Changing a NewEmp Record

General IUser Defined Fields | Diefault Transactions |

— Template Information
Abbr | ﬂﬂlﬂ] Description: | b ain template for all employees

P

— Frequency

-
I Diepartment IADM|N|STF|.QT|' Vl

" weekly ieud] 20.00

€ Bitweekly Pay Rate [10.5000 Emp Type [1FULLRE =]

" Semi-onthly Amount I— Location I vl

= donthly

Additional I
— Methad
& Houly Shift Code |
€ Salaried

Help | 0K I Cancel
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Frequency
How often new employees are paid, weekly, semi-
weekly, semi-monthly, monthly.

Method
Hourly wages or Salaried wages.

Pay, Hours
Total hours worked during this pay period.

Pay Rate
Standard rate at which the employee is paid: ex. ( per
hour) $12.00; (salaried - per month) $7200.00

Amount
Standard amount of total wages before additions for
this pay period.

Additional
Additional pay, intended for use with percentage pay
distributions on top of total wages.

Shift Code
Shift code for determining hours worked during this
period.

Department
Department Name. These are created under Setup,
Chart of Accounts, Department Names.

Emp. Type
Abbreviated description of the employment type.

Location
Abbreviated description of the location/building types.

On the User Defined Fields Tab enter the data that
belongs to the User Fields you defined under Setup,
System Data, User Defined Fields.
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General User Defined Fields I Default Transactions I

EEO Race m—
EEQ Occupation I— I—
EEOD Training I— Usger Flag 1 I—
Test Date [ UserFlag2
Spec Amaunt I— User Flag 3 I—
Union Code I— User Flag 4 I—
User Exempt I— Uszer Flag 5 I—
Pension Type |— UserFlag B I—
Ierit Date |— lser Flag 7 I—

I— Uszer Flag 8 I—

[ UserFlag®

|— User Flag 10 I—

On the Default Transactions Tab fill out the following
fields of information:

# Adding a MewTran Record E
Tranzaction |

Catzgamy "—E — Attributes
Credit Account I
Tupe I I :I

T Credit Praject I—
[ &l Checks Dehit Account I—
™ FirstCheck [ Second Check Dl Pt I
I~ Thid Check [~ Fourth Check Bark I
I Fifth Check [ Last Check Bank Account |
™ Arniversary [ By Request Account Type I jv
By Period I— Stalus: ) Iﬁ

Exemptions: ID—

Extra'withholding: [ |

Amount: I—

Pap Rate: Iw

Hours: I—DDD

ear Maw: I—DDD

Ok I Cancel |

Employee Default Accrual Transactions ( type Hrs in
the browse screen ) does not require account numbers.
It will include Credit and Debit accounts

ﬂ 44 « » »» » VCR Buttons
These function similar to those on a VCR. First

record, previous 10 records, last record, next record,
10 records ahead, last record employee.
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Category
Choose from Pay, Benefit, Deduction, Tax, Accrual,
or Deposit.

Type

The list of default transactions for an employee listed
on the Employee Update Form is sorted by
Transaction Type.

Frequency — place a checkmark in the field of your
choice, First, Second, Third, Fourth, Fifth, Last
Check, (employee hire) Anniversary or By Request.
These fields are when information below will be
computed and take effect next.

By Period
Specify which periods to compute on.

In the Attributes Column

Credit Account
Account number. Press F3 for a pop up list.

Credit Project
Project number. Press F3 for a pop up list.

Debit Account
Account number. Press F3 for a pop up list.

Debit Project
Project number. Press F3 for a pop up list.

Bank
Destination Bank for Direct Deposit

Bank Account
Destination Account number for Direct Deposit

Account Type
Checking or Savings



Change Pay
Period
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Status
Pending, Approved, or Dormant

Exemptions
Number of exemptions to allow when computing tax

Extra Witholding
Extra Witholding amount

Amount
Value of wages affected by this transaction

Pay rate
This transaction’s hourly rate of pay

Hours
Number of working hours summed into this
transaction

Year Max
Maximum amount per year

Default transactions with no Expense Account
require a department number to be added. For proper
departmental breakdown reporting the Department
numbers must be added to the default transactions.

Go to Setup, Change Pay Period. Fill in the Period,
Date, Month, and Year. Update System File may
also be checked if you like.

# Change Pay Period

|
—Pap Perod———————
Ok
Feriod = 4|
Cloze
Date IDBHE?;’EDDE _I

— Accaunting

hd onith I g
ear | 2002

[ Update System File
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Go to Setup, System Data on the General Tab in the
Configured Options box to make sure the Time
Sheets checkbox is checked. Then you will find
Time sheets under File, Time Sheets. Time sheets
are a licensed item and must be configured in the
license file. It will filter employees based on the
department number specified in the User setup. On
the employee record itself there is a checkbox Use
Time Sheets on the Standard Transaction Tab.

Check this tab for each employee that will be
submitting time sheets. The only pay types available
for the entering time in a timesheet are those found in
the employees default transactions. For sick and
vacation hours etc. the employee MUST have a
default transaction for those pay types. This is
required for the proper assignment of account
numbers when transactions are generated. You may
use the mouse to right click and insert, change, or
delete Time Sheet hour entries.

If the box is checked another check box will appear,
the Departmental Approval Required option will
require time to be approved by the department
supervisor before they are accepted in transactions (
either manual or automatic ).

Entering time sheets is done via the File, Time Sheets
menu item. A calendar will be displayed Days
considered in the current Pay Period will have a Blue
header, Days in previous pay periods will have a red
header and will be display only , no updating will be
allowed. Days in a future pay period will have a
purple header ( again no updating will be allowed ).
Employees using Timesheets may not attempt to
adjust regular hours based on vac and sick hours.

The calculation for the beginning and ending date has
been fixed and standardized for time sheet entry and
reporting and transaction entry. The date range is
calculated as follows:
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If there is no Paid Thru Date in the employee record
then the date is calculated using the current system
date.

Ending Date = System Date

Beginning Date = System Date - (Number of Days in
Frequency - 1)

If however there IS a Paid Thru Date in the Employee
record then the date is calculated using that date.

Beginning Date = Employee Paid Thru Date + 1
Ending Date = Beginning Date + (Number of Days in
Frequency - 1)

where Number of Days in Frequency is 7 for weekly ,
14 for Bi-Weekly , 15 for Semi-Monthly and 30 for
monthly.

# Friday. January 3. 2003 | %]
AMBER L Easterecy | Hours Entered 72.00
Sunda honda

.00 00 Hr
EGLILAR 8 i) EGULAR 5 an EGLILAR 8 i) EGULAH 300 R
SICK 300

EGLILAR SDD EGULAR BDD EGLILAR SDD -

The Approve Button

The current pay period is calculated from the
employees Paid Thru date thru Paid Thru Date plus
the number of days in the employees pay period.
Hitting the Insert Key on an available day will allow
you to add hours to that day. Highlighting hours and
hitting the delete key will delete the highlighted hours
from that day. And hitting the enter key (or double
clicking ) on a row will allow you to update the hours.



61
The total number of hours entered for the period will
be displayed on the top of the form. A warning is now
displayed for hours applied to accrued hours
(Vacation , Sick etc ) if the employee enters hours that
would be more than the currently accrued value.

General |
Pay Type [N ~ |
Haurs: .00

n k. Iﬁl‘_‘ Eancell ? Help |

Each user needs to have an Employee number
associated with their user id, this is done on the
Change a User Record form under Setup, Security,
Users. This user id to employee number link allows
users to actually enter their time sheets, and ONLY
their timesheets. If an employee number is not
assigned to a user id then the Time Sheets menu item
has no effect. Access to employees via the Browse
Time Sheet form is controlled by the Users group
setup in Security. This will allow a single user access
to multiple Departments for Time Sheet approval.

# Browse Department Supervizors x|

Department Supervisors |

Hum | D epartment Supervisor

e

]| i
Inzert | Qhangel Delete |

Cloze | Help |

Similar to the User setup a Department supervisor
must be set up for each department using time sheets.
This is done through the Time Sheets, Browse
Department Supervisors.
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When a supervisor views time sheets only time sheets
for which they are a supervisor will be available to
approve or update.

# Adding a DepSuper Record

General |

— Department
| 0513 |ADMINISTH£‘«TIUE

— Superizor

[ HE [ELZAEETH C. ALWAYS

| ] I Cancel

Print Time Sheets Report

Go to Time Sheets, Print Time Sheets Report. This
report will show the hours and status for employees
using time sheets. This includes a list of pay types
and associated hours. It is limited to Active
employees , i.e. Employees whose status' Pay Flag is
setto Yes. See a sample of this report.

Time S5heets Report |

— Proceszing Order "
i Employes Mumber

Lo |
" Emploves Mame Cloze |

" Dept. Mumber/Emploves Mumber

i Dept. Mumber/Emplogee M ame
™ Social Securty Mumber

— Processing A ange
Starting Emp # | 1
Ending Emp # | 97

Period BeginDate | 12/01./01

" Date Range




Day-to-Day Use

Employee 63
Transactions 74
Pay
Compute Pay
Uncompute Pay
Pay Checks
Utilities
Reports
Print Preview

A ENEENEEN|
>IN

SR
W | =

Employee Go to File, Employees. When the window is first
opened only employees with no termination date will
be displayed. If any employees have a status without
the pay flag set, the employee will be displayed in red.
If the Show Terminated Employees checkbox at the
bottom of the window is checked, all employees will
be displayed, and terminated ones will be shown with
a gray background. Note that an inactive employee
(one that receives no pay but is not terminated) is an
unusual condition, thus the display in red.

# Browse the Employee File
By Murnber |Ey Ngmel By Social Securil_ul By Department |
Muriber
2|ELKE M. BAKERY 1111 GENESEE AVE.
3|ELIZABETH C. ALWAY'S 222 FRANGI PANI DR [23-26-7022 | 0581
4|MARIE E. ANYTHING F333KELLY DR. 166-30-5326 | 0581
5|ELIZABETH BEANFLANT 444 MARLIN CIR 063281363 | 0581
E|'WALTER . BERRY 555 FRANGI PANI 437031570 | 0581
7|JOSEPH BATHWATER B66 CHEROKEE CT. 107-20-3312 | 0513
8|DONALD E. BRADYELINCH F77 FLEMING GRANT RD. 297-48-7253 0533
3|PALUL R. BURMBABYELIRM 8388 CRANEERRY RD. 334-64-1796 0572
10|MARGARET ANN BOWTIE 9333 BAREFOOT CIRCLE 254-08-7412 | 0580
11|STEPHEM BREWERY 123 REDBUD DR. 110-30-521% | 0522
12|JOHN M. CONVICT 456 CYPRESS 5T 116-24-8316 | 0521
13(JOSEPH L CHRISTMAS 783, PAPATA CIR 053-28-0228 | D536
14|ROBERT T. DOGEONE 100 FALCOMER 5T, MW/ 219-26-7585 | D580
15|ROSEMARIE F. ENGLISH 200°WATERWAY DR 110321991 | 0539
16(MICHAEL D. EMGLISH 300 TARPON DR 048-42-6009 | 0581
17|FRANCESCA A FORTUNATE | 4000 BANMOCEK, 5T, 024-23-1085 0513
18|DAVID ). FREEFOOD 500 CALABRIA AVE. SE 037-32-3895 | 0521 |*
Employee Mumber. I o4 Insert | ‘ﬁ Delete |

™ Shaw Terminated Employees EI: Claze @ Help |
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Normally an inactive employee will have a
termination date and will be displayed with a gray
background. Inactive employees will be converted,
and the negative employee numbers translated to a
different number. all of these inactive employees will
have five digit employee numbers. You may
renumber any employee in the new version as long as
the number is unique. You may also use alphabetic
employee numbers, although mixing them is not
recommended.

On the General Tab fill in the fields. Some of these
are self explanatory.

# Employee 1 CONNIE L. WAITFORME ]
General |Eersona| | Hotes | Standard Transactions | Transaction History |

Employes Number: [ [N Fund [101 | Department[0513 [SDMINISTRATIVE
[COMNIE L [WAITFORME
In Care OF [

First Marne:

Number: 0] [BO% 13333 T EpiSuite)

ity [W. MELEOURNE [FC [z 053
Parcel l— Location: W
Status [TACTWE | HieDate: [12/31/1396 | TerminationDate: [ |

Emplopment [1:FULLRE

JJob, Wage History: | Edit Diate | 01d Valug
A 1.470.4000

Job Title: [1.5. Manager

Hew Yalus
1.514.5200

H <44 » 0 p

[= I | R Hep |

YCR Buttons

These function similar to those on a VCR. First
record, previous 10 records, last record, next record,
10 records ahead, last record employee.

Employee Number
The number you are assigned as an employee.

Fund
Fund identification number. Press F3 for a pop up list
of funds.

Department
Department identification number.

First Name
Self explanatory
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In Care Of
Self explanatory

Number
Lot or street number

City
City name

Parcel
Parcel or platt number for this property

Location
Abbreviated location for this location/building

Status
Abbreviated description of this employment status

Hire Date
When this employee was hired

Termination Date
When this employee was removed from the active
payroll

Employment
Abbreviated description of this employment type

Job Title
Full description of this job title

Job Wage History

Job history will sort by date in descending order so
that the most recent activity is visible.

On the Personal Tab fill in the fields of information.
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You may import digital images of employees or of
anything else that you want to view that pertains to
them. Use the Import Photo button you find on this
tab. It will let you select the directory where you store
the photos. Select the photo and it will be imported.
It will also let you replace the current photo with
another using the same steps.

# Adding an Employee B
General Personal Iﬂoteslﬁlandard Transact\onslllansaclion H\sloryl
Sacial Security 123-45-6783 Birthday: 01/01/2002
Race: Marital Status: [DIV
Gender  Mae & Female
Diiver License: [ [
Fhone Numbers: [ por Elersion [dotes :
L
hys
Contacts: Hame Humber Notes |
L P
ok @ b B b B ook | Gk s | ® Hen |
Choose File to Import 7] x|
Lok ir: | 3l Pr -l & & el [mE|
checkl.jpz
|87 checkz, ipg

@check&jpg

File: name: || Open

Filez of tnpe: IJF'eg j Cancel |

7

On the Standard Transactions Tab fill out the
Category is the Class Name designation. When
entering account numbers for the Category
Pay/Ded/Ben/Tax Types a "*' wild card is allowed for
all or any part of the account number. When a
transaction is added to an employee the respective
parts are populated using the employees information.
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If a part of the number account is populated the "*'s
will remain in the account number and it will fail
validation until the user changes the '*'s to a valid
number. After accepting transactions the program
will re-display the transactions just entered, the title
will change to Previous Transactions. Negative
values will be accepted.

You may add Accrued hours with the VCR Buttons in
the upper right hand corner of the screen. When you
change previously accepted transactions no attempt
will be made to modify hours when adding/changing
sick, vacation time etc. 'Default transactions' will still
try to automatically adjust primary hours.

# Employee 1 CONNIE L. WAITFORME %]

General | Personal | Motes Standard Transactions |Iransat:liun Hislnw|

Frequency "Methud—‘ Hour Field: G0.00 | Paid Throughe [10/21/2002 | Acciued Leave: oA mm

O Weekly C Houl |PayRate: [~ 189975 NoPapBefoe [
@ Biweskld || & Solaried | pay §1514.52

" Semi-monthly
3 239,377.62 | [Iv| Use Time Sheet:
 Monty Shitt l_ Annuak k3 ¥ Use Time Sheets

Additionat, | ™ Department &pproval Req.

Standard Transactions: o A wm

Credit Account
00oo 101-101.1500

101-217.2400

M« H ok | ke | 2 b |

Frequency
How often new employees are paid, weekly, semi-
weekly, semi-monthly, monthly.

Method
Hourly, Salaried, or Premium (Pay Rate * Multiplier)
wages.

Hour Field
Total hours worked during this pay period.

Pay Rate
Standard rate at which the employee is paid: ex. ( per
hour) $12.00; (salaried - per month) $7200.00



68
Pay
Standard wages for one period’s work.

Additional
Additional pay, intended for use with percentage pay
distributions on top of total wages.

Paid Through

Ending date for the employee’s most recent pay. For
employees with no Paid Through date ( e.g. A new
install ) the beginning date for the pay period for time
sheet entry will be calculated as (System Date - Pay
Freq) Days.

No Pay Before
No more wages may be computed prior to this date.

To add a new transaction press the blue Plus Button.
All categories include the following fields to fill out:

Use Time Sheets
Use hours from time sheets for this employee.

Department Approval Required
Department approval is required for processing
paperwork on this employee.

Double clicking on an entry in the Standard
Transactions Box will bring up fields to fill in for
editing. Or use the VCR buttons to insert or delete
new information.

Frequency — place a checkmark in the field of your
choice, First, Second, Third, Fourth, Fifth, Last
Check, Anniversary or By Request.

The Pay category has these additional fields:

Credit Account
Account number to which funds will be credited.

Credit Project
Project number to which funds will be credited.
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Debit Account
Account number from which funds will be debited

Debit Project
Project number from which funds will be debited.

Department
Department identification number.

Amount
Value of wages affected by this transaction.

Pay Rate
This transaction’s hourly rate of pay.

Hours
Number of working hours summed into this
transaction.

Year Max
Percent of wages affected by this transaction..

Trangaction |
Categoy [Fay v  -Atibute
Tupe: = Credtdccount: [
Frequency————————————— Credit Project:

¥ AllChecks Debit Account: 0.1-22 - .
™ First Check I Second Check| | Debit Project: I—
[~ Third Check I Fourth Check Department: IW
[ Fifth Check [ Last Check Amount:
[ Arniversany [ By Reguest Pay Rate:
By Periad: I | Haours:

ear Max
™ FixedValue
™ Percent

1] I Cancel | Help I

Under Type you will find the Pay Types designated.
Under the Benefits category find the benefit types
fields. All of the Types are found under Setup, Type
Names.
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Credit Account

Account number — see above.

Credit Project

Project number — see above.

Debit Account

Account number — see above.

Debit Project

Project number — see above.

Department

Department identification number.

Amount

Value of wages affected by this transaction.

Year Max

Percent of wages affected by this transaction..

# Transaction Will Be Added

Trangaction |

Categony:  |Bencfit - — Abtribute:

Type: Credit Account: 101-217.2300

Frzauzmay Credit Project:

¥ Al Checks Debit Account: |U_2-31 -

™ Fitst Check T Second Check| | Debit Project:

I™ Third Check [~ Fouth Check || Department: [031

I Fifth Check [ Last Check Amount:

™ &nniversay [ By Request ‘rear Max

By Period: I

™ Fired Valus

I Percent

Ok I Cancel Help

Deduction

Has the same categories as Benefit.




1071-217.2300

r
C
C
(m

Under the Tax category find the same fields as
Benefit and Deduction with the addition of :

Extra Withholding — number of exemptions to
allows when computing tax.

# Transaction Will Be Added

101-217.0000
|
1011011500
.

00ao

[ R i Y
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Accrual

# Transaction Will Be Added

T —|
ck =]

u
(m
u
u

M!!!!

Deposits

# Transaction Will Be Added

.
.

[Checking =]
Fendra =]
|
I

[ R i Y

-
r
r
-
[
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On the Transaction History Tab you may view the
transactions associated with this employee.

# Employee 14 ROBERT T. DDGBONE

General I Personal I Maotes I Standard Transactions  Iransaction History |

Transactiors:

o i
Exception  [D8/30/2002
Exception  |08/30/2002
Exception  |08/30/2002
Exception 08/30/2002
| Ewception  |08/30/2002 A
Tax |4 FICAB[  |[Exception |08/30/2002 0.00 $10.70 Summary:
Tupe Hours Amount
Pay 60.00 760.00
Benefits 57 69
D eductions 4293
Tanes 60.00 16050
theciuals
D eposits
MNet Pay 7737
Period: |Pay Period - SE|EC“|m

H ok | o | 2 Hep |

E The yellow Question Mark Button will bring a pop up
list of color codes.

£ Color C...

BECONCILED
YOIDED
DEPOSIT
OFF LINE

A check register will be created from the employee
history file rather than the old check register,

because checks were deleted when reconciled in the
old system. There will be no amounts on the
converted checks because this was available only from
the old check register. All direct deposits

will be added to the check register also, indexed by
the tracking number.

Accrued Leave
On the Standard transaction Tab this will display
negative or positive leave amounts.
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Acciued Leave: 0 L we

Bhbbr | Hours

AL 234.45
20354

Note: Both Accrual Types and Pay Types must be
configured properly. Pay Types need a Pay Class that
has an Accrual Class and this tells you which Accrual
to Draw Hours FROM , similarly the Accrual Types
(Hrs Transactions ) need an Accrual Class to put hours
INTO. Hours accrued during the current pay period (
after compute ) are reflected in the summary list on
the employee screen. Also accrued hours print on Pay
Checks.

Go to File, Transactions. Transactions will find
Timesheets for employees with no Paid Thru date.
Transactions will use percentages and flat amounts
defined in the type definition if no amount has been
entered in the default transaction. It will show Credit
And Debit Accounts instead of expense and liability
accounts.

In both Manual and Automatic transactions entry you
may specify the '"Process By Request Transactions'
check .

Automatic processing
Default hours will now be correctly added if Use

Defaults is selected for an employee with the Time
Sheets required flag yet no timesheets have been
entered.
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Tranzaction Options

— Frequency — Pracessing Order
i wisekly % Employes Mumber .
nzE |
" Bitweekly " Employes Name
" Semi-Manthly & Diept Murn/E mp Murn
" Monthly  Dept Murn/E rmp Marne
™ Social Security
F'ru:u:fassmg R ange Shit] Howrs |
Starting Emp # I A1 0 B0.00
Ending Emp # 495 E Eggg
M R0Lan

¥ Process 'By Request' Tranzactions

Manual processing

Manual transaction entry is a What you See is What
you Get process. Once the set of transactions has
been accepted the employee is considered completed
for that pay period and will be skipped if

Automatic Processing is done, to alter a transaction
you must use the Manual Processing option. Manual
transactions can be viewed and modified without
having to delete a check from the check

register. The check MUST however be voided.

# MWanual Transaction Entry Options E1
Processing Order —ProcessingRange———————————————— R I
' Employes Number Stating Emp # | = — I
' Employes Name EndrogEmp# [ 39
€ Dept MumEmp Mum Shift] Hours |

— Frequency ) 50,00

" Diept Num/Emp Name 5 Weekly ' Biweskly B gggg

" Social Security  Semitonthly ¢ Monthly D 50,00
™ Process By Request’ Transactions

Process ‘By Request’ Transactions
When checked this specifies when “by request”
transactions should be included in the processing.
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# Default Transactions

Gross Pap:[ 100000 Net Pay [Before Tax] 0.00

137 - Sapp, Ronaid |

Dept [1100 | SEM [265907954
Type Abbr Hours Pay Rate Amount Credit Account Debit Account Iﬂ
IPay REGULAR 12,500 1,000.001007-100.0000 001-1100-511.1100
Deduction |POSEP 0.0 181.040001-222 4000 001-100.0000
ITan FEDwH 0. 0.00001-217.0000 001-100.0000
Tan FICAAEE] 0.0 0.00001-217.2001 001-100.0000
LES FICAAER) 0.0 0.00001-217.2001 001-1100-511.2100
ITan FICAB(EE] 0. 0.00001-217.2002 001-100.0000
ITan FICAB(ER] 0o 0.00007-217.2002 001-1100-817.2100
" Accept e nsert mm Delete

44 Previous | B Next | ] Giote | Ik Close | B Help |

Move to previous employee.
Move to next employee.
Insert an entry.

Delete this entry.

The Goto Button

This button allows you to type in some parameters and
go directly to that entry.

Press the Accept Button and the items accepted will
be highlighted yellow when viewing/modifying
previously accepted transactions. when viewing un-
accepted ( default ) transactions the list box will
remain white.

4 Accepted Transactions B
137 - Sapp, Flanald | Grose Paw [ 1.000.00 Met Pay [Before Taw] 819.96

Dept {1100 | 55N |265907954
Type Abbi Hours Pay Rate Amount] Credit Account [ Debit Account Iil
Pay REGULAR 20.00] 12500 1.000.00007-100.0000 001-1100-511.1100
Deduction |POSE P 0.0 161.04001-222. 4000 001-100.0000
Tax FEDWH 75.0 0.00001-217.0000 001-100.0000
Tax FICAAEE) 0.0 0.00001-217, 2001 001-100.0000
Tax FICAAER) il 0.00001-217. 2001 001-1100-511.2100
Tax FICAB[EE] 0. 0.00001-217. 2002 001-100.0000
Tax FICABER] 0.0 0.00001-217. 2002 001-1100-511.2100
+  hoccept & Insert | m Delete

44 Previous I B et | ttu| Gate | Qi Close | R Hep
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Once the Transactions are computer the entries will

appear red.
i amacions comuod o0y @
- Rainey Gr.. Dexter I Giross Pay 641,77 Met Pay [Before Tax] 1.404.11

Dept 3400 | S5M [262577238 Accrued 0.00

Amount] Credit Account Debit Account

<4 Previous | » Nest ofu| Gato Mml

Pay Compute Pay
Go to File, Compute Pay. Although itis NOT

encouraged , duplicate pay transactions with only
differing Pay Rates will compute.

Compute Pay Procezzing Options |

— Proceszsing Order

& Employes Mumber Iil
_Clse |

' Employes Mame Cloze
i Dept. Mumber/Emplogee Mumber

" Dept. Mumber/E mployes Name
" Social Security Mumber

— Proceszing A ange
Starting Emp # | 1
Ending Emp # | 97

¥ Recompute Previous Tranzactions

Check the Recompute Previous Transactions box if
you want to include prior transactions.
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Proessing Records |
[

13% Complete

10BOWTIE, MARGARET AMM - Cornputed

Use the Cancel Button to bail out early and not have
to answer each confirmation in case bad range was
entered.

Uncompute Pay

Go to File, Uncompute Pay. An uncompute
employee pay process allows you to uncompute
current transactions and delete transactions
entered/computed in error. If a check is printed the
check must be VOID before attempting to
uncompute/delete transactions. The Paid-Thru date
will now only be changed when transactions are
actually uncomputed.

Uncompute Pap Procezzing Options

— Procezsing Orde
& Enplaee i = E
" Employee Mame Cloze |

i~ Dept. Mumber/Employes Mumber
" Dept. Number/E mployes Mame
" Social Security Mumber

— Proceszing Range
Starting Emp # | 5120
Ending Emp # | 5722

[ Delete Tranzactions

Delete Transaction is an option to delete the
transactions after they have been processed.
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Pay Checks

Go to File, Pay Checks. Choose from the following:

Print checks

Go to File, Pay Checks, Print Checks. Direct
deposits display on the employee pay check. See
Setup, System Data for check signatures.

#+ Check Printing Options

— Processing Order
% Employee Mumber

' Employes Name
" Dept Mum/Emp Mum
' Dept Murm/E mp Mame

' Social Security

— Processing Range

Starting Employee I 1
Ending Employes I 95

\ Cancel |

— Pracessing Dptiohs
¥ Skip Checks with Zero Pay

Check Murmber | 1244

See a sample of the information on the checks.

Print Pay Stubs

Go to File, Pay Checks, Print Pay Stubs. You may
print pay stubs for direct deposits. See a sample of the
pay stubs. Pay Stubs allow a maximum value of up to
9999.99. You may skip stubs with Zero Pay.

Pracessing Order
& Employes Humber

' Employee Mame

— Processing Range

Starting Employee I [
Ending Employee | I

# Pay Stub Printing Options x|

Cancel |

£ Dept Nurm/Emp Num  Pracessing Optians Farmi Type
" Dept Mum/Emp Mame || [ Skip Stubs with Zero Pay (% Plain Paper
 Propi
€ Social Security Fre-Printed
Make Deposits
Go to File, Pay Checks, Make Deposits.
# ACH File Creation Options
File Order File Range
] Starting Emp # I 1 Run
" Employee Mame . Ending Emp # I 35 Cancel |
 Dept Mum/Emp Mum Bank: |Bank Tne =

& Dept Mum/Emp Mame
 Social Security

File Mame [AUXFILE DAT




Offline Check |
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Print Offline Checks

Go to File, Paychecks, Offline Checks. Select an
employee for whom you want to print the check.
Press the Offline Check Button.

# Offline Checks
Employee Murber |Hame | Social Security |
Humber Full Name Aymount
Ki 2
Offline Check

]l‘_: Close | ? Help |

Reconcile Checks

Go to File, Pay Checks, Reconcile Checks. Voiding
and reconciling checks allows the selection of a range
of checks to process. Clicking on a row and hitting
the Begin Range Button will start a selection , and
hitting the button again changes it to End Range.
Clicking the End Range Button will end the range and
change the button to Clear Range. If a range is
selected and either the Void or Reconcile Button is
clicked, all checks in the range will be processed.

# Browse the CheckReg File

Check Register |

Check Num

[ Begin Range I

A TER CONRIE L
AKERY, ELKE M
ANYTHING, MARIE E
BOWTIE, MARGARET ANN
ENGLISH, ROSEMARIE F
FORTUNATE, FRANCESCA A
HERMDON, BECKY L.
HOLOBAUGH. ROGER
12/21/2001 | INGARDIA, PAUL
1242142001 | KOEHLER, LESSIE M
01/04/2002 | ANYTHING, MARIE E.
01/0442002| HERWDON, BECKY L
01/04/2002| PARKER. JULIA E.

1242142001
12/21/2001
12/21/2001
12422001
12/21/2001
1242142000
12/21/2001

Check Amount

i
3] Undo | x Yoid Recancile

Check Num: I ¥ Show Reconciled [ Show Yoided

EE Clase: B Help
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[B* Eegin Flange Begin Range Button and End Range Button lets you
select a range of employee checks to reconcile.

¥ Yaoid Press this to void the entry.
Reconcile | Press this to reconcile the entry.
Check Register |
@ Reconcile Check 27

Check Reqgister E |

@‘Juid Check 27

Utilities Re-Order Tax Types

Batch Update Default Tranzactions
Change Paid Thru Date
Merge Default Tranzaction Accounts into Current Tranzsactions

Reorder Tax Types

Go to Utilities, Reorder Tax Types. Customers
using custom conversion programs ( i.e. NOT
converting from IMS Dos PR ) should use the Re-
Order Tax Types function if Applicables taxes are not
being displayed on Pay/Ded/ben type setup.
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Batch Update Default Transactions
Go to Utilities, Batch Update Default Transactions.

# Batch Update Default Transactions ]
Function _ Attribu
) IS © Delete ‘ i [ C1Ce ]
D oo P 0 o
‘s Emp:nyee :uth' Debit Account:  [001 -5+ 3500 r
mployes Hame
" Dept, Number/Emplaves Number Debit Project: [0 r
€ Dept. Number/Employee Mame: Department 0000 r
 Social Secuity Number Amaunt: |
—ProcessingRange———————————— Pay Rate: m
Starting Emp # ] | Hours: -
Erding Emp B 435 et Maw: -
i~ Transaction
Categary IPay |:I
Type  [aUTOALL [=]
i~ Frequenc;
[V &l Checks

I” First Cheok ™ Swoond Check.
™ ThidCheck T Fourth Check
I FifthCheck I Last Check Check the box next to each field you would like
B ey R Bt to be changed for all employees

Fill out the Function, Processing Order, Range,
Transaction, Frequency, and Attributes.

Change Paid Thru Date

Go to Utility, Change Paid Thru Date. This utility
will o change or reset the Paid Thru date on employee
due to all of the testing being done.

Change Paid Thru Date |
— Procezsing Order
k. I

= Employee Mame Cloze
= Dept. Mumber/E mployee Mumber

= Dept. Mumber/Employes Mame
= Social Security Mumber

— Procezsing Range
Starting Emp # | 51
Ending Emp # S

[ Reset Paid Thiu Date ta Zera [Mone]
Mew Paid Thiu Date: |




Use this utility
with extreme
caution.
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Merge Default Account transactions into Current
Transactions.

Go to Utility, Merge Default Account.... This will
merge account numbers from employees default
transactions to CURRENT transactions.

Change Amounts
Allow incorrect amounts to be changed.

Fix Zero Amounts option SHOULD NOT BE USED
unless specifically instructed to do so by IMS.

Remove Duplicates
Remove duplicate accounts.

Set Transfer Flag
Flag transfer accounts.

% Merge Default Accounts Ed I

— Procezsing Order

Ok I
. I.-:.mplcu_l,lee Mame Cloze |
= Dept. Mumber/Employes Mumber
= Dept. Mumber/Emploves Mame
" Social §ecurity Mumber

— Processing Range
Starting Emp # | 51
Ending Emp # S

— Tranzaction

Cateqary |F'a_|,| 1=l
Type |f-'«LITEI ALL 1=l
¥ Credit dccounts [ Change Amounts

¥ Debit Accounts T Fix Zero Amaunts
[ Femove Duplicates
[™ Set Transfer Flag




Reports
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Aocrued Leave Report
Check Reqgister

Cost Summarny Beport

E arningz Surrmary Bepart
FICA Reports 3
Employee Master File

Fay and Deduction Feport

Payroll B eqgister r
State Quarterly Reparts
Tax Formsz *

Tranzaction File
Tranzaction Statuz Repart

Specialty Reportz 3
1

Accrued Leave Report
Go to Reports, Accrued Leave Report.
See a sample of this report in larger detail!

Check Register
Go to Reports, Check Register. See a sample of this

report in larger detail.

Cost Summary Report

Go to Reports, Cost Summary Report. See a sample
of this report in larger detail. Select the fund,
department and object range. Press the Run Button.

# Cost Summary Report Options
FundRanze | —Department Range Chject Range
Starting Fimd {001 Starting Depmmntm Starting Chjert IM
Ending Fund  [401 Ending Department W Ending Object lm

Earnings Summary Report
Go to Reports, Earnings Summary Report. See a
sample of this report in larger detail!




Report Parameters |Pay | Deductions | Taes |

Run

— Report Range =
ose |
Starting Employes I-l

Ending Employee Ig?—
Starting Pay Period ICU"BN - I
Ending Pay Period ICunent - I

Earmings Report Options

Report Parameters  Pay |Deducli0ns|Ta:¢es|

Run

Pay Mame Cal — Column Headings

REGLILAR Pay o I— Cloze
ACATION PAY felumn T —l
SILK PAY Calurnn 2 |

Colurnh 3 |

1
1
1

HOLID&Y PAY 1

WERTIME Py’ 1

RETRO PAY 1

COMMISSIONS 1

URy DUTY 1

13 HOLE 1

LOUMGE 1

13 HOLE OVERTIME 1

LOUMGE OVERTIME 1

SUSFENSION Ww/P&Y | 1

TIPS WOT IM MET 19TH| 1

TIPS MOT W MET LMGE 1

On the Deductions Tab select from the following:

Ded Mame

HEALTH EMPLOYEE O
HEALTH IMS + FabiLY
DEMNTAL HMO

DEWTAL PPO
RETIREMENT 4014
CEFERRED COMP 457
LIFE INSLURAMCE

a0 & D

SHORT TERM DIS.
LOMG TERM DIS.
CHILD SUPFPORT

401 LOAM #1

401 LOAM #2

TIPS WOT IM MET 19TH
TIPS MOT IM MET LMGE

Y Iy |y




86
On the Taxes Tab select from the following:
| T ax Mame Col
ICa - S0CLAL SECUR

.
FED. WwWITHHOLDING | 1
FICA - SOCIAL SECUR | 1
1
1

FICA - MEDICARE
FIC& - MEDICARE [Emp

Press Run to start processing the report.

FICA Report
Go to Reports, FICA Report. Tax Types for FICA

reports are saved in the system file so that selections
need only be changed the first time the FICA reports
are run. Select from a Combined or Separate
employer/employee Contributions Report. Select
the Reporting Period, Tax Types, and the Employee
and Employer selections below for Tables A and B.
Press Run. See a_sample of this report in larger detail.
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# Employee FICA Report Options
General |
R eporting Period Tax Type: Run |
 {Cunent FEDWH | =l Ciose |
= Month Emplayee Ernployer
 Quarter TabIeAI LI I j
C Yea Table B | =i =l

Employee Master File

Go to Reports, Employee Master File Report. The
master file report will print page headers on all report
formats. I t includes accrued hour balances in the
employee header of the expanded and normal report
formats. It includes pay/ded/tax/ben detail when
there are non-zero values in at least one of
Current/Month/Quarter/Year/Fiscal period(s). The
'Wage History' section includes Gross and Net wages
for the Current, Month, Quarter, Fiscal YTD and YTD
employee wages. See this_report in larger detail!

Employee Master File Beport Options

— Repart T_I.J|:|e—| — Report Order

¥ Expanded &+ Employes Mumber

™ Birief " Employes Mame Cloge |

i Mormal " Department Mum/E mployee Mum
" Department Mum/Employee Mame
' Social Security Mumber

— Status — Report Range

Yame Starting Emp # |-|—
A CTIVE _

QLT Ending Emp # | 97 T
LaTOFF

FIRED
Ik ACT

V| Include &l

Pay and Deduction Report

Go to Reports, Pay and Deduction Report. This
report will ONLY report correctly for wages
computed with the windows version of Payroll
Manager, i.e. wages converted from legacy systems
will not be reflected. See a sample.
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# Pay and Deduction Report Options

— Procezsing Penod — Proceszing Range -

& Current Starting Dept [0513 | | &

 Month Ending Dept ||:|531 Cancel |
" Quarter

& Year

Preliminary Payroll Register

Go to Reports, Preliminary Payroll Register. See
this_report in larger detail! You have the option to
print account distribution detail. Check the detail
option and another box, Include Account Detail, will
pop up that will place a checkmark inside
automatically. Accrued hour balances have been are
included in this section of the Detail report format. At
the end of the report find an account total and fund
Total. Press OK to run the report. You may wish to
preview the report first. Totals show by type for all
Benefits, Deductions, Pay and Taxes appearing in the
elected report range. Each group of types is printed on
a new page at the end of the Preliminary Payroll
Register. Grand totals to Type and Account summary
report section are included.

% Preliminary Payroll Report Options E
FReport Order—————— [~ Repoit Range
& Employee Mumber Starting Emp I 1
" Employee Mame Ending Emp # I 37 ﬂl

© Dept Num Emp Murn Y xem——

© Dept Num/Emp Mame  Brief @ Detail
IV Include Account Detail

© Social Security

Payroll Register

Go to Reports, Payroll Register. See this report in
larger detail. A total line is included in both the
Preliminary and Final Payroll Register reports. All
Pay/Deduction/Benefits/Taxes will display only once
on Payroll Register Reports and Paychecks. The
format of the Check date shown is mm/dd/yyyy.
Grand totals to Type and Account summary report
section are included.
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State Quarterly Reports

Go to Reports, State Quarterly Reports. The
quarterly report/file generation function is
implemented to the specifications of the latest UCT-
6/UCT-6A forms and Magnetic Media Reporting
Handbook downloaded from the DOR website. (UCT-
6Inet.pdf and UCT-6AlInet.pdf have been included in
this installation ). See a sample of this report in larger
detail.

# UTC-6 Reporting x|
Fieport Parameters | Frint Heportl
Feport Order — Report Range Close |
Lol ; Starting Emp # | 1 5
Create File |
" Employes Mame Ending Emp # =
nding Em
" Dept Mum/Emp Mum B I

" Dept Num/Emp Mame — Reporting Information

" Social Security EmD|0}'BIACCDunt|
Quarter End [erzz Unit[—

Tax Forms

Print W-2 Forms

Go to Reports, Tax Forms, Print W-2 Forms. Pay,
Deduction, Tax, Accrual and Benefit and Deposit
types are user defined and hence are virtually
unlimited in number. There are items in the program
that require the user to specify types to use in
reporting and calculations. e.g. when printing W2
forms the user must specify which TAX types should
be used for FICA-A , FICA-B and FEDWH.

Similarly the Accrued Leave report can now report on
any 3 (or less ) Accrual Classes defined in the system
instead of the static 3 in version 3.6.

On the General Tab fill in the fields and check which
Report Order you want.
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General |File Parametersl Run
[ Feport Range Cloze |
' Ermployes Mame Starting Emp # I 1 Create File |

" Dept Num/Emp Num Ending Emp # I 95
' Dept Mum/Emp Mame

: ! 564 Number |
 Social Security HTE

Deferred Comp INone 'l
— Tax Type:

Fed [1:wITHHL || Med [2Ficas =] 85 [zFiaa) =]

On the File Parameters Tab fill in the fields. Press the
Run Button to process the form.

# W2 Forms Options x|

General File Parameters | Bun

Contact Infarmation Cloze |

Contact Name: i
onkact Marme: | Create Fllel

Phane Mumber: [ Ext | Fax |

E-Mail Address: |
Frefered Method of Contact
’7  E Mail/lntemnet A % Postal Service

FIM Murnber: I

See a sample of a W-2 form in larger detail.

Transaction File

Go to Reports, Transaction File. The format of the
Transaction file report allows a Computed Date
column to show the status of each transaction in the
selected period. Choose from the options for
reporting Exceptions Only, Standard Only or All
transactions. See a sample of this report in larger
detail!

# Transaction File Report Dptions E

Rey ———— [~ Report Range LI
Starting Emp # I 1 Cloze |

' Employee Name

€ Dept Mum/Emp Mum Ending Emp # I 1

' Dept Mum/Emp Mame Pay Period ICunent - I

" Social Security Transaction:
’75' Al " Exceptions ¢ Standard ‘
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Transaction Status Report
Go to Reports, Transaction Status Report. This
report shows the current state of each employee. The
report includes the Employees Department, Employee
Number, Name and Status. Status is one of three
possibilities. None : No transactions have been
entered for the employee for the selected period.
Accepted : Transactions have been entered either
manually or via automatic processing but not yet
computed or Computed : Transactions have been
entered and computed, if the status is Computed the
computed date will also be printed. See a sample of
this report.

# Transaction Status Report Options I
Repaort Range ok |
Starting Emp # I A1 |
' Emplayes Name Glenz
€ Dept Mum/Emp Mum Ending Emp # I 435
' Dept Num/Emp Mame Pay Period I[;u"ent - l
' Social Security

Specialty Reports

Go to Reports, Specialty Reports. This report
system allows users to create custom reports based on
Employee File, Benefit/Deduction/Tax Type
information.

# Custom Reports x|

| Beport Description

‘Productivity Beport Copy...
Modify...
Bename...

Delete

Select

Cloze

daldui

 Columnz Printed
Last, Emp Mum, (22Fay Rate, Hour Field, Uzer-defined

— Sort Order
Default zort arder.




Add -

<- Remove

ol
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# New Report

Enter a Mame for the Mew Repart

Report: I
K I Cancel

Modify Report Format [Froductivity Report)

Define the Report Column Layout

Select from the "Available” figlds those fislds you wish to print in the report. The
fields will be: printed fram left ta right in pour repart,

Avvailable figlds: Show these fields in this order:

In Care OF | =} fverage
Last j el = Tt g

< Bank | Next » I [k I Cancel

Add/Remove Buttons
These select from the list at the left to add to the
report.

Move field up (left)
Move field down (right)

Average/Total
Check one of these to have your report print the
average of all the reports or the total.

Modify Report Format [Froductivity Report)

Select a Sort Order for the Report
“You may select from a predefined sart order of create a custom sort arder af your
awn. Custam sart orders should anly be uzed when accessing a limited amount of
data or when defining the soit order for a report or other output

& {Default Sort Order
" Predefined Sort Order [fastest]
= Custom Sort Order [slowest]

< Back | |2 I oK Cancel




Print
Preview
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Deduction Report

A user customizable Deduction report can be found
under the Specialty Reports Sub-Menu. Should this
prove useful a similar report can be created for Tax,
Benefit, and Pay types. Inactive employees are not
included in Totals.

Employee File Reports

See a sample of a specialty report using employee
number, pay rate, hour and user defined fields as
parameters.

The Payroll Manager program has a feature, which
allows you to see your reports on the screen before
they print. This is useful when you only want to see
the information on the screen, but it also gives you the
opportunity to fine-tune the appearance of reports you
will be sending to the printer

See each of the Print Preview Buttons in the Glossary,
to explain how they’ll affect your report.
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Appendix A

Parent/Child Relationship Rules
June 2001

All of the IMS program databases have parent-
child relationships. It is generally bad practice to
allow a database to accumulate orphans, which
are child records whose parent has been
deleted. Parent deletions can be done in one of
two ways depending on the individual situation:
either you delete all children when the parent is
deleted (cascade) or deny if the parent has any
children. The relationships and dependencies
are shown as in the excerpt from the data
dictionary summary below:

WTask
FILE,DRIVER('TOPSPEED'),RECLAIM,NAME (wt
aname),PRE(WTA),BINDABLE !'Work order task
By Task
KEY(WTA:Task),DUP,NOCASE,OPT !Task Key
By_Order
KEY(WTA:WorkOrder),DUP,NOCASE,OPT
'Work Order Key
WTA:By_Task <<--> TAS:By_Task
Update=CASCADE Delete=RESTRICT
WTA:By_ Order <<--> ORD:By_ID
Update=CASCADE Delete=RESTRICT

The double arrow is on the side of the "many" file
in @ many to one relationship. So the single
arrow points to the parent key and the double
arrow to the child. The Update and Delete
indicate what happens when a parent is updated
and deleted. A blank means it is allowed and no
action is taken. Restrict means it is not allowed
(the user will get a warning message). Cascade
means all children will be deleted. In the case of
an update action, if a key value in a parent is
changed, cascade means all children will be
changed likewise.
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Appendix B

Large Screen Views

Print Checks
COMMIE L. WAITF ORME 123-45-5739
REGPAY ] 0.00 3428076
AT PAY ] 0.00 441,12
SCEPAY oo 0.00 735.20
HLOPAY ] 0.00 1,029 25
BERPAY 24.0 0.00 44112
RETPAY ] 0.00 940,50
HLTHED 0.00 1,003.50 0.00
RETEMP 0.00 909 497
DENTHM 0.00 F15.40
LOAM1 0.00 3,051 62 0.00
AFLCAN 0.00 220,30
AFLACE 0.00 88 64
DIRSCE 0.00 13208.31  WITHHL 0.00 4,507 54 0.00
FICA A 0.00 1,872.00
FICAB 0.00 46126
0.00 7 BTT.2E 0.00 £,941.10
0.00 5 578.23 0.00 25,357 95

1389



Print Pay Stubs
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Finance Department

Payroll Electronic Transfer Stub

1/04/2003 Department: 0581 SSN: 262764527 Name: Elmer Fudd
Pay Hrs Curr YTD Taxes Curr YTD  Ded/Ben Curr YTD
PARA oo 0.0o 0.00FEDWYH 40777 407 .77 Fire Union 15.00 15.00
REGULAR 630 1119.96 1119.96 FICAAEE) 13165 131.65 HMO FAM P 83.55 g3.55
WACATION 240 39528 39528 FICABIEE) 3079 30.79 JefPilatER 23.04 23.04
OvER 230 B91.74 691.74 FICAAER) 131.65 131.65
oOTWoco oo 0.0o 0.00FICABIER) 3079 3079
CHRISTMS oo 0.00 0.00
Tatals : 1200 2206.93 2206.958 732.65 73265 121.59 121.59
Current Leave Balance
Sick Comp Vacation Other
239.54 0.00 234.48 0.00
Deposit Current YTD Account
DOFlat 1 200.00 200.00 5105000
Elmer Fudd
1280 South 5th St
Hotville, FL 33333
Accrued Leave Report
Run: 920002 3:55PM Accrued Leave Report As Of §72772002 Page: 1
(Nnmal.)l l:llnmaEI (NnmagI Total
mp Hum Dep SSH Hame Hours ollars Hours ollars Hours ollars Hours Dollars|
1 0581 296-34-0743 CONMIE L. WATER ooo .00 000 o.oo ooo ooo 0.0 .00
2 0581151-44-5439 ELKE M. BAKERY ooo .00 000 o.oo ooo ooo 0.0 .00
3 0581 023-26-7022 ELIZABETH C. ALWAYS ooo .00 000 o.oo ooo ooo 0.0 .00
4 0581 168-30-5326 MARIE E. MY THING 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
S 0581 069-25-1369 ELIZABETH BEANPLANT 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
6 0551 497-03-1870 WALTER J. BERRY ooo .00 000 o.oo ooo ooo 0.0 .00
¥ 0513107-20-3912 JOSEPH BATHWATER ooo .00 000 o.oo ooo ooo 0.0 .00
5§ 0539297-48-7259 DOMALD E. BRADYBUNCH 000 .00 000 o.oo ooo ooo 0.0 .00
9 0572394-64-1796 PALL R. BURNBABYBURN ooo .00 000 o.oo ooo ooo 0.0 .00
10 0580254-08-7412 MARGARET ANM BOWTIE ooo .00 000 o.oo ooo ooo 0.0 .00
11 0522110-30-5219 STEPHEM BREMERY ooo .00 000 o.oo ooo ooo 0.0 .00
12 0521 116-24-8316 JOHM M. CONVICT ooo .00 000 o.oo ooo ooo 0.0 .00
13 0536059-28-0225 JOSEPH L. CHRISTMAS 0.00 0.00 0.00 0.00 000 0.00 0.00 0.00
14 0380 219-26-7555 ROBERT T. DOGEROMNE ooo .00 000 o.oo ooo ooo 0.0 .00
13 0338110-32-1931 ROSEMARIE F. ENGLISH ooo .00 000 o.oo ooo ooo 0.0 .00
16 0561 045-42-6008 MICHAEL D. ENGLISH ooo .00 000 o.oo ooo ooo 0.0 .00
17 0513024-28-1035 FRANCESCA, A FORTURA ooo .00 000 o.oo ooo ooo 0.0 .00
18 0521 037-32-3895 DAVID J. FREEFOOD ooo .00 000 o.oo ooo ooo 0.0 .00
19 0581 036-24-3648 MARY F. GIGABYTE ooo .00 000 o.oo ooo ooo 0.0 .00
20 0539 267-55-8705 WILLIAN B. HARBORSER 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
21 0522156-24-5837 JOAN M. HARDJARTOPEM 000 0.00 0.00 0.00 000 0.00 0.00 0.00
Total for 21 Emplovees Listed ooo 0.00 .00 .00 ooo ooo 0.00 .00




Payroll Check Register Report
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Cost Summary Report

A sample of this will be available in the future.

Run: 12/12/02 3:55PM Page: 1
Payroll Check Register
Check Num Date Period Emp Num  Name Amount Status
2 1242172001 24 1 WAITFORME, COMMIE L. $0.00
3 1242172001 24 2 BUTTINSKY, ELKE M. $0.00
4 1242172001 24 4 ANDERSON, MARIE E. §0.00
g 1242172001 24 10 BOTHERSOME, SUSIE §0.00
B 1242172001 24 15 EVERYTHING, SONDRA §0.00
7 1222172001 24 17 FIGHTER, FRAMCESCA A $0.00
8 1222172001 24 256 HERNDON, BECKY L $0.00
9 122172001 24 27 HOLOBAUGH, ROGER $0.00
10 122172001 24 28 INGARDIA, PAUL §0.00
" 122172001 24 32 KOEHLER, LESSIE M. $0.00
100 01/04/2002 1 4 ANDERSON, MARIE E. $0.00
102 01/04/2002 1 25 HERNDON, BECKY L. $0.00
103 01/04/2002 1 57 PARKER, JULIAE. $0.00
104 01/04/2002 1 70 SAULS, DIANE M. $0.00
105 01/04/2002 1 74 SULLINVAN, SHAROM A, §0.00
108 01/04/2002 1 27 HOLOBAUGH, ROGER §0.00
109 01/04/2002 1 28 INGARDIA, PAUL §0.00
110 01/04/2002 1 37 LOBELLO, SALVATORE A, §0.00
m 010472002 1 42 LONGORDO, DOMINICK A $0.00
112 010472002 1 62 POIAR, PATRICIA S $0.00
13 01/04/2002 1 15 EVERYTHING, SONDRA $0.00
118 mMandone 4 7 WNFHIFR | FRSIF M & nn
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1Earnings Summary Report

Rum 12M202  412PM Emplayee Eamings Repart for Human Resources Department Page: 1
1:COHHIE L. WAITFORME 123-45-6789
Pay Gross Het
Per Pay Pay
24 o.0oc 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sum oo i} i} 0.a0 0.a0 0.a0 oo oo i} 0.00
¥TD 3T EIT.ES 0.00 000 37ETT.ZE 9,374.36 0.00 5,578.23 ooo 0.00 22924 63
Z:ELKE M. BUTTIHSKY 987-65-4321
Pay Gross Het
Per Pay Pay
24 o.0oc 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Sum oo i} i} 0.a0 0.a0 0.a0 oo oo i} 0.00
¥TD 39,335.23 0.00 000 39,3358.25 7 ,366.34 0.00 6,973.91 ooo 0.00 24,893.00
F:ELIZABETH C. AHDREWSISTERS 001-02-0003
Pay Gross Het
Per Pay Pay
24 o.0oc 0.0 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
sum 0.0o 0.00 o.on 0.0o 0.0o 0.0o 0.0o 0.0o o.on 0.oo
¥TD 14302897 0.00 000 1430297 3,4a6.50 0.00 0.00 ooo 0.00 10,546.47
4:MARIE E. AHDERSOH 123-45-0001
FICA Report
Run: 12/12/02 4:17PH Page: 1
Current to Date Employee/Employer FICA Contrbution a5 of 120502
Tazable Federal FICA Wages: FICA Taxes:

Emp # Dept S5SSM Name Gross Wages Withhold TableA Table B Table A Table B
10513 123-45-6729 WAITFORME, CONNIE L as 0.00 ooo or 0.00 0.00 .00
20521 987-65-432]1 BUTTINSEY, ELEE M. as 0.00 ooo or 0.00 0.00 .00
30513 001-02-0003 ANDEEWSISTERS, ELIZAEE1 as 0.00 ooo or 0.00 0.00 .00
40581 123-43-0001 ANDERSCH, MARIE E. 1] i} 000 or 0.00 0.a0 0.a0
50571 08%-28-136% OLDBAILEY, ELIZABETH al o.on ooo or 0.0o 0.00 o.oo
& 033% 4%7-03-1870 BEAREUDDY, WALTER 1. as 0.00 ooo or 0.00 0.00 .00
70522 107-20-3%12 BAGGAGE, JOSEFH as 0.00 ooo or 0.00 0.00 .00
80572 297-48-7259 BEATPEACE, DONALD E. as 0.00 ooo or 0.00 0.00 .00
90521 394-64-179% BERNOULLIDEIVE, PATUL E. as 0.00 ooo or 0.00 0.00 .00

100539 254-08-7412 BOTHERSOME, SUSIE as 0.00 ooo or 0.00 0.00 .00
11 0536 110-30-5219 BROKEHN, STEPHEN a1 0.00 ooa orc 0.00 0.00 0.0a
120522 116-24-8316 CONCARNE, JOHN M. al o.on ooo or 0.0o 0.00 o.oo
130571 059-28-0228 CHRISTMAS, JOSEFH L. as 0.00 ooo or 0.00 0.00 .00
14 0571 21%9-26-7585 DOGOODTOOTHERS, ROBER as 0.00 ooo or 0.00 0.00 .00
150581 110-32-15%1 EVERYTHING, SONDRA as 0.00 ooo or 0.00 0.00 .00
16 0535 048-42-6008 ENCYCLOPEDIA, MICHAEL as 0.00 ooo or 0.00 0.00 .00
170572 024-28-1025 FIGHTEFR, FRANCESCA 4 as 0.00 ooo or 0.00 0.00 .00
12 0522 037-32-3895 FIREMAN, DAYVID T a1 0.00 ooa orc 0.00 0.00 0.0a
19 7250 036-24-3648 GIGUERE, MARY F. 1] i} 000 or 0.00 0.a0 0.a0
20 7220 267-35-8705 HARBIN, WILLIAM B. al o.on ooo or 0.0o 0.00 o.oo
21 7230 156-24-5837 HARJES, JOAN M. as 0.00 ooo or 0.00 0.00 .00
22 7230 382-14-2505 HART, EATHLEEN B. as 0.00 ooo or 0.00 0.00 .00
23 7250 010-40-3104 HEEERT, RICHARD . as 0.00 ooo or 0.00 0.00 .00
24 7240 202-12-2860 HECKENITALLEE, RICHART as 0.00 ooo or 0.00 0.00 .00
251300 540-92-5326 HERNDOMN, BECEY L. as 0.00 ooo or 0.00 0.00 .00
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Employee Master File Report

31703 City of Hotwille Page: 1
Employee Master File
Emp Hum 51 Status Active Birth Date 11/051945Pay Rate 164700 Sex 1 RaceMahen Marital SINGLE
Elmer, Knighit Jr. Hire Date 10/07/1969 Pay Type Hourly Employment FT Hrs/Period &0.00
1250 South Sth 5t Term Date Pay Freq Bi-\Wee
Hotvile, FL Soc Sec3333I33333
33333 Phone (904) 333-3333
Job Title Fire Captain oL
Pay Type Hours Amount Account Ded Type Amount Ben Type Amount
SICK 0.00 $0.00001-2200-522.1200 Fire Union/ IAFF $1:3.00 Jefferson Pilot Life - Em $23.04
PARAMEDIC INCEMTIWE — 0.00 $0.00 001 -2200-522 1500 HMO Family Pre Tax F83.55
REGULAR 8000 $1,317 B0 001 -2200-522 1200
WACATION 0.00 $0.00 001 -2200-522 1200
PERSOMAL 0.00 $0.00 001 -2200-522 1200
OVERTIME 0.00 $0.00 001 -2200-522 1400
WWORK OUT OF CLASS  0.00 $0.00 001 -2200-522 1200
OVERTIME WOC 0.00 $0.00 001 -2200-522 1400
HOLIDAY OVERTIME 0.00 §0.00001 -2200-522 1400
CHRISTMAS 0.00 $0.00 001 -2200-522 1400
HOLIDAY 0.00 $0.00 001 -2200-522 1200
Tax Type Ex Addtional Deposit Type Amount Acrrual Type Hours
FECAYH 0 $0.00 Direct Deposit-Flat 1 20000 YACATION-FIRE n.0o
FICALEE) 0 F0.00 SICK-FIRE 0.00
FICAB(EE) 0 $0.00
FICALER) 0 F0.00
FICABCER) 1} 000
| Pay Type Current Month Quarter Year Fiscal
REGLULAR n.0o 0o 000 n.0o 1,581.12
WACATION n.0o 0o 000 n.0o 385.28
| Tax Type Current Month Quarter Year Figcal
FECAYH n.0o 0o 000 n.0o 351.73
FICAAEE) n.0o 0o 000 n.0o 118.79
FICAAER) 0.00 0.00 0.00 0.00 115739
FICAB(EE) 0.00 0.00 0.00 0.00 arre
FICAB(ER) 0.00 0.00 0.00 0.00 2778
| Ded Type Current Month  Quarter Year Fiscal
Fire Unian/ |12FF n.0o 0o 000 n.0o 15.00
HMC Family Pre Tax n.0o 0o 000 n.0o 8355
| Ben Type Current Month Quarter Year Fiscal
Jefferson Pilat Life - Employer 0.00 0.00 0.00 0.00 2304
| Dep Type Current Month Quarter Year Fiscal
Direct Deposit-Flat 1 0.00 0.00 0.00 0.00 200.00
| Wage History Current Month  Quarter Year Fiscal



Pay and Deduction Report
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Run: 121002 4.03PM Pay and Deduction Report Page: 1
Department 0513 thru 0581
Pay Types
Dept. REGPAY VACPAY VACPAY HLDPAY OTREG RETPAY COMM JURY
0313 .00 .00 .00 0.00 .00 .00 .00 .00
0521 .00 .00 .00 0.00 .00 .00 .00 .00
0522 .00 .00 .00 0.00 .00 .00 .00 .00
0536 .00 .00 .00 0.00 .00 .00 .00 .00
0539 .00 .00 .00 0.00 .00 .00 .00 .00
0571 .00 .00 .00 0.00 .00 .00 .00 .00
072 .00 .00 .00 0.00 .00 .00 .00 .00
0580 .00 .00 .00 0.00 .00 .00 .00 .00
0581 .00 .00 .00 0.00 .00 .00 .00 .00
Totals: .00 .00 .00 0.00 .00 .00 .00 .00
W-2 Forms
1
43,582.09 2,055.66
43,582.09 2,055.66
39,347 68 4577.94
123-45-6739
COMNIE L. WAITFORME

P.0. BOX 13333
W, MELBOURNE, FL 32012-0233



Payroll Register (Preliminary)
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01/04/2003  2/05/03 11:054M Preliminary Payroll Register For Pay Period 1 Page: 1
[Empr 51 Dept 2200 Knight Jr., Elmer SSN 262764527 |
| PayDep.Type Hrs Current Year Tax Type Current Year Ded.Ben. Type Current Year |
REGULAR 63.00 111896 1,119.968 FECWAH 407.77 407 77 JefPictER 23.04 2304
WACATION 24.00 385.28 393.28 FICAALEE) 131.65 131.65Fire Union 15.00 1300
OYER 2300 B31.74 B91.74 FICAB(EE) 3075 307IHMO FAMP 8355 8355
DDFlat 1 200.00 200.00 FICAAER) 131.85 131 65
FICABER) 3079 3079
| Accrual Types Current Year |
SICK FIRE 6.00 6.00
[ Hame Account Credits Debits Het |
Accourt Mumber Mot Found 001-100.0000 -2,206.95 GEG.76 -1,530.22
Account Mumber Mot Found 001-2200-522.1200 0.00 1,515.24 1,515.24
Account Mumber Mot Found 001-2200-522 1400 n.oo B31.74 531.74
Accourt Mumber Mot Found 001-2200-522 2301 0.00 2304 2304
Account Mumber Mot Found 001-222 0440 -23.04 0.00 -23.04
Account Mumber Mot Found 001-217 0000 -407 77 n.oo -407 77
Account Mumber Mot Found 001-217 2001 -263.30 n.oo -263.30
Accourt Mumber Mot Found 001-217 2002 -61.58 0.00 -61.58
Account Mumber Mot Found 001-2200-522.2100 0.00 162.44 162.44
Account Mumber Mot Found 001-222 0250 -15.00 n.oo -15.00
Accourt Mumber Mot Found 001-222 4000 -83.55 0.00 -83.55
Het 153822
Gross 2,206.98
[Emp# =53 Dept 7210 Spivey, Ben S5H 263317506 |
| PayDep.Type Hrs Current Year Tax Type Current Year Ded.Ben. Type <Current Year |
REGULAR 14.00 294 92 294 92 FEOWH 280.03 280.03 JefPilotER 2142 212
WACATION BE.00 1,390.36 1,390.36 FICAAEE) 10232 10232HMO PP 5321 5321
AUTO ALL 0.00 30,00 30,00 FICABCEE) 23493 2393SH100ER M.7a 1178
FICAAER) 102.32 10232 AUTO REIM 30.00 30,00
FICABIER) 2343 2393
|Accrual Types Current Year |
WAC-EX T30 770
SICH-GEN 4.00 4.00
| Hame Account Credits Debits Het |
Accourt Mumber Mot Foundd 001-100.0000 -1,715.28 a01.24 -1,214.04
Account Mumber Mot Found 001-7210-572.1200 o.o0 1685258 1685258
Account Mumber Mot Found 001-7210-372 3900 -30.00 30.00 0.00
Accourt Mumber Mot Found a01-7210-572 2301 0.00 2112 2112
Account Mumber Mot Found 001-222.0440 -21.12 0.00 2112
Accourt Mumber Mot Found 001-217.0000 -2B0.03 0.00 -280.03
Account Mumber Mot Found 001-217 2001 -204.64 0.00 -204 .64



Payroll Register Report
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01/04/2003 205/03 11:084M Payroll Register For Pay Period1 Page: 1
[Empa 171 Dept 1300 Harris, Janet S5H 223921036 |
| PayDep.Type Hrs Current Year Tax Type Current Year Ded.Ben. Type Current Year |
REGULAR S6.00 1,17083 1,170 39FEDWH 13711 137 11 JefPitER 2064 2064
WACATICON 19.00 38727 387 27FICALEE) 10288 10258 YMCA, 28.00 2900
PERZOMAL .00 10454 104 .54FICAB(EE) 2406 24 06 GE Pens 10873 10873
DDPercent 1,25346 1,253 4BFICALER) 10288 10258 ADAD.efPEE 410 410
FICABCER) 2406 24 06Fortiz F P 13.36 1336
|Accrual Types Current Year |
WA GER 4 62 4.62
SICH-GEN 400 4.00
| MName Account Amount |
Accourt Mumber Mot Found 001-100.0000 -1,253 46
Account Mumber Mot Found 001-1300-513.1200 167270
Account Mumber Mot Found 001-1300-513.2301 20564
Account Mumber Not Found 001-222 0440 -2474
Account Mumber Mot Found 001-217.0000 -137:11
Account Mumber Not Found 001-222 0200 -20.00
Accourt Mumber Mot Found 001-217 2001 -20576
Account Mumber Mot Founcd 001-222 5500 10873
Account Mumber Not Found 001-217 2002 -4812
Account Mumber Mot Found 001-1300-513.2100 12684
Account Mumber Mot Found 001-222. 4201 -13.36
Het 1,253.46
Gross 167270
|Emp# 426 Dept 1300 Mallery, Donna SSH 427312955 |
| Pay/Dep.Type Hrs  Current Year Tax Type Current Year  Ded.Ben. Type Current Year |
REGULAR 24.00 BE1.02 661 .02FECH 201 .96 201 .96 JefPilotER 24.00 24.00
COMP 56.00 154237 1,542 37FICAB(EE) 30.53 3083HMO CHP 37.86 37 .86
DOPercent 1,616.35 1,618 35FICALEE) 131.82 131 62GE Pens 14322 143.22
FICAAER]) 13182 131.825H100F P 3935 3835
FICAB(ER) 3083 3083
|Al:l:rual Types Current Year |
SICK-GER 4.00 4.00
WAC-EX 3.08 3.08
[ Name Account Amount |
Account Mumber Mot Found 007-100.0000 -3,236.70
Accourt Mumber Mot Found 001-1300-513.1200 4 40678

Account Mumber Mot Faund

001-1300-513.2301

48.00
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State Quarterly Report

123-45-6720
9a7-65-4321
001-0Z2-0003
O69-28-1369
497-03-1870
107-20-3912
297-48-T 254
304641796

254-08-T412

Human Resources Department
65 BAREFOOT BLWD.
BAREFOOT BAY, FL 32076

WA TF ORME
BUTTINSEY
ANDREWSISTERS
OLOBAILEY
BEARBUDDY
BAGGAGE
BEATPEACE
BERMOULLIDRWE
BOTHER S 0ME

E m m m o

o -

3025
3,096
1,246
a8l
520
54
1,672
1077

1,022

T2
36
32
T2
g
g
oo
1]
o4

156,493 41
a7 20326



Transaction File Report

Run: 31103 9:18AM
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Payroll Transactions for Pay Period 1

Page: 1

Hame Elmer Knight Jr. Emp Hum 51 Dept 2200
Description Hours Amount % Credit Account Debit Account Computed
Mo Transactions Found For This Pay Period
Hame Bobby Lee Emp Hum 52 Dept 3400
Description Hours Amount % Credit Account Debit Account Computed
Mo Transactions Found For This Pay Period
Hame Ben Spivey Emp Hum a3 Dept 7210
Description Hours Amount T Credit Account Debit Account Computed
Mo Transactions Found For This Pay Period
Hame Gerald Sinclair Sr. Emp Hum 54 Dept 1930
Description Hours Amount % Credit Account Debit Account Computed
Mo Transactions Found For This Pay Period
Hame Carolyn Felder Emp Hum 55 Dept 7200
Description Hours Amount % Credit Account Debit Account Computed
Mo Transactions Found For This Pay Period
53 0581 Ben Spitsalot Fay “ACATION 6E.00 1,380,368  0.00 0C01-100.0000 001-7210-572.1200
53 0581 Ben Spitsalot Pay AUTO ALLCWYANCE 000 $3000  0.00 00M-100.0000 001-7210-572.3300
53 0381 Ben Spitsalat Tax FEDWWH 0.00 0.00 0071 -217.0000 001-100.0000
53 0581 Ben Spitsalat Tax FICAAEE) 0.00 0.00 001 -217.2001 001-100.0000
93 0381 Ben Spitsalat Tax FICARER]) 0.00 0.00 007-217.2001 001-7210-572.2100
53 0581 Ben Spitsalat Tax FICAB(EE) 0.00 0.00 001 -217.2002 001-100.0000
53 0581 Ben Spitsalot Tax FICAB(ER) 000 0.00 001-217 2002 001-7210-572.2100




Transaction Status Report
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Run: 3/11/03 10:33AM Payroll Transaction Status for Pay Period 1 Page: 1
Dept Emp Hum Hame Transactions Computed
2200 51 Elmer Knight Jr. Mone
3400 52 Bobby Lee Mone
7210 £3 Ben Spivey Mone
1830 34 Gerald Sinclair Sr. Mone
7200 93 Caralyn Felder Mone
2200 96 Michael Broucke Mone
1300 57 Linca Howizon Mone
2200 58 James Elictt Mone
7260 39 Wichael Uffelman Mone
4100 B0 Ronald Foster Mone
2100 B1  Lavinia E. Wiliams Mone
1350 62 Dora Pittman Mone
1920 E3 Lavoyne Foster Mone
3500 B4 Walter Gray Sr. Mone
2100 B3 Jerry Fields Mone
3500 BE  Mathan Boyd Mone
2100 EY Walter Sturges Mone
2200 B3 Clin Carter Jr Mone
2200 B9 Randal Guess Mone
7210 70 John Holmes Mone
2100 71 James Boyd Mone
3400 72 Charles Richo Mone
1920 73 James Higginbotham Mone
2100 74 James Hatton Mone
2200 73 Willie Scott Mone
2200 76 William Spicer Mone
T200 77 Tommy Purvis Mone
2100 78 Frank VWhite Mone
1850 79 ark Corbin Mone
2200 80 Daniel Leeper Mone
2100 &1 Alberta Estes Mone
2200 82 Wallace Beasley Jr. Mone
2100 83 James Thompson Mone
1200 84 Wicki Cannon Mone
7260 85 Barbara French Mone
7260 586 Ronald Bostright Mone
3400 87 Kevin Cryder Mone
3500 88 HKenneth Forehand Jr. Mone
1200 89 Caszsandra Mitchel Mone
2200 90 Carol Cibel Maone
2100 81 David Bishop Mone
2100 92 Ronald Brizele Mone
4100 93 Rex Lester Mone
3400 94 Kenneth Wialker Jr. Mone
2200 95 Jeffrey Bunch Mone
2100 96 SarahBaszs Mone
7210 97  Tielee Bennett Mone
2100 98 Jeanette Kemp Mone
2100 98 Gregory Rosier Mone
2100 100 Daonald Burling Jr. Mone
2200 101 Benjamin Forehand Mone
7210 102 Richard Harris Mone
1850 103 James Johns Mone
3500 104 Bradley Bryant Mone
3500 105 Michael Floydd Mone
2100 106 Glyndon Waas Mone
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Specialty Report
Run:11/07/02 9:24AM Productivity Report Page: 1
Last Emp Num  Pay Rate Hour Field  User-defined
WATER 18.3500 §0.00
BAKERY o 187328 80.00
ALVWAY S I 11.5400 §0.00
ANYTHING « 110700 80.00
BEANPLANT £ 5.1300 §0.00
BERRY £ 8.1400 80.00
BATHWATER E 5.6300 80.00
BRADYBUNCH £ 10.4500 80.00
BURMNBABYBURN ¢ 12.3B00 80.00
BOWTIE 10 6.6500 §0.00
BREWERY 1 5.9800 80.00
CONYICT 1z 6.6300 §0.00
CHRISTMAS 12 5.2600 80.00
DOGEONE 14 9.7600 §0.00
ENMGLISH 1€ 5.8400 80.00
EMNGLISH 1k 15.3684 80.00
FORTUNATE 17 7.2100 §0.00
FREEFOOD 16 19.3446 80.00
GIGABYTE 18 5.4700 §0.00
HARBORSEAL 2 7.7500 80.00
HARDJARTOPEN 21 7.4700 §0.00
HARTOHART 2 8.1400 80.00
HEANYWEIGHT 2 B.4400 80.00
HECKENSTALLER 26 10,7000 80.00
HERMDOM 2 9.0000 80.00
HOLOBAUGH 2t 5.5700 80.00
HOLOBAUGH 2% 8.2400 80.00
INGARDIA 28 9.9100 §0.00
JOHNS 2 7.4000 80.00
Employee File Report
Run:12/12/02 4:58PM pay types Page: 1
Pay Type
$1,514.52 1: FULL RE
$1573.53 1: FULLRE
$923.20 3: PART RE
$885.60 1: FULL RE
$490.40 1: FULL RE
$651.20 3: PART RE
$450.40 3: PART RE
$836.00 1: FULL RE
$985.80 1: FULL RE
$534.40 1: FULL RE
$558.40 1: FULL RE
$530.40 3: PART RE
$800.80 3: PART RE
$780.80 1: FULL RE
$467.20 1: FULL RE
$1,254.06 1: FULL RE
$976.80 1: FULL RE
$1,594.00 1: FULLRE
$437.60 3: PART RE
$620.00 1: FULL RE
99760 1: FULL RE
$651.20 3: PART RE
$5915.20 1: FULL RE
$856.00 1: FULL RE
§720.00 1: FULL RE
$445.680 3: PART RE
$659.20 1: FULL RE
$792.80 1: FULL RE
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Print Pay Types
Run: 121202 5:22PM Pay Types Report Page: 1
Abbr Hame Credit Acct Debit Acct. Frequency C Rate Mult PTH
REGPAY  REGULAR PAY 101101 1500 aak_taks 2t 1200 All Checks Regular 0.0000 =EHOO
WACPAY  WACATION PAY 101-101.1500 Fam_pERs_ar 1200 All Checks Regular 0.0000 oong
SCHPAY  SICK PAY 101-101 4500 He_khas_a2 1200 All Checks Regular 00000 ooa
HLOPAY  HOLIDAY PAY 101101 1500 ak_prs_22 1200 All Checks Regular 0.0000 ooo
OTREG COYERTIME PAY 101-101 4500 e _hEE 2 1400 All Checks Premium ooooo 1500 OO0
RETPAY  RETRO PAY 101-101 4500 He_khas_a2 1200 All Checks Regular 00000 ooo
CObAb COMMISSIONS 101101 1500 Ark_prRE_E22 1300 All Checks Regular 0.0000 oong
JUR JURY DUTY 101-101 4500 He_khas_a2 1200 All Checks Regular 00000 oong
19TH 19 HOLE 101-101 4500 He_hae 21210 All Checks Regular 00000 ooo
LOUMGE  LOUNGE 101-101 1500 Arr_pais_a 1220 All Checks Regular 0.0000 oong
oTHe 19 HOLE O%ERTIME 101-101 4500 Ha_hae 2 1409 1,2 Premium ooooo 1500 OO0
OTLMNG LOUMNGE OYERTIME 101-101 4500 a2 1419 All Checks Premium oooon 1500 OO0
SUSPAY  SUSPEMSION WIPAY 101101 1500 Aan_pas_tat 1200 Last Regular 0.0000 oong
TIPS19 TIPS NOT IM MET 19TH 101-101 4500 He_hae 21210 All Checks Regular 00000 ooo
TIPSLM TIPS NOT IMMET LMGE - 101101 1500 ak_prs_2% 1220 All Checks Regular 0.0000 oono
EXPPAY  EXEMPT REG PAY 101101 1500 Aan_pas_tat 1200 All Checks Regular 0.0000 ooo
EXPSIC EXEMPT SICH PAY 101-101 4500 He_khas_a2 1200 All Checks Regular 00000 ood
EXPWAC  EXEMPT WAC PAY 101101 1500 aak_paks_tat 1200 All Checks Regular 0.0000 oong
HOLLNG  LOUNGE HOLIDAY 101-101.1500 aan_paRs_ER2 1220 All Checks Regular 0.0000 ooo
HoL19 19TH HOLIDAY 101-101 4500 He_hae 21210 All Checks Regular 00000 ooa
Print Benefit Types
Run: 1242102 523PM Benefit Types Report Page: 1
Abbr Hame Credit Acct Debit Acct. Freq ¥ Comp TH
IMSBEM INSURANCE BEMEFIT 2172300 AR 2310 All Checks UnkKnawn 0.ao oo
RETIRE RETIREMENT 4012, 217 2400 wE_phRE 2% 2210 All Checks Unknown 0.00 % oo
Print Tax Types
Run: 1212002 5:24PM Tax Types Report Page: 1
Abbr Hame Credit Acct Debit Acct. Freq y Comp Percentag TH
WAITHHL FED. "ITHHOLDIMG 101-217.0000 101-101.1500 Al Checks Legacy 0.000 =
FICA-2 FICA - SOCIAL SECUR 101-217.1000 101-101.1500 Al Checks Auto 5200 % m]
FICA-A(R)  FICA - SOCIAL SECUR (E 101-217.1000 ek _pakh_ak: 2100 Al Checks Auto 5200 % m]
FICA-B FICA - MEDICARE 101-217 1000 101-101 1500 All Checks Ao 1.450 % [m}
FICA-B(R) FICA - MEDICARE (Emplor 101-217.1000 ek _pakh_ak: 2100 Al Checks Auto 1.450 % m]



Print Deduction Types
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Runm: 121202  11:034M Deduction Types Report Page: 1
Abbr Hame Credit Acct Debit Acct. Freq oy Comp
HLTHEC  HEALTH EMPLOYEE ORLY***-217 2300 101-101.1500 All Checks Flat
FAMIMNE HEALTH INS + FamLY w217 2300 101-101 13500 All Checks Flat
DEMTHM  DEMTAL HMO w217 2300 101-101.1300 All Checks Flat
DEMTPP DEMTAL PRO wx 27 2300 101-101.1500 All Checks Flat
RETEMP RETIREMEMT 401 & EREQT 2400 101-101.1500 All Checks Percert P
DEFCOM  DEFERRED COMP 437 R 2T 2440 101-101.1300 All Checks Flat
LIFE LIFE INSURAMCE w217 2300 101-101.1300 All Checks Flat
ADD ADED wx 27 2300 101-101.1500 All Checks Flat
SHORT SHORT TERM DIS. s2T 2300 101-101.1500 All Checks Flat
LONG LONG TERM DIS. R 2T 2300 101-101.1300 All Checks Flat
CHILD CHILD SUPPORT w27 2600 101-101.1500 All Checks Flat
LOan 401 LOAN #1 w27 2400 101-101.1500 All Checks Flat
LOam2 401 LOAR #2 ST 2400 101-101.1500 1,2 Flat
TIPS19 TIPS MOT M MET 19TH w217 3010 101-101.1300 All Checks Flat
TIPSLK TIPS MOT INMET LMGE #2197 3020 101-101.1500 All Checks Flat
AFLCAN  AFLAC CANCER e T 2300 101-101.1500 All Checks Flat
AFLACC  AFLAC ACCIDEMT s2T 2300 101-101.1500 All Checks Flat
AFLPST AFLAC PSTD w217 2300 101-101.1300 All Checks Flat
AFLLIF AFLAC LIFE wx 27 2300 101-101.1500 1,2 Flat
Time Sheets Report
Run: 301103 10:384M Time Sheet Status For Period Beginning 1/01/2000 Page:

|Number =1 Dept. 2200 Hame Knight Jr., Elmer Total Hours 0.00 Status Mo Hours Entered
|Numher k| Dept. 7210 Hame Spivey, Ben Total Hours 0.00  Status Mo Hours Entered
|Number 54 Dept. 1930 Hame Sinclair Sr., Gerald Total Hours 0.00 Status Mo Hours Entered
|Numher a5 Dept. 7200 Hame Felder, Carolyn Total Hours 0.00  Status Mo Hours Entered
|Number 56 Dept. 2200 Hame Broucke, Michael Total Hours 0.00 Status Mo Hours Entered
|Numher 58 Dept. 2200 Hame Elliott, James Total Hours 0.00  Status Mo Hours Entered
|Number a8 Dept. 7260 Hame Uffelman, Michael Total Hours 0.00 Status Mo Hours Entered
|Numher B0 Dept. 4100 Hame Foster, Ronald Total Hours 0.00  Status Mo Hours Entered
|Numher B1 Dept. 2100 Hame Wiliams, Lavinia E. Total Hours 0.00 Status Mo Hours Entered
|Numher B2 Dept. 1350 Hame Pittman, Dora Total Hours 0.00 Status Mo Hours Entered
|Numher 63 Dept. 1920 Hame Foster, Lavoyne Total Hours 000 Status Mo Hours Entered
|Numher B4 Dept. 3500 Hame Gray Sr., Walter Total Hours 0.00 Status Mo Hours Entered
|Numher B Dept. 2100 Hame Sturges, Watter Total Hours 000  Status Mo Hours Entered
|Numher (==} Dept. 2200 Hame Carter Jr, Qlin Total Hours 0.00 Status Mo Hours Entered
|Numher B9 Dept. 2200 Hame Guess, Randall Total Hours 0.00  Status Mo Hours Entered
|Numher 70 Dept. 7210 Hame Holmes, John Total Hours 000  Status ko Hours Ertered
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Glossary

Plus, Triangle, Minus Buttons

To add an item press the blue Plus Button in the lower
right hand corner. To edit press the Triangle Button,
to delete the Minus Button.

Accept Button
Accept this activity for purchase.

Activity Button
Browse the Activity File.

Add Check Button
Add Offline check for selected activity.

All Button
Selecting all activity in window for payment or
purchase.

Cancel Button
This cancels the action and brings you back to the

previous window.

Clear Range, End Range, Begin Range Button

Close Button
This will close the window that you are in.

Edit Button
Edit Selected Activity.

Email Button
This button will send an email message from the
current window.
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L Forward/Backward Buttons
Move forward/backward through records.

Help Help Button
Help on this window.

Import Photo Button
Press this to bring a photo of the employee into the
file.

L E

Impart Photo

hizert Insert Button
Add information.

B

No Button
Don't pay this activity.

X
=
[m}

] Mane None Button
Make sure that no activity is selected.

OK Button
Save vendor and close window.

R Period Button
Select a different period.

Print Button
This is available on a few screens to print the notes
section.

Quit Button

Abandon vendor add and close window.

Reconcile Button
This will reconcile the transaction.

Recancile

[ FREEE

= Run Button
Press this button to run a FICA report.

(5 Select Select Button
Select current account.
=] Send Send Button

This button will send the current email out.
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Spell Button
Spell checking is available for users that have

Microsoft Word installed on their computer. If a Spell
Button appears on the window it means Word is
present. If the button does not appear, either Word is
not present or is an incompatible version.

Undo Button

YCR Buttons

These function similar to those on a VCR. First
record, previous 10 records, last record, next record,
10 records ahead, last record employee.

View Button
View current activity record.

Void Button

Yes Button
Select current activity for payment.

This button allows you to change the report so it uses
the full available page width.

This button allows you to change the report so it uses
the full available page height.

This box shows you what current percentage of full
size the report is displayed in. You may enter a new
percentage to change the size, or click on the down
arrow to choose 25, 50, 75, or 100 percent.

This button takes you to the first page of the report.

This button takes you to the previous page of the
report.
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This button takes you to the next page of the report.

This button takes you to the last page of the report.

This prints the current page only.

This box allows you to move to any page of the
report. You may enter the desired page number, or
use the up and down arrows to change the page
number (the current page number is displayed.)

This box allows you to choose which pages to print.
You may choose A//, or enter ranges of pages such as
4-5,8,10-12,15.

This button sends the report as is to the printer.

This box allows you to print any number of copies
you wish. You may enter the desired number, or use
the up and down arrows to change the number of
copies.

This closes the report preview window without
printing.
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Marital Status Types
NACHA file

Passwords

Pay
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Pay Classes

Pay Period

Pay Types

Payroll Register
Print Preview
Projects

Racial Categories
Reorder Tax Types

Reports

Security

Specialty Reports
State Quarterly Report

System Data
System Requirements

Tax Types

Time Sheets

Time Sheet Report
Transactions

Type Names
Uncompute Pay
Utilities

W-2 forms

Work Location Types
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	Security

	Accounts
	Active accounts have a red checkmark beside them.
	Disabled accounts have a red X beside them.
	Account Codes
	To edit or insert a new code press the appropriate button.  Fill in the Code, Name of the Account, and  Type of Account.  Also check the function of this Account code.  Choose from Postable, Title, Begin, Clear or End Subtotal.
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	Account Types
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	Abbr
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	Name
	Abbrev
	�
	Class
	Use Table
	Primary Pay
	Pay Rate
	Multiplier
	Method
	Code “Y” Pay
	Enhance Pay
	Use Shift Code
	Accounting  has these additional fields:
	Credit Account
	Credit Project
	Debit Account
	Debit Project
	By Period
	Start Delay Days
	City Account
	See what the other fields are for.
	Up/Down Arrow Buttons
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	Employer Paid
	Fica Cutoff
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	Job Titles
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	Account
	Immediate Destination
	PCH Destination
	PCH Sending Bank
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	Sequence Date

	System Data
	
	Chart of Accounts
	Default Cash Account number
	Fiscal Year Begins
	Accounting Period

	Intra Fund Balancing
	create the balancing transactions themselves. When using the Balancing Accounts None Option , prorate will allow you to get similar functionality to the legacy DOS Payroll Manager .  Also use the Force Accounts to Expense Fund option in conjunction with
	System Date
	Pay Period
	Time Sheets
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	Debit Project
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	Pay rate
	Hours
	Year Max


	Time Sheets
	
	Print Time Sheets Report
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	Employee

	VCR Buttons
	
	
	Employee Number
	Frequency
	Hour Field
	Pay Rate
	Pay
	Additional
	Paid Through
	No Pay Before
	The Pay category has these additional fields:
	Credit Account
	Credit Project
	Debit Account
	Debit Project
	Department
	Amount
	Pay Rate
	Hours
	Year Max
	Under Type you will find the Pay Types designated.
	Under the Benefits category find the benefit types fields.   All of the Types are found under Setup, Type Names.
	Credit Account
	Credit Project
	Debit Account
	Debit Project
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	Year Max
	�
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	�
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	�
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	Transactions

	Automatic processing
	Once the Transactions are computer the entries will appear red.
	�
	Compute Pay
	Use the Cancel Button to bail out early and not have to answer each confirmation in case bad range was entered.
	Uncompute Pay
	�
	Delete Transaction is an option to delete the transactions after they have been processed.
	
	
	Print checks



	Print Pay Stubs
	Make Deposits
	Print Offline Checks
	Reconcile Checks
	Utilities

	Batch Update Default Transactions
	�
	Fill out the Function, Processing Order, Range, Transaction, Frequency, and Attributes.
	Change Paid Thru Date
	�
	Use this utility
	with extreme
	caution.

	Merge Default Account transactions into Current Transactions.
	
	
	Change Amounts
	Set Transfer Flag
	�
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	State Quarterly Reports
	Print W-2 Forms
	Transaction Status Report
	�
	Specialty Reports
	�
	
	
	�
	Add/Remove Buttons
	Average/Total
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	Payroll Check Register Report
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