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Introduction

Chapter overview

AN The following information is covered in this chapter:
e User Manual overview

*  Program overview

»  Softwareterms

e Internet menu

e Understanding the basics

e Contacting Customer Support
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User Manual overview

Symbols and conventions

To help you understand and use the manual more effectively, this user manual
uses the following symbols and conventions to make specific types of
information stand out.

The light bulb symbol indicates a helpful tip, shortcut, hint or sugges-
tion on the current topic.

The warning symbol is used to alert, warn, or caution you of particular
& procedures, actions or notices.

Note: The Note format (i.e., line above, line below) is used to format a special
note.

> The ( >) symbol indicates a selection to make from a menu. For
example, File > Print is the same as select the Print command
from the File menu.

Paper and pdf manuals

Aatrix Software provides User Manuals in the following formats:

PDF Y ou can download User Manuals from our website
(www.aatrix.com) or copy them to your hard drive from the
Aatrix CD-ROM.

To view/print PDF manuals, you need Adobe Acrobat Reader
(version 3 or later) installed on your computer. The User
Manuals, aswell asinstallersfor Acrobat Reader, arelocated in
the Documentation folder on the Aatrix CD-ROM.

Paper If you want to purchase a User Manual in paper format, call 1-
800-426-0854.
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Installation instructions

Instructions for installing your payroll program are not provided in the User
Manual, instead they are provided as a separate document that is included with
your software order. If you misplace your installation instructions, you can find
them in afolder called Installation Instructions on the Aatrix CD-ROM.
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Aatrix Top Pay overview

Thank you for choosing Aatrix Software. Aatrix Top Pay been designed with an
“open architecture” format that allows you to define and set the parameters for
your deductions, employer paid contributions, and extraincomeitemsto fit your
payroll needs.

If the software asis cannot perform aneeded payroll task, call customer support.
A variety of additional plug-ins have been created to handle most situations.

While comprehensive and powerful, our payroll programs use the latest in user
friendly interface features which has made our software among the most popular
on the market. However, if you have never done payroll processing before or
you have any questions, our support staff will be happy to help you. For
information on contacting Customer Support, please refer to “ Getting help”
on page 1-17.

The Tab windows

Before you begin using Aatrix Top Pay, there are some things you should
become familiar with in order to use the program more easily.

It is helpful to think of Aatrix Top Pay as operating in six different modes:
Company Setup, Employees, Payroll Items, Process Payroll, Reports, and
Liabilities.

To access any one of the modes, click the appropriate Tab as illustrated below.

Tab

% Bentz&k(o.=—"—M
Company Setup Employees Payroll Items  Process Payroll Reports Liahilities

|

Each tab window contains a set of buttons that change depending on which
mode you are in. Clicking these buttons will execute the command that the
button represents. For example, clicking the New employee button allows you
to create a new employeefile.

Employee List: £ .m % c
= = Newg Delete& Perzonal | Fau \f'/’
Master List > Ernployes fEmployze | lnfo | History Hotes
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Company Setup tab window

Click the Company Setup tab to open the window that contains your company
information.

Bentz& (o =""—————H

Company Setup Employees Payroll ltems  Process Payroll Reports Liabilities
; 3
Cheé@ Errur\r@ Newﬂ
Stock | Checking | Compan:

Phone: [701-779-7793 |

Direct
[eposit

"'?q-:l

MICR Info!

~ Company Info:
Co.Mame: [Bentz & Co. ]

Trade Name: [Bentz & Co. | contact: [Barb |
]

Address: [1127 N. Columbia Rd. Fax: [701-772-7790 |

Sample Copany

[ | Ernail
city: State: Zip:

Federal I (EIN): [state:  state ID: Unemployment [0 :
D 12-1234567 1-33339
12-12224121
Taxpayer I Mumber (TIN): =
27-Z456 729 [+ |
r Defaults: ———— Departments fGroups -
Checkform: () Departments () Groups :
Aatrix AML-2 .| & Recounting
e Boalopmer
chear registor 2] | | | Cousiopmert
. Employes List Research = Edit
- [ Sales 1=
= Support =

The buttons across the top of the Company Setup tab window allow you to set
up new companies, store bank information such asyour bank routing number for
printing checks on blank checkstock or for direct deposit.

With the Checkstock Watcher, you can create an aert to warn you when your
check stock is running low.

Clicking the Prefs button allows you to setup your preferences for accounting,
employees, printing, program, security, and Time Card.

The Calendar feature can be used to create reminders to remind yourself of
important events, such as employee birthdays or dates that government reports
are due.

You can use the Error Checking feature to create rules to catch payroll
processing errors before they occur. Clicking the Enroll EFTPS button allows
you to enroll with the Aatrix’s EFTPS Service.
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Employees tab window

Click the Employees tab to set up new employee files or to edit the employees
you already have entered.

Bentz & Co.=wVF8F———— E

Company Setup Employees Payroll Items  Process Payroll Reports Liabilities

SlaEa =8

= e <otk F I
Master List > Ernployes {Emploes §  lnte. History Hotes Save
ployee 05 r Employee Info:

Aidarns, Sarnuel J
Anderann. John J Mame [Saruel J Adars | ssh [B43-24-2423
g,y wsres: TS | 105 i

Blake, Lillith L ty Bt ] [ pirect Deposit
Carlsan, Carol 1M Bty [Grand Forks SHD Zip 58208 Direct Deposit Setings..|
Carpentér, Pat H
Crsty, Ficharl 0 Fay period: Filing status:

ahl, Perter -
Dietz, Raymond R Faid: @ Hourly $ per hour Murnber Extra
Egsétrrtnaﬂaﬁténﬁne 1] Dsalary $ Annual salary of claims : withholding: Exempt:
English, Robert & = _ Federal: O
ECL’E?"»:’S?"E'“ Overtime: Dbl Overtime State: 1] 550 [

P Local:
E:alatnzl],edodlﬁr\ 1 [] Raise the Per hour rate’ ta % o
Hnwarl{, Lindsey P on
Hussan, Pamela Je I [ vacation, Sick, Holiday... |
Johnsoﬁ, Howatd M
E;’r?srgenrf;?’?";'ug w r Earned Income Credit: Evaluate E
Lenz, Gabriells w EIC Payment Eligible Lazt review date
m:ﬁlzn'ﬁzzglrlaange d E [ Eoth spouses filing Mext review date /30701 Evaluate... |
Messiﬁger, Michael [ -
Mott, Tracy E — Dates:
Melatn. sorah = [ Hired: Orerminated: [ ] [oeoeases: [ ] |

It isin the Employees tab window that you will setup your new employee files
with such information as name, address, pay rate, and claims. Thisisalso where
you will make changes to your existing employees or delete from the system.

When you select an employee from the Employee List and click the Personal
I nfo button, you can add information such as emergency contact name, birthday,
phone number, and other related information.

When you click the Pay History button, a window opens where you can enter,
edit, or view the pay history records of the selected employee. Y ou can aso keep
notes about an employee with the Notes feature.

The New Employee Settings option listed at the top of the Employee List is
where you enter the default settings for new employee files. Thisfile contains
the pay period, filing status and other related payroll information you want
automatically assigned to new employees. Y ou can think of New Employee

Settings file as the templ ate the program uses when you create each new
employeefile.
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Payroll Items tab window

Click the Payroll Items tab to open the Payroll Items window.

= PBentzklo.——————— H
Company Setup Employees Payroll ltems [0 0 | Reports Liabilities
Employee List: A Display: E = m: =
Master List * Hide[Shew | - Delete | Frint
. Detail JEdit HHern Itern epatt
Pl LLE Select (+) the payroll items you want assigned to: Master List (all employees)
New Employee Settings
Hdarns , Samuel J ™ | Payroll items: Type: | Cale. Method: Job £ Limit: | T Expt:| Link
Anderson, John J ™ T oome
gg?{;w-ﬁﬁ:;gggeg Reirnbursement Reirn Arnount oo - -
B\ake' Lillith L Training PerHor | Arnount 1000 - -
Carlao’m Carol M A | Wacation Ferbor | Amount ooo - -
Carpenter, Pat H .
Crasby, Michael 0 7 DE?”S"”".S.' Tm Fed T AFE 2002 US Federal - -
Dahl Ferter R ederal Income Tax ed Tax edera
D\eti Raymond R Health Inzurance Mizsc B Gross 200% - -
Easlrﬁan yBUﬂI‘IiE D « Medicare FICA % Gross 143% - -
Ebert Lﬁuia N = + D 2002 Morth Dot StateTax | MD 2002 Morth Daketa - -
Englie:h, Robert 4 + Social Security FICA % Gross & 207 | 54,2000 wae.. -
Erikson, Ronald T .
Evans, Ruth K i E_"}pu%{\er cad. [ FUTA | B 0.80%/ 7,00000 --
Fritz, Jon J X t0ss D000 wages...
Gran ‘e Jerri J + Medicare Match FICAmnat... | % Gross 145% - -
HowagrdJ Lindsey P « Social Security Match | FICAMat.. | % Gross & 20% | 84,2000 wae.. -
Hudson,’Pamela o + SUTH SUTH & Gross 0.Z0% - -
Jdenzen, Jay L
Johnsan, Howard 1 ||
Kramer, Joshua 'w =
Larson, Larry & =
Lenz, Gabriella W
Martin, Terrance J To personalize an itern, click the name of the itern. When it'z highlighted, click the “Edit ltem™ button to
Mertz, Angella é L] oy the tem.
Messinger, Michael D . g
bdcdl T c ]

Any payroll item that is displayed in thiswindow is“Available’ to assign to
your employeefiles. The payroll itemsyouinitially see arethe onesyou created
viathe installation process. Use the “New” buttons to create additional items.
Clicking Hide/Show Detail will turn on/off the detail (e.g., type, calculation
method) of each item.

Once a payroll item is created, you can assign the item to all the employees on
the selected Employee List, individual employeefiles, or to the New Employee
Settings file. To assign an item, select the All Employees, New Employee
Settings, or an individual employee from the Employee List, then click the
desired payroll item. A checkmark (V) will appear next to the name of the
payroll item to indicate that it is assigned to whatever fileis selected in the
Employee List.

Clicking the Print Report button allows you to print areport showing the
assigned payroll items and their setup for the whatever is selected in the
Employee List (e.g., Employee List Settings, an individual employee).
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Process Payroll tab window

When you are ready to process your payroll, click the Process Payroll tab.

Bentz&Co.=——

Company Setup Employees VO BT B Process Payroll Reports Liabilities
Employee List:  [7] e EE| =2 e e ] S
f #dd |o=—||Remove 5 Print it iiew| Epport [Revert to
Master List + | |Fau ttom [Fay 1tem dueus | Frint as [Prift/iew] Eupart [RECect f
Adars, Samuel J Adams, S5amuel J QuickCalo™ On
Anderson, John J Gross Fa Deduct Employer Faid  |Net P
. w eductions mployer Fai et Fay

andrews, Mary 11 932.32 182.56 79.63 749.76
Blaks Lillith L Income: Pay Rate:  Hours: Amount: =
Carlzon, Carol M Reqular Pay 1050 86 67 21004
E""PE “elf;». Ph"t IHD Overtime 15.75 0.0 000
Dg?wsl Slg'ert:acr ?; Double Dvertime 21.00 0.0 000
Diatz, Raymend A Commission 0.00 0.0 0.0
Eastman, Bannie D Eanus 0.00 0.0 0.00
Etert, Louie N EIC Payment 2228 0.0 2225
English, Robert & _ 86.67 932.32
Erikson, Ronald T =
Evanz, Ruth K Extra Income: Pay Rate: Hours : Amount : Job -
Fritz, JonJ Yacation 10.50 o0 0.00 Hone
Grange, Jerri J
Howeard, Lindsey P
5‘””30”» Eamfla Jo Deductions : Tips: Wages: Amount:
Jggsnesgﬁ ?-l%ward M Federal Income Tas 10,04 T100
ramar Joshua v Medicare 0.00 21004 1320
Larson, Larry A MO 2002 North Dakota 21004 EET
Lenz, Gabriells w Social Security .00 210.04 642
Martin, Terrance J Health Insurance 210,04 _ Z2o0
IMertz, dngella & T8Z.96
Messinger, Michagl [ = =1
Mott, Tracy E - Employer Paid: wages: Amount : —
Helzan, Sarah D | FuTa 21004 728 =]
Preston, Jack 0 | redicare Match 210.04 1320 =]

An Employee Paysheet like the one displayed in the above illustration appears.
The paysheet will display the sel ected employee'sitemized income, deductions,
and employer paid contributions. Y ou can enter or change many of the values as
well as add or remove payroll items on-the-fly.

Clicking the Revert to Original button returnsthe selected employee’ s paysheet
back toits original values. Thisis helpful if you make changes to an employee
paysheet and then determine that the original values were accurate.

A unique feature of your payroll program is the Check Queue. It “stores’ your
paychecks until you are ready to print them. Thisis the preferred method for
processing payroll. It allows you to process all your paychecks and then print
them at the sametime. After queuing all the checks, click the Print/View Queue
button to access the Check Queue and print your paychecks.

The Send/Post Payroll button allows you to send your payroll information to
QuickBooks.
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Reports tab window
Click the Reports tab to open the Reports window.

Bentz& o ——————
Company Setup Employees Payroll ltems  Process Payroll Reports Liabilities
Employee List: (K| E =
Master List + HeEn B o [ Eeer
Adams, Samuel J ~ Report On:  Reports:
Anderson, John J T
Andrews, Mary M ist-
Bartz. Tﬁeodorye < @ Employee List: Master List Form Wz
Elake, Lillith L () Employee: Untitled Form 1099
Carlson, Caral M Form 1096
Carpenter, Pat H Certified Payroll Summary _
Crosby, Michael O r Report on the period: ————— Cost Center dnalysis =
Dahl, Perter R Default Informmation Summary
Dieté, Raymond B LS )= Department Report
Eastman, Bonnie D Ernployes Data Sumrnary
Ebert, Louie M Employee Data Defail
English, Robert & _ . . . X Ernployes Personal Data Surnmary
Erikson, Ronald T = Skip ernployees not paid during report period Estimated Annual Wage
Evanz, Ruth K Federal Tax Summary
Fritz, JonJ _ PR Hours - Holiday
Grange, Jerri J Report Limits: Hours - Sick
Howard, Lindsey P Departrnent: IHours —H\{aﬁatlan
Hudsan, Pamela Jo . noome History
Jensen, Jay L Fay Feriod: Job Costing Detail
Juhinson, Howard M — Jub Costing Report
Kramer , Joshua W Other limits... Job Costing Summary
Laraon,JLarryI A Liabilities Due
Lenz, Gabriella W N R Mew Hire .
Martin, Terrance J [ Options: an ngsinry SDetal\
Mertz, &ngella & i - 'ay History Summary
Messingerg, Mochasl O - Print to Apple Lazeririter Egﬂgggﬂ gﬁtni” —
Mott, Tracy E mary =
Nelaﬂn, Sa?"lah il sl D Gy Reted Reqular Contribution Summar: -
Preston, Jack 0 = E

A list of all the reportsthat are available for use are located on the right side of
the window in the Reports list.

The Customize List feature allows you to select which reports you want
displayed in the Reports list.

Y ou can generate reportsfor an entire Employee List or a specific employee, for
the time period you specify.

Once you' ve designated the time limits for your report (e.g., quarter, month),
clicking Preview/Process allows you to view your report on the computer
screen before sending it to the printer. Clicking the Print Report button will
send the report directly to the printer without previewing it.

Y ou can usethe EZ Report Builder to quickly put payroll information together
into a report format.
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Liabilities tab window

Click the Liabilities tab to print/record both liability and miscellaneous checks.

Bentz&lo.="————H

Company Setup Employees Payroll ltems  Process Payroll Reports Liabilities

Register: (Kl % E b
Check Register & pe ; Deposit | ithdri

—To write a Check :

Gentz & Co.
V157 W Columbis Rd. Date:[2/15/02 Check ® |7227
1) Select or Create 3 Payment Grand Forkes, ND 58281
941 Liahility
FUTA Liability T
SUTA Liabil ity Pay To: [First Bank | Total | 1681 66
Health Insurance Address

5177 5 Washington
IGrand Forks, ND 58201

|~
e | ‘

2) Selected items for this check Type Amount
Federal 500 oo] [
Medicare 111.95]
Sosial Secur ity 478 55

Federal Income Tax

3) [Select the Period | 4 | Medicare

Social Security

L RLY KL KLY KL K13 (£13

Medicare Matoh Emplr . 111.99

b Iculate Social Security Match Emplr. 478 55
_> amount Not Allvcated oo
AR Amount Mot Allecated 0.00] [+

In the Liabilities tab window, you can setup your payments (e.g., 941 deposit,
health insurance payment) beforehand and “use” them whenever you write
checks. When you use a payment, the program cal culates the amount of the
check using datait culls from the Pay History records. This will save you time
when you are making your Federal and Statetax deposits or your unemployment
payments.

Once your check is calculated, you can send it directly to the printer, record it
without printing, or if it's afederal tax deposit, you can submit the payment to
the government through the Aatrix EFTPS Server.

Y ou can view the entries in the selected check register by clicking the View
Register button. Clicking the Payment History button allows you to quickly
view the payments you' ve already made.

The Deposit and Withdraw buttons allow you to make a deposit into or a
withdrawal from the selected check register without having to go into the check
register itself.
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Employee Lists

On the left side of most tab windows you will see an Employee List pop-up
menu as illustrated below.

The narne of the EITIDll]!_.IEE List:
Employes List A -
currently open lMﬂStEI’ List —]

i= displayed here

-
- Ernployes List
__| Hew Employee Settings - -
Adams, Samuel \‘- I—J PopTHp e

Anderson, Johl - New Employee List...
Andrews, Mar)

The narnes of the Bartz, Theodo Add Employee to List...
ernployees that have Elake, Lillith| HAdd "Untitled” to List
been added to the Carlson, Caro

currently open 7] |Carpenter, Pa Remove Employee...
Emnployee List will Crosby, Michy Rename Employee...

be displayed here [ahl, Peter R

Dietz, Raymor Delete Employee...
Esstman, Bonl |l Time
gl .- Master List
Part-Time

The names of your employee lists are displayed at the bottom of the Employee
List pop-up menu. It includes the names of the employee lists that the program
automatically creates (e.g., Master List) aswell as any you may have created.
There are also commands that allow you to edit your employee lists. For
example, you can add or remove employees from the employee lists you create.

Selecting an employee list from the pop-up menu will display the names of the
employees that are on the selected list.



CHAPTER 1: Introduction

Software terms

Deductions

Employee List

Employer Paid

Extralncome

Plug-Ins

Pay History

Check Queue

Refersto the payroll itemsthat are deducted from
employee paychecks. Thisincludes federal taxes,
state taxes, Social Security, Medicare, health
insurance and other similar items.

A list or grouping of employeesfor the purpose of
processing payroll or generating reports. The
Employee List is displayed on the left side of the
Employees, Process Payroll, and Reports tab win-
dows.

Thisrefersto payroll items that are paid by the
employer. Thisincludes “matching” employer
amounts for Social Security, Medicare, health
insurance, and similar items. It also includes
employer payments for federal unemployment,
state unemployment, disability, and other related
items.

This refers to additional income such as bonuses,
commissions, tips, different pay rates for differ-
ent jobs, and other sources of extraincome.

These are utilities that you use to increase the
power and versatility of your payroll program.
For alist of these plug-ins and their functions,
refer to“ Plug-ins overview” on page 4-35.

This refers to your employee's year-to-date pay-
roll records. Individual paychecks can be viewed
in Pay History.

A temporary storage area for employee paycheck
information. This allows the printing of all
employee paychecks at the same time.
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The Internet menu

From the menu bar, a category called I nternet is available when your payroll
program is open. The commands in this menu are detailed below.

Imml Help

Check for updates
Online Registration

Payroll FAQ
Online Support
Find a Consultant
eSupport

Ordering Supplies
State Forms
Support Plans
Aatrix Care
Online Manuals

Check for updates
With your Customer | D#, you can access updates for your payroll pro-
gram.

Online Registration
Rather than using mail or fax, this web page provides you with direct on-
line registration of your software.

Payroll FAQ
Provides you, free of charge, accessto a Knowledge Base that contains fre-
guently asked questions about the Aatrix payroll software.

Online Support
This web page provides a variety of Support information (e.g., how to use
eSupport).

Find a Consultant
Provides information on Aatrix Resellers and Qualified Installers.

eSupport
Thisweb page allows you to send an email directly to the Aatrix Technical
Support staff.
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Ordering Supplies
This connection takes you to the Aatrix Online Store.

State Forms
This web page has information on which state forms we provide as an op-
tion to our payroll software.

Support Plans
Providesinformation on the different support plansthat are available to our
Aatrix customers.

Aatrix Care
If you are on the Aatrix Care Support Plan, this connection provides access
to the Support Knowledge Base and QuickTime help movies.

Online Manuals

From this web page, you can download the electronic version of the User
Manuals. To open these manuals, you need Acrobat Reader installed on
your compulter.
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Understanding the basics

Thefollowing information is dedicated to those users who are not familiar with
the Macintosh computer and Apple Interface. Experienced Macintosh users can
skip this section. This section is not intended to replace the manual that came
with your Macintosh. We recommend that you read that manual first.

Quitting the program
To quit the payroll program, select File > Quit.

Using pull-down menus

Y our payroll program uses a series of pull-down menus that contain commands
that operate the program. The menus are listed across the top of the screen. To
pull down amenu, point to thetitle of the menu at the top of the screen you want
to access. Press and hold down the mouse button to open the menu. To choose
a command, drag the pointer to the command you want. Rel ease the mouse
button and the command will activate.

Pop-up menus

The payroll program also uses afeature call ed pop-up menus. The pop-up menus
offer you additional features and options to choose from as you operate the
payroll program. These pop-up menus are located within various dialog boxes
as you operate the program.

When you hold the mouse button down on a pop-up menu, the menu literally
“pops-up” from the dialog. Move the mouse pointer to your selected option
choice and when you release the mouse button, your choice will be selected.

A small black triangls
tndicates thata pop-up
rnenl s avallable,

Filing status: /Fﬂing status:

Single =

Married
Married, filing sep.
Head of household
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The Putfiledialog

A Putfile dialog allowsyou to tell the computer whereto save any new filesyou
create. A similar dialog called the Getfile dialog is used for opening files that
have already been created. These dialogs allow you to open every folder on both
your hard disk or your disk drives.

The cuzrently open

folder, Click here [ Employee Files f ¥ |
tomove theough = - i
ouz foldess, | in Bsdaems, Somupl d 4| = Macintosh HD H— &”ﬁ;?td“k
il ik 0y Bgams, Semust LSS - Ejects cuzrent
ilesin the I Baderson, Joha d Ejest floppyr disk
currently open

Desktop e Cli_ckhen_ato
01 Basdrewms, Mary M swritch drives
ik mes, Many MIEEDS I Save I
Save Employee List as... [M
Field used for
entexingname [MEESER| (New Folder )

of file

i
i
folder 0 Braferson, Jobwn JRECE
i
i

iy

If you hold the mouse down on thetitle of the current folder (at the top), you
can move backwards through your folders to your hard disk. Use the Desktop
button to switch from one drive to another (e.g., hard disk to floppy disk). Once
you find the file, double clicking it will activate it.

Command keys

Notice that when making selections from the menu bar that some of the
commands have what is called Command K ey equivalents listed next to the
them.

Command K eys are a combination of the Command Key (the key with the apple
on it) and another key on the keyboard, pressed simultaneously. Command Key
functions allow you to activate a command from the keyboard instead of using
the menu bar.

For example, the Save command can be accomplished either by using the menu
bar or by using Command Keys.

Menu bar: File > Save

Command Key: Command Key / “S” key
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Getting help

Aatrix isproud to provide you with several resources to assist you with all your
payroll needs.

The User Manual

Use this manual as a starting point for finding solutionsto all of your pay-
roll questions. The manual is the fastest, easiest, and most cost effective
manner to resolve all of your payroll questions.

On-LineHelp
Check out our on-line help at www.aatrix.com.

Telephone Support

For customers who want that human touch, Aatrix is proud to provide tele-
phone support with our qualified customer support staff. To help us provide
answers to your questions, please have the following information ready
when you call.

e Company name and credit card number.

e Computer information such as computer type, amount of memory
(RAM), system version, and printer type.

« Beat your computer with the program open so that we can walk you
through your solution step by step.

Contacting Customer Support

Note: Customer Support isavailable for a nominal charge on a credit card.

Hours:  Monday - Friday 8:00am - 5:00 pm CST
Telephone:  701-746-6017
Fax:  701-746-4393
E-Mail:  esupport@aatrix.com

Mail:  Aatrix Software, Inc.
c/o Customer Support Dept.
PO Box 5129
Grand Forks, ND 58206-5129
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Notes:
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Chapter overview
The following information is covered in this chapter:
- e Setting up new companies
» Using departments and groups
* Preferences

Using other features such as Error Checking, Mail-
ing Labels, and the Checkstock Watcher
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Company Setup overview

When you click the Company Setup tab, awindow such as the following is
displayed. The information you enter in the Company Setup window will be
used throughout the payroll program and for reporting purposes.

Bentz & (o ="—"———""""— E

Company Setup Emplovees Payroll ltems  Process Payroll Reports Liabilities

= G L 2 cm@la—m§ |
Stack | Checking |Comean! |

Direct Enrall
MICR Info| Depositl Prefz | EFTPS | Calendar

0. — Company Info:
Sample Compan:
P pany Co.Mame: [Bentz & Co. | Phone: [701-779-7799 |
Trade Mame: [Bentz & Co. | Contact: [Barb |
address: [1127 N. Columbia Rd. | Fax: [701-779-7790 |
[ | Emnail
City: [Grand Forks State: zip: [532m
Federal I (EIN): [state:  State ID: Unemployrment ID:
D TZ-1224567 [REEEEE]
12-12234121
Taxpayer Il Number (TIND: =
27-z456 732 =
r~ Defaults: —e—— Departments fGroups :
Checkform: (@) Departments () Groups :
Aatrix AML-2 ... | & Hecounting
Ee | O men
Check Register 8 Marketr; ng
— Employes List Research =] Edit
- = = Sales [~
= Master List = Support -

Thelist on the left displays the names of your companies. Initially, the list will
contain the name of the company you set up during the installation process and
a Sample Company. Y ou can use the Sample Company to get familiar with the
program and to experiment with different payroll options.

To switch to a different company, click the name of the company you want to
open. Any changes you make to the company setup are automatically saved by
the program.

Y ou can create additional companies by clicking the New Company button. For
details, refer to “ Creating new companies” on page 2-4.
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Following is abrief description of the other features provided in the Company

Setup tab window.

ETH
FICE Info

Crirect
Leposit

Prefs

Ehe%

Stock

Er'r'n?a@

Checking

Click this button to enter banking information such
asthe name of your bank, account number, and other
banking related information. The information can be
used for printing your checks on blank check stock
with the MICR line. For more information, refer to
thefile called MICR Check printing located in the
Documentation folder on the CD-ROM disk.

If you plan to use Direct Deposit, click this button and
enter the required information. For details, refer to
Chapter 13, Direct Deposit.

Clicking this button opens the Preferences window
where you can setup the preferences for all compa-
nies. For details, refer to “ Preferences over-
view” on page 2-16.

Clicking this button brings up the Aatrix EFTPS
Enrollment Form. It is a two-page form for you to
fill out and submit to Aatrix Software if you wish to
enroll with the Aatrix EFTPS Service. For more
information, refer to Chapter 14, Aatrix EFTPS.

Clicking this button opens the Reminders Calendar
window. Reminders are a handy way to remember
employee anniversaries, employee birthdays, and
due datesfor state and federal tax forms. For details,
refer to Chapter 11, Setting Up Reminders.

Clicking this button opens the Checkstock Watcher. It
is here that you can set up the program to warn you
when the number of checks you have on hand are run-
ning low. For details, refer to the “ Checkstock
Watcher” on page 2-29.

Clicking this button opens a dialog where you can
setup error checking rules that will stop payroll pro-
cessing errors from occurring. For more information,
refer to “Error checking” on page 2-31.
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Opening companies
The following dialog will appear when you launch the Aatrix Top Pay.

Company Selectionooiao0riai0—a0mor—

Please select a company to open:

Bentz & Co.

Sample Company You can switch companies
at any time within the
program by selecting the
company from the listin the
Company Setup tab window.

New Company...

[ Restore from Backup... ]
[ quit | | continue ||

Select the company you want to open, then click the Continue button. The
program will open to the Employees tab window of the company you selected.

Creating new companies

There are two ways you can create a new company. To use either option, click
the New Company button in:

e The Company Setup tab window.

e The Company Selection window (see above).

Instruction Set 2-1: Creating a new company

To use Aatrix Top Pay with QuickBooks, you MUST create the

& necessary links. If needed, refer to“Menu link to” on page 2-18.
Also, if you have existing QuickBooks payroll datato bring into the new
company, generate the necessary QuickBooks data files before
continuing. For detailed instructions, refer to “ Creating
QuickBooks payroll data files” on page 2-8.

1  Click the New Company button in either the Company Setup tab window
or the Company Selection window.
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The following dialog will appear.

New Company Setup

Lo you hawe QuickBooks payroll data to convert®

@ Mo, | have no QuickBooks payroll data to conwvert

D ‘ez, | have QuickBooks “ernployes info" to convert

Inzlude pay history records

Select the appropriate conversion option, then click Continue.

No Select the No option if you do not have any QuickBooks
payroll datato bring into the new company.

Yes Select Yesif you have QuickBooks employee information
(e.g., name, SSN) to convert. Click the Include pay his-
tory recor ds checkbox if you also have employee pay his-
tory records to bring into the payroll program, then click
the Continue button.

The following dialog will appear. Read the information,
then click Continue.

New Company Setip=———————H

Before continuing, make sure that you have the following QuickBooks files
saved to the Desktop:

® An export file containing your "Employee List” and "Payroll
Items" information.

® Summary by Employes reports - one limited to “This Calendar
‘rear” and the other limited to "This Calendar Quarter™.

Instructions for creating these files are provided in the 'datrix Top Pay
Installation and Conversion' booklet (located in the CO-ROM Envelope).

When you click Continue, a series of windows will appear.
Read and respond to each window as it appears.
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The following dialog will appear.

Save company as:

|
Cancel | 0K |

Enter the name of your company, then click OK.

The program creates a folder for this company and saves it in the Aatrix
Payroll f folder. The company folder will contain a Checkforms f folder,
an Employee Files f folder, a Registers f folder and a Reports f folder.

i If you are converting QuickBooks payroll data, a series of windows will

appear that require you to match your QuickBooks payroll items to spe-
cific payroll itemsin the payroll program.

Note that the name of your new company has been added to the Companies
list. Enter all relevant information for this company.

TestCompany ="————————— E

Company Setup Employees Payroll ltems Process Payroll Reports Liabilities

. . ]
e L) Wt Enroll Eg- Ches Error Newﬂ
MICR Infol Deposit Frefs EFTPS | Calendar Stock | Checking §Caornpan:
Bentz & Co.  Company Info:
Sample Compan
Test Compan, Co. Name : [ | Phone: | ]
Trade Nare: | | Contact: |[ |
#ddress | \ Fax: | \
[ | Email:
oty [ Jstate: [z [ ]
Federal ID (EIN) State: State ID: Unernplayment [0
Taxpayer ID Mumber (TIN): =
L 1 B
- Defaults: —— _ Departments/Groups:
Checkform : {8 Departments: (2} Groups:
Quickbooks Laser | &
e
Check Register |
= Employee List: = Edit
= Master List = [+
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Company info

Enter your company name, address, telephone number, etc. Many fields,
such asthe Federal ID number (EIN) are used for government reports such
asthe 941, so make sure you enter your company information as you want
it to appear on your reports.

Taxpayer |D Number (TIN)
This optional number is used for EFTPS transmission. For more informa-
tion on the Aatrix EFTPS Service, refer to Chapter 14, Aatrix EFTPS.

State and Unemployment 1Ds

To enter your State and Unemployment IDs, click into each column, enter-
ing the two-letter abbreviation for your state in the first column, your state
ID in the middle column, and your state unemployment ID in the last col-
umn.

Defaults

Your payroll program will default to the selections you make in the Check-
form, Register, and Employee List pop-up menus. If needed, you can
change a default on-the-fly. For example, when you print checks, the pro-
gram defaults to the checkform you have selected here. However, you have
the option to change to a different checkform in the Print Checks dialog.

Departments/Groups
Setting up Departments and/or Groups is optional. For more information,
refer to “ Departments and Groups overview” on page 2-9.

Y ou are now ready to verify your default settings and enter your em-
ployee information. For details, refer to “ Setting up new employee
defaults” on page 3-3 and “Entering new employees” on

page 3-6.
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Creating QuickBooks payroll data files

If you are creating anew company AND have existing QuickBooks payroll data
to bring into the new company, you will need to first create the necessary data
files. The procedure is atwo step process and is outlined below.

Step 1 Create an export file that contains your QuickBooks employee

and payroll items information.

Open QuickBooks, then select File > Export.

In the Export dialog that appears, select the EmployeeList and Payroll
[tems options, then click OK.

In the dialog that appears, name the file Employee I nfo, click the Desk-
top button, then click Save.

Step 2 Createtab-delimited report filesthat contain your employee's

pay history. Skip this step if you do not have any payroll history to
convert (e.g., you are starting a new calendar year).

Select Reports > Payroll Reports > Summary by Employee.

Limit the report data to This Calendar Year and Employee.

Dates |This Calendar Year - Fr’s ;Columns |Emp|oyee -

Choose File > Print Report.
In the Print Report dialog, select Tab-delimited File, then click Print.

In the Putfile dialog that appears, name the file Yearly Pay History,
click the Desktop button, then click Save.

Repeat steps 1-5, except limit the payroll report data to This Calendar
Quarter and Employee and name the file Quarterly Pay History.

[Dates |This Calendar Quarter - FVE ;Columns |Emp|oyee -

Y ou can now create your new company. For details, refer to “ Creating new
companies” on page 2-4.
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Departments and Groups overview

Y ou can setup alist of departments and/or groups and assign each employee to
a department and/or group. This can help you to organize your payroll and
provide you with detailed reporting options, such as generating reports
combining employees from more than one Employee List.

Creating departments

Departmentalization is mainly used for distinguishing groups of employees for
reporting purposes. After determining all the departments your company has,
you are ready to set them up in the payroll program.

Instruction Set 2—-2: Creating a department

1 Inthe Company Setup tab window, click the Departments radio button.

2 Click the New button.

Enter the new department title:

3 Inthe text box, enter the name of the department.

You cannot remove the names of the departments fromthe list. You can,
& however, change the names of existing departments.

4 Click OK.

The department name appears in the scrolling list.

5 Follow steps 2 to 4 until all your departments are created.

You are how ready to assign your employees to departments.
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Assigning employees to departments

After you have created all of your department names, you can then assign
employees to their specific department. Thisis a nice feature if you want to
generate payroll reports by department.

Instruction Set 2—-3: Assigning an employee to a department

1 Inthe Employees tab window, select an employee name from the Employ-
eelList.

2 Click the Personal Info button.

=———— Personal Information ="—.1"—H

[ Stondard Fieids [ Customelasso |

Employee: Samuel ] Adams

Phone Number: |701-746-1212

Personal Contact: |John Q. Adams |

Contact Phone: |701-746-5555 |

ID Number: Accounting
. ) Advertising
B ~—DeveTopienm—
« Marketing Y
Research = "
) Sales 52
Gender: Support ale
Technical
Not Assigned | 0K ||

3 From the Department pop-up menu, choose the appropriate depart-
ment for the selected employee. If an employee does not belong to a
department, select the Not Assigned option.

Note: An employee cannot be assigned to more than one department at a time.

4 Click OK.

5 Follow steps 1 to 4 until all employees are assigned to a department.
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Gross pay expensing by department

Y our gross wages can be assigned to different expense accounts for the purpose
of creating departmentalized reports. For example, you can generate a report
that shows the expenses of a particular department by first creating your
departments and assigning them to your employees.

Y ou will also need to set up the corresponding gross wage expense accountsin
QuickBooks. Please refer to your accounting software manual for information
on creating gross wage expense accounts.

Instruction Set 2—-4: Gross pay expensing by department

1

If you have not yet done so, setup your departments and assign a depart-
ment to each applicable employee.

If necessary, refer to “ Creating departments” on page 2-9 and“As-
signing employees to departments” on page 2-10.

Export the chart of accounts out of QuickBooks. In the Save dialog
that appears, name the file Chart of Accounts, click the Desktop but-
ton, then click Save.

Launch Aatrix Top Pay, then select the Send/Post Payroll command
under the QuickBooks menu.

If the menu bar does not display the correct accounting program, refer
“Menu link to” on page 2-18.

Set up the links between your payroll items and accounts.

The links you need to create are outlined in the next step. For details on
how to create alink, refer to “Linking QuickBooks accounts to
payroll items” on page 8-3.
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5 Inthe Designate Account Links portion of the window:

e Link each of the Gross (DEPARTMENT) payroll items to the corre-
sponding QuickBooks gross wage expense account(s).

When imported into QuickBooks, employee gross wages are debited
to the expense account linked to the Gross (DEPARTMENT) payroll
item.

¢ Link each of the Gross (Not assigned or all) payroll itemsto ageneral
salary expense account in QuickBooks.

Thisisthe account that will be used if an employeeisnot assigned to a
department or if a department that doesn't have its gross linked to a
specific QuickBooks account.

Editing department names

There may be times, due to company re-organization or company marketing
plans, that you will need to edit the name of an existing department.

Instruction Set 2-5: Editing a department name

1 Inthe Company Setup tab window, click the Departments radio button.
2 Select the department you want to edit.

3 Click the Edit button.

4 Inthedialog that appears, edit the department name.

5 Click OK.

The department will be listed with its new name.

Note: If a department is assigned to an employee, the program automatically
changes the name of the department in the Personal Info dialog too.
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Creating groups

Many employers need to designate which group an employee belongsto for the
purposes of certified payroll. Since the titles for these groups may be different
in every state, you can enter your own titles.

Instruction Set 2—-6: Creating a group

1 Inthe Company Setup tab window, click the Groups radio button.

2  Click the New button.

Enter the new group title:

3 Inthe text box, enter the name of the group.

You cannot remove the hames of the groups from the list. You can, how-
ever, change the names of existing groups.

4 Click OK.
The group name appears in the scrolling list.

5 Follow steps 2 to 4 until all your groups are created.

You are how ready to assign your employees to groups.
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Assigning employees to groups

After you have created all the group names, assign specific employeesto their
specific group. Thisis anice feature if you want to generate payroll reports by
groups.

Instruction Set 2-7: Assigning an employee to a group

1

In the Employees tab window, select an employee name from the Employ-
eelList.

Click the Personal Info button.

Personal Information ="""—"—nu= E

[ Stondard Fieids [ Customelasso |

Employee: Samuel ] Adams

Phone Number: |701-746-1212

Personal Contact: |John Q. Adams |
Contact Phone: |701-746-5355

1D Number: African American
Birthday: Asian

R Latin Amerlc_an
@./ Other

Gender: | NOCASSTOWED |
cancel |[__ok ]

L1 E13

From the Group pop-up menu, choose the appropriate group for the
selected employee. If an employee does not belong to any of your
groups, select the Not Assigned option.

Note: An employee cannot be assigned to more than one group at a time.

4

5

Click OK.

Follow steps 1 to 4 until all employees are assigned to a group.
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Editing group names

There may be times, due to changesin government reporting requirements, that
you may need to edit the name of an existing group.

Instruction Set 2-8: Editing a group name

1 Inthe Company Setup tab window, click the Groups radio button.
2  Select the name of the group you want to edit.

3 Click the Edit button.

4 Inthe dialog that appears, edit the group name.

5 Click OK.

The group will be listed with its new name.

Note: If a group isassigned to an employee, the program automatically
changes the name of the group in the Personal Info dialog too.
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Preferences overview

Preferences are options that allow you to customize the way certain thingswork
within the program. They are global, meaning that all companies use the same
preferences settings.

To access the Preferences, you can either select Edit > Preferences or in the
Company Setup tab window, click the Prefs button.

Preferences=————————— E

Check printing preferences:

Precede "Net Pay as Text" with: EEEE
Follow "Net Pay as Text"” with: EEEE

Printing

Dptlnns Precede "Net Pay" with: Exwx

Program Follow "Net Pay™ with:

Options @l

Securit
Options

Currency symbol:
Time Card T
gl @ - Plural of currency name:
-“ Menu linkto: [Mone

[concer )

Emplaye:
Options

Language: [English

EE DIII
ol | Lo

Note the buttons on the left of the window. Clicking any one of these buttons
will open the preferences window that the button represents.

When you make changes to any of the preferences options, the program
automatically saves your changes when you click the OK button. If you make
changes and decide you don’t want to save these changes, click the Cancel
button.

Note: You do not have to set your preferences every time you use the program
because the program will always use the current preference settings.
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Accounting preferences

When you click the Accounting Options button, the following window opens.

= PrefereniesS=————————— E

Check printing preferences:

%mglnueﬂ Precede "Net Pay as Text” with:
= I,j I:Ins Follow “Net Pay as Text" with:
rinting

Dptm”s Precede "Net Pay" with:
Programm Follow "Net Pay" with: I:I
Dptions%

Security @ Language: (English i]

Options

: - Currency symbol:
Time Card -

Options = Plural of currency name:

1)

Menu link to: | Intuit QuickBooks®

Following is a description for each option in the above preference window:

Precede/follow net pay amounts

Thesefields allow you to insert special characters onto your printed checks
before and after both the numerical value of the check as well as the writ-
ten text value on the check. Thisis an excellent feature to prevent anyone
from writing in an extra dollar amounts, either numerically or with text,
onto your checks.

The program defaults to asterisk characters. You can change the default
setting by using your cursor to delete the current characters and entering
the characters you want.

L anguage on check

The language option allows you to decide which language the text of the
check should be printed in. English and French Canadian are the only op-
tions available at thistime. If you would like to use other languages, please
contact Aatrix Software, Inc. with your request.



CHAPTER 2: Company Setup

Currency symbols

Use this field to define the monetary symbol to print on checks. The pro-
gram defaults to the standard “$” sign. To change the program default, tab
to the Currency symbol field, delete the $ character, then enter the symbol
you want.

Plural of currency name

Use thisfield to define the monetary unit to print on checks. The program
defaults to Dollars. To change the program default, tab to the Plural of cur-
rency name field, delete the text, then enter the text you want.

Menu link to

Select the accounting program you are linking your payroll program to. If
this option does not apply to you, or your accounting program is not listed
in the pop-up menu, choose the None option.

If you choose an accounting program, its name will appear as a pull-down
menu in your payroll program. For example, if you choose Intuit Quick-
Books, your payroll program will have a QuickBooks menu containing the
following commands.

uickBooks®

Send/Post Payroll...

Open DuickBooks
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Employee preferences

When you click the Employee Options button, the following window opens.

Preferences=—————————— E

Accounting i

Cplions Emplovee Preferences:

£ o

Store payroll records by: @ Paycheck date
) Pay Period ending date

IPrinting %
Dptions
= [] Alternate default hours
E;?:?Drfg” [] Default to employee hours from previous period
Security @ There are three "peritem" income sources. The first
Options B} two are "per hour” and "per unit”. You can provide a
- | | title for the third:
Tirme Card -
Options @ ™ Per

[] Include tips in gross pay

Following is a description for each option in the above preference window:

Store payroll records by

All payroll datais saved by date. By default, the program stores the payroll
datain the employee's Pay History records using the Paycheck date. If you
want the program to store your payroll data using the pay period ending
date, select the Pay Period ending date option.

Reports are generated using the date that the payroll checks were stored in
Pay History.

Alternate default hours

If you want to change the default hours (e.g., 86.67) to a different number,
select this option and enter the hourly number you want the program to de-
fault to. So instead of the standard hours like 86.67 for semi-monthly em-
ployees, the amount could be changed to 70. This number would be the
default and it would automatically display in the employee’s paysheet.
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Default to employee hours from previous period
When this option is selected, the program will enter the hours you entered
for your employees in the previous pay period into the current paysheet.

Note: Make sure this option is not selected if you plan to import Time Card
hours for processing payroll.

Per item income sour ces

Extra Income items can be set to reflect Per Hour, Per Unit, or some other
“per item” rate of income. You can name this third rate of income to fit
your needs. For example, if an employee is reimbursed for travel, you
could set up an extraincome item that calculates a per mile rate. Simply
enter mile in the Preferences dialog. When creating a New Extra Income
item, use the Income Types pop-up menu to select the Per Mile option.

Include tipsin gross pay
Select this checkbox if you want to include your employee's tips in their
gross pay.
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Printing preferences

When you click the Printing Options button, the following window opens.

Preferences"——————1H

Azcounti
opcti%m mg$£¢ Printing Preferences:
Emplngeﬂ
Options [] Don't zero out negative value paychecks

1 Include commas (,) in numbers over 999,99
| [ ] When printing queue, print checks per page
E;”t?orﬁsm [ Automatically print liability checks
—— [] Checks alwaysin (O Landscape @& Portrait
Options []Reports always in () Landscape @& Portrait

Tirme Card 1 Report list order:
Hptiers @ i@ Predefined, EZReport

) EZReport, Predefined
[] cache reports list

Printing to an Imagewriter
| a HEwTll
[] Enable MICR check printing

1D

Following is a description for each option in the above preference window:

Don’t zero out negative value paychecks

Restauranteurs may find this option useful. Sometimes because of deduc-
tions amounts, an employee can have a negative net pay. If this happens,
the program automatically makes the check amount $0.00 and warns you.
Select this option to turn off this warning and allow the program to write
negative checks.

Include commas in number s over 999.99

Selecting this option will print commas in numbers larger than 999.99,
making it easier to read large amounts. Keep in mind that government
forms like the 941 and W2 require no commas in large numbers.

When printing queue, print __ checks per page

This option allows you to print a specified number of checks per page. Use
this option for printing two, three, or four checks on a pre-printed laser
check form. Your checkform template must correspond to the number of
checks per page. Refer to “ Form Setup options” on page 9-9.

2-21



CHAPTER 2: Company Setup

Automatically print liability checks

Selecting this option will bring up the Print Liability Checks dialog when
you quit the payroll program. It allows you to print your liability checks.
For details, refer to “ Printing liability checks” on page 7-9.

Printing orientation of checks and reports

You can set the printing of checks and reports to default to either landscape
or portrait mode. The landscape mode will print your checks and reports
sideways (see below).The portrait mode prints in the regular format.

Orientation

I T ~#— Landscape mode

If for any reason you need to change the orientation of aparticular check or
report printout, select File > Page Setup and make your change. After
printing, the program defaults back to the setting you choose here.

Report list order
Use this option to designate the order you want the reports to appear in the
Reports list in the Reports tab window.

Cachereportslist

Each time you open the Reports tab window, the program rebuilds the Re-
ports list. This can take some time depending on the number of reports. If
the Cache reports list option is selected, the program will save the reports
to afile, instead of rebuilding the list. Note that if you create a new report,
the report will not appear in the Reports list until you deselect this option.

Enable MICR check printing

You can print your checks on blank check stock using this optional MICR
(magnetic ink character recognition) check printing feature. Just insert
blank check stock and the MICR toner cartridge into your laser printer and
print your checks complete with the MICR line at the bottom of the check.
You no longer need separate check stock for each checking account.

For information on purchasing the MICR kit, contact Aatrix Sales at 1-
800-426-0854. Instructions for setting up the MICR Check Printing feature
are located in the Documentation folder on the CD-ROM.
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Program preferences

When you click the Program Options button, the following window opens.

Preferences"——————1H
éﬁfiﬁ;ﬁ”%; Program Preferences:
Ernploges Automatic backup if checks are printed or edited
Options
Prirtin
Dptionsg QuickCalc™ real time check calulation

[] Don’t rebuild "Master List" when program starts
[] Support large employee lists (750+ employees)

Securitg = Auto-create emplovee lists for pay periods

Options k and active/inactive
Time Card 1 [] Disable "Payment History” window on start up
Options @ =

Current fiscal year runs from 1/1/02 |tn |12f31fI]2

Following is a description for each option in the above preference window:

Automatic backup

The program defaults to automatic backup. This means that whenever you
print or edit a check, you are prompted to back up when you quit the pro-
gram. Thereis aways the possibility of hard disk failure or damage to your
data due to avariety of causes. Therefore, always keep a backup of your da-
ta. If needed, refer to “Backing up payroll data” on page 12-2.

QuickCalc™ real time check calculation

When you are entering or changing values in an employee's paysheet, the
program, by default, uses a real-time check calculating process called
QuickCalc™. When the QuickCalc™ option is selected, the program auto-
matically calculates the employee's deductions and contributions when an
income value is changed.

If you deselect QuickCalc™, the program will not calculate the paycheck
values until you click the Calculate button. The Calculate button is dis-
played only after deselecting the QuickCalc™ option.
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Don't rebuild the Master List when program starts

The Master List is composed of every employee file that is stored in the
Employee Files f folder. It is created every time you start up the program.
Select this option if you do not want the program to create the Master List
each time you launch the program. When this option is selected and you
create a new employee, you will have to add the employee to other Em-
ployee List(s) using the Add Employeeto List command in the Employee
List pop-up menu.

Support large employee lists
If selected, adialog will appear when opening the program that allows you
to create a customized Master List on-the-fly.

Inthisdialog, all employees areinitially selected. To exclude an employee
from the list, click the employee’s name. The names of excluded employ-
ees are grayed out. Click the None button to exclude all employees, then
you can select just those employees you want to appear on the list. Click
Active Only to display only active employees. The Employee List pop-up
menu will display your customized employee list as Modified Master List.

Auto-create employee lists

By default, the program automatically creates an employee list for each of
your different pay periods and your active and inactive (terminated) em-
ployees. These employee lists are saved to the Employee Files f folder and
are displayed in the Employee List pop-up menu.

Disable Payment History window on start up

If selected, the Payment History window will not appear upon program
startup. You can, however, view the Payment History window at any time
by selecting Utilities > Payment History.

Current fiscal year

The program's default fiscal year setup runs from thefirst to the last day of

the year. If your business fiscal year is different than the default, enter the

dates for which your company's fiscal year runsin the appropriate text box-
€s.
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Security preferences

When you click the Security Options button, the following window opens.

Preferences"——————1H

g'c;:ti?nmﬁn%; Security Preferences:
Emplnueﬂ Password protect this program
Opti

e rLevel two password: |—
Printing
Dptions Level two users are "Master” users, with

— access to all program features, including this

Prograrm Security screen.
DDtIDnS@.
; . 1 —Level one password: | |—
| Let level one users: Edit checkforms
Time Card _ (=1 [] Edit employee's records
Options @ = ] Print Reports

[ ] Write miscellaneous checks

I'L] Time card entry only: |

Itishighly recommended that you use password security to protect the integrity
of your payroll data. Password protection isbeneficial in protecting your payroll
datafrom unauthorized use and alteration of data. The program offerstwo levels
of password protection aswell as password access to the Time Card application.
This alows you to limit portions of the program to certain individuals. For
example, you may not want some individuals to have the capability of editing
your employee records and printing reports.

Passwords are case sensitive. This means if you set up the password(s)

& in capital letters here, you must use capital |etters when entering your
password to access the program. You will only be allowed to enter the
program if you type in the correct password.

When you open the program and enter in your password, the letters of the
password appear on the screen as bullets (*). This prevents anyone looking over
your shoulder at the monitor from learning the password while you are typing.
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Following is a description for each option in the above preference window:

Passwor d protect this program

Select this option to setup passwords for accessing the program. Textboxes
will appear allowing you to enter the Level Two, Level One, and Time Card
passwords. To turn off password protection, deselect this option.

Level Two
Entering the Level Two password at program startup allows the user to ac-
cess and perform all the functions of the program.

Level One

Entering the Level One password at program startup allows the user to ac-
cess selected functions only, such as editing checkforms and employee
records. If Level One users attempt to access afunction that is not selected,
they will be warned that they do not have security clearance for that func-
tion.

Time card entry only
Entering the Time Card password at program startup takes the user directly
to the Time Card application, allowing the user to enter punch in/out times.

Note: The program requires you to set up all three passwords. If you don't
need a Level One password or you aren't using Time Card, enter the same
password in all three text boxes. If you want to change your password(s), open
the Security Preferences dialog and enter your new passwords.

Default password

If your password doesn’t work, or the password dialog appears and you never
setup password protection, type in the default password, password, in lower
case letters. Once you are in the program, set up your passwordsin the Security
Preferences dialog.

If you can't open the Employees tab window and the Prefer ences command in
the Edit menu is grayed out, enter your Level Two password when you launch
the program. If you did not password protect your program with a Level Two
password, enter the default password, password, in lower case |etters. Once you
are in the program, set up your passwords in the Security Preferences dialog.
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Time Card preferences

When you click the Time Car d Options button, the following window opens.

Preferences=—————H
éﬁfiﬁ;ﬁ”%ﬁ‘t Time Card Preferences:
Emplogee Time format: @ 12 hour @ Minutes
Options ﬁ- 3 24 hour ) Hundredths
Printing
Dptions Automatic Overtime Calculation

Work weeks beginon:  |Sunday =

) day :
Over hours per ® week is overtime
day . :
Over OT hours per Q2 is dbl overtime
o

Saturday hours are: @ Reg. (0T 3 DOT

Sunday hours are: @& Reg. (0T 3 DOT

Following is a description for each option in the above preference window:

Time format

The manner in which you plan to enter your employee's hoursis set up
with the Time Format options. The 12 Hour option uses the standard AM/
PM format. The 24 Hour option uses a 0-23 hour format. The Minutes op-
tion uses the standard minute (0-59) format. The Hundredths option al-
lows you to enter the fractions of hoursin hundredth (e.g., 6:92).

Automatic overtime calculation

If you want the program to automatically cal culate the overtime hours
when you import time card hours into your payroll program, select the Au-
tomatic Overtime Calculation checkbox.

Work weeks begin on

Select from the pop-up menu the day of the week the program should start
accumulating hours worked. For example, if your regular work week starts
on Monday, select Monday from the pop-up menu.
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Overtime hours

In the appropriate boxes, enter the number of hours your employees must
work before they begin to earn overtime and double overtime. Then select
the period of hourly calculation, either by day or week.

Saturday / Sunday hours
Select the proper pay rate for weekend hours worked on Saturday and Sun-
day as either regular, overtime, or double overtime hours.

Note: If you select overtime and/or double overtime for Saturday and/or Sun-
day, the program will override the number of hours you entered in the above
text boxes.
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Other features

There are other payroll related features in your payroll program that you may
find helpful. These features are:

e Checkstock Watcher
e Error Checking
e Find and replace

+  Mailing labels

Checkstock Watcher

The Check Stock feature is a unique function of your payroll program. When
setup, it warns you when the number of checksyou have on hand isrunning low.

Instruction Set 2-9: Setting up the Checkstock Watcher
1 Inthe Company Setup tab window, click the Check Stock button.

2 Inthedialog that appears, select the Turn Checkstock Watcher On!
checkbox.

Checkstock Watcher Setup

Use the Checkstock Watcher™ to warn you when the number of
checks you have on hand is running low.

Turn Checkstock Watcher™ On!

@ Checkstockis used for paychecks only
() Checkstock is used for paychecks and misc. checks

Highest check number of checkstock on hand:

Warn weeks ahead of time when checkstock is low

3 Setup the options as needed.

Checkstock isused for paychecks only
Select this option if you only print paychecks.
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Checkstock isused for paychecks and misc. checks

Select this option if you print both paychecks and miscellaneous checks. In
the text box, enter the average number of miscellaneous checks you write
per week.

Highest check number of checkstock on hand
Look at your existing checkstock and enter the highest check number.

Warn ‘x’ weeks ahead of time
Enter how many weeks in advance you want to be warned when your
checkstock is running low.

4 Click OK.

How the Checkstock Watcher works

Each time you quit the payroll program, the number of checks you printed is
tracked. If your checkstock is running low, adialog such as the following will
appear projecting when you are most likely to need more checkstock.

Checkstock Watcher™

Based on the checks that were issued
today, you are likely to need checks within
the next 3 weeks.

If you have ordered checks, please enter
the new high check number below.

Highest check # I:I

You can click the "Order" button below to
order checks directly from Aatrid.

If you have not ordered more checkstock and you don't want to order any at this
time, click OK to exit the program. If you' ve already ordered more checkstock,
enter the highest check number in the Highest check # text box, then click OK.
The Checkstock Watcher will be reset with the check number you entered.

Clicking the Order Supplies button allows you to order checks directly from
Aatrix. After printing out your order form, enter how many checksyou ordered.
The Checkstock Watcher will reset with the appropriate check number. If you
didn’t order any checks, leave the text box blank.
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Error checking

The Error Checking feature enables you to catch errors before recording your
payroll into Pay History. Y ou can set up your own error checking rulesthat will
catch errors when you process payroll. For example, you can create arule to
warn you if the deduction called Social Security isn't being deducted from an
employee paycheck or if the net pay of an employee paycheck is over $2500.00.

Although not required, using the Error Checking feature can help you avoid
problems later on.

Instruction Set 2—-10: Setting up rules for error checking

1 Inthe Company Setup tab window, click the Error Checking button.

Error Checking Rules
Error Checking Rules for Payroll ltems:
Fatal error w/o Deduction Social Security
Fatal error w /o Deduction Federal Income Tax m
Fatal error wio Deduction Medicare
Fatal error w0 Deduction MO 2002 Horth Dakota Edit...
Error wio Deduction Health Inzurance n
- Remove |
—Error Checking Rules for Gross / Net Pay:
Owarn me if "Gross Pay'is OVER: |
[IWarn me if "Gross Pay' is UNDER:
O warn me if '"Net Pay" is OVER:
[IWarn me if 'Net Pay" is UNDER:
Cancel l 0K l

2 If you want, create rules to warn you if the gross pay on your employee
paychecks is over or under an amount you specify.

3 If you want, create rules to warn you if the net pay on your employee
paychecks is over or under an amount you specify.
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4

If you want to create an error checking rule that pertains to a specific
payroll item, click the New button.

New Error Checking Rule

If: the |Deduction i] |Federa| Income Tax i]

is notincluded on a paycheck,

Then: @& Warn me, but let processing continue
() Warn me, and stop payroll processing

[] Only for employees in the state of: |:|
[] only for employees in the city of: | |

[cancet | [ ok |

Use the above dialog to create arule that warns you if a particular deduc-
tion or employer paid contribution is not included on an employee pay-
check. You can even limit the warning to employees of specific cities and/
or states.

After setting up your error checking rule, click OK.

The rule will be displayed in the scrolling list where it can be edited or re-
moved from the list.

Click OK when you have finished setting up your error checking
rules.
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Find and replace

The Find and Replace feature saves you the time of having to go into each
employee's file and make a change that must also be made in many other
employeefiles. For example, if you need to change a health insurance deduction
amount from $100 to $125, you simply Find the $100 and Replaceit with $125,
or if you need to replace your salaried employees pay from $700 to $750, or if
you need to change the pay rate of your minimum wage hourly employees from
$4.25t0 $4.50. The Find feature also allows you to Find and Replace an amount
of adeduction, extraincome item, or employer paid contribution.

To open the Find dialog, select Edit > Find to open the Find dialog. If the
command is grayed out, open the Employees tab window to activate the Find

command.
Find this: ® Amount ) Text ~Find here:
[700.00 | Employee files

[] Extra Income

[J Extra Income YTD
[1000.00 | [ Deductions

[] Deductions YTD

Replace with:

—Employee listto search:

[J] Employer Paid
|Master List i] [J] Employer Paid YTD
ceMessagess Find 3EF

Replace 3R

[ ]
[ Replace &Find 20D |
[ ]
[ ]

Replace All...

Zip code, salary pay rate, and hourly pay rate are found using the

@ Items such as state name, area code on employee telephone numbers,
Employee files option.
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Printing mailing labels

The Print Mailing L abelsfeature allows you to print one label or multiple labels
for both your employees and your company. L abels can be printed for direct
employee mailings, notices, return addresses, and many other uses as well.

Instruction Set 2-11: Printing mailing labels

1 Select File> Print Mailing L abels.

rPrint labels for:

) Current company information
@ Selected employees:

Adarns, Sarnuel J
Anderson, Jahn J

Andrews, Mary M
Bartz, Theodore 5
-

Blake, Lillith L
Carlson, Caral M
Carpenter, Pat H
Crosby, Michael 0
Dahl, Perter B

Copies of each label:

Label Setup... Cancel | Print |

The Print button will not be active until you click the Label Setup but-
& ton and setup your label printing specifications. Instructions for label
setup begin on the next page.

2 Choose who you want to print labels for.

Current company
Select the Current company information option to print labels that con-
tain your company name and address.

Selected employees

To print labels that contain your employee's name and address, select the
Selected employees option, then select the employee(s) you want to print
labels for from the scrolling list. Only those employees that are selected
will be printed.
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3 Enter the number of copies you want printed of each label.

If you need more than one copy of a particular label (e.g., 30 company la-
bels for the return address on 30 envelopes), enter the number of copies
you need in the text box.

4 Click the Print button.

5 Align the label paper in your printer, then click the Print button.

You may want to test print on plain paper before printing on actual
@ label paper. Also, depending on the type of laser printer you have, label

paper may be placed in the printer either face up or face down. Check

with your printer manual to determine how your printer feeds paper.

Label Setup

Use the options in the following dialog to setup the specifications for printing
mailing labels, then click OK.

Setup Mailing Labels

Labelsare: @1lup 32up 2 3up

—Measurements:

Label width: Label height:
Top margin: Left margin:

Mote: When entering height and width "la,g’.:"" Example:

of labels, pleasze include the ToR

distance between labels (for F Y H
exarnple, 4 inch labels with TR 5‘.C
1/Z inch distance between | e 1
labels should be entered as !
4.5 inches.) !

Printing on a Laserwriter

Cancel ll 0K |I

Labelsare

Select the type of label paper (1 up, 2 up, or 3 up) you are printing on.
The 1 up labels come on a sheet with only one column of labels. The 2 up
labels come on a sheet with two columns of |abels. The 3 up labels have
three columns of labels across the page.
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M easurements

Carefully measure the width of the label from the left edge to the right
edge (or the left edge of the next label if you are using 2 up or 3 up). Then
measure the height of the label from the top edge of thefirst 1abel to the top
edge of the next label on the sheet. Always include the distance between la-
belsin your measurements. To determine the top margin, measure from the
top edge of the sheet down to the first label. Enter your measurementsin
inches and use decimals to express afraction of aninch (i.e., for a2 1/2
inch label, enter 2.5).

Printing on a LaserWriter
Select this option if you are printing labelsto alaser printer and the labels
are mounted on an 8.5 by 11 sheet of paper.

Note: Once the mailing label setup is organized to your specific needs, you
will not have to set it up again unless you wish to make changes.
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Employees

!

Chapter overview

The following information is covered in this chapter:
«  Entering employees
e Entering past pay history
e Using employee lists

»  Evaluating employees



CHAPTER 3: Employees

Employees overview

In the Employees tab window (see below), you will enter new employees as
well as edit existing ones.

Bentz & Co.=wVF/F/F/————————— E
Company Setup Employees Payroll Items  Process Payroll Reports Liabilities
e S AE = 7 [E
f e ele okl |
Master List > Employee |Emplogee | lnta History MNotes Save
ployes 05 r Employee Info:

Adamns, Samuel J

ndzraon, Jahn J Marne [Samuel J Adarns | ssn 43242422
gg?_:zewTsﬁe:Igorgerél Address [Box 15 ] [ 1099 Recipient

Blake. Lillith | ity [Brandforks ] i Lot
Carlson, Caral M City [Grand Farks State Zip[58208 Direct Deposit Settings.. |
Carpenter, Pat H ...
Crosty ichal Fay periad: Filing status:

ahl, Perter -

Dietz, Rayrond R Paid: (@ Hourly & per hour Murnber Exira

E?Jsétrr?aﬂéub}uenrzlie o] (D Salary § annual salary of claims: withholding: Exempt:
English, Rabert & = _ _ Federal: O
ECLEi””ﬁﬁﬂ"E'” Overtime: Dbl. Overtime : tate: 0] 550 [

P Local:

EFalatnngeJOJlgri K [ Raize the "Fer hour rate’ to & o

Hnwarl{, Lindsey P on
Hudaon, Parnels o I [ vacation,Sick, Holiday... |
Johnsol’m Heeward M
Eg?;genrl‘g?_?_zu: W r Earned Income Credit: Evaluate E
Lenz, Gabriella w EIC Payment Eligible Last review date:
HSF%‘Z"‘;\E‘;EHZ"? 4 E [ Both spauses filing Mesct review date: & /30701 Evaluate... |
Messwﬁger, Michael [ -
Matt, Tracy E = Dates:
el con, Serah £ = { Hired: Oterminated: [ ] [loeoeases [ ] |

The process of entering employees into the payroll program involves setting up
the default information file for new employees and then entering each employee
with their own specific information (e.g., pay rate, claims).

Before entering your employees, verify that the new employee default settings
are set up as needed (see “ Setting up new employee defaults” on
page 3-3). The new employee settings should include information such as pay
period, filing status, payroll items (i.e., income, deductions, employer paid
contributions), overtime rates, state and zip code.

After setting up the new employee defaults, enter your employees (see
“Entering new employees” on page 3-6). Oncean employeeisentered,
his/her name is displayed in the employee list on the left of the window.
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Setting up employees
Setting up employees in order to process payroll involves:
e Setting up new employee default settings
¢ Entering employee information
e Entering prior pay history, if applicable
¢ (Optional) Creating additional employee lists

e (Optional) Setting up performance evaluation forms for evaluating
employee work performance

Setting up new employee defaults

In many casesthe default information will not differ greatly from one employee
tothe next. For instance, all the deductionslike Federal taxes, State taxes, Social
Security and M edicare may bethe same, or all the employees may have the same
city, state, and zip code.

Asaresult of the payroll installation process, afile called Default Stationery
was created. Thisfile contains all the deductions, employer paid contributions,
and other information you entered during installation. It can be thought of asa
“new employee template” because when you click the New Employee button,
the program starts a new employee file that consists of the information
contained in the Default Stationery file (e.g., pay period, deductions,
contributions, zip code). All you have to do is enter each employee’ s unique
information.

Y ou can edit the new employee default settings at any time however, it is best
if you make any necessary changes before entering new employees to be sure
that the defaults reflect your “average” employee.

Instruction Set 3—1: Setting up new employee defaults

1 Inthe Employeestab window, select the New Employee Settings option
that is located at the top of the Employee List.
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The New Employees Settings default information dialog for the company
that is currently open will appear.

Bentz & o.="————————————— E

Company Setup Employees Payroll ltems Process Payroll Reports Liabilities
= iy
1

[ Hiow Eanployes Setiins 0|~ Empl Info :
y Hame | | ssm | |

Ferszonal
loio

REVH

Addreszs \ | D 1099 Recipient

City [Grand Forks State zip [52201 [ bireet Deposit

Paid: @ Hourly & per hour Number  Extra
Dsalary § Annual salary of claims: withhalding: Exempt:
. . Federal: |:|
Orvertime : Dbl Overtime : State: |—| |:|
Local: I:l |
[ Raise the ‘Per hour rate' to &
o]

e [ vacation, Sick, Holiday... |

r Earned Income Credit:

Evaluate Employee: —————

[ £12 Payment Eligible Last review date:
[ Beth spouses filing Mest reviewdate: [ || Evaluate..

2 Dates:

’V Hired: 17/5/02] [JTerminated: [ | [] Deceased I:||

2 Verify that the information already entered is what you want automat-
ically used for new employee files. Add or remove information as
needed.

3 Click Save.

4  Click Done.

5 Open the Payroll Items tab window.

6 Select the New Employee Settings option, which is listed near the top
position of the Employee List.
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Select (V) the payroll items you want the program to automatically as-
sign to new employees. Refer to Assigning payroll items to employeesin
Chapter 4.

=———————— Bentzt&lo.=—F"———— H
Company Setup Employees Payroll ltems [Llei iyl | Reports Liahilities
Employee List: Display: @ lg;_\‘ m %
Master List : P o e | Rt | SEETR
Employee: List Setti Select () the payroll items you want assigned to: New Employees
ployee gs
Adams, Samuel J o | Pavroll tems Type: [ Calo. Method: b/ Limit: | Ts Expt:] Link:
Anderson, John J ™ neome:
ggﬁ'{;‘“’%g‘?ﬂ"ﬁ"&g Reimbur sement Reim | Amount 0.00 - -
Blake’ Lillith L Training Ferbor | Arnount 10000 - -
Carlsan, Caral M | Macation Fer oy | Arnount 0.00 - -
Carpenter, Pat H .
Crosby, Michael 0 .| T Fed Tax | %FE 2002 US Federal - -
Tl Farter B ederal Incorne Tax 2 Tax eders
Dists. Faymand B Health Insurance Mise % Gross 2.00%, - -
B e D ¥ | Medicars FICA | % Gross 1.45% - -
Ebert Louvie M = o | NDEIZ Mot Dkt State Tae | ND 2002 North Dakota - -
Englih, Robert & o | Social Security FICi % Gross €.20%| 2490 Mwage.. [ -
Crikon, Honale T S
Frite Jond | FUTA FUTA % Gross 0.80%| 700000 wags -
Granie Jerri J | Medioare Mateh FCAmat... | % Gross 1.45%| - -
Hwaqrci Cindsey P | Gosial Security Mateh | FAmat.. | % Gross 6.20%| 84,500 M wae. | —
Hutlsan ’ Famels Jo V| SUTH SUTA | % Gross 030%, - -
Jensen, Jay L
Johnson, Howard M [ ]
Kramer, Joshua ' -
Larsan, Larry & =
Lenz, Gabriella W
Martin, Terrance J To personalize an item, click the name of the iter. When it's highlighted, click the “Edit Itern” button to
Mertz, Angel la & E modify the Hem.
Deiswgger, I*glcnael D = 2|

Create any other payroll items you may need (e.g., vacation, health
insurance). Chapter 4 provides detailed instructions for creating new
deductions, employer paids and income items.

To set up vacation pay, refer to Setting up vacation, holiday, and personal
pay in Chapter 4.

Open the Reports tab window.

From the Reportslist on the right, select the report called Default In-
formation Summary.

Click the Print Report button.

Referring to this report, verify the default settings for the currently
open company. Once you are sure that the default settings are set up
as needed, you can start entering your employees.
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Entering new employees

After the new employee default settings are set up, you need to enter the
individual employeeinformation such asname, address, social security number,
and pay information. Each employee file starts with the new employee default
settings, but information can be changed as needed.

Instruction Set 3—2: Entering a new employee

Before entering your employees, verify that the new employee default
settings are set up as you wish them to be. For details, refer to“ Setting
up new employee defaults” on page 3-3.

1 Inthe Employeestab window. click the New Employee button.

Bentz & Co. B
WSO Employees Payroll Items  Process Payroll Reports Lia s
o1 R
= v cletoham] F I
Master List = Ernpioyee fEmpioyee | inca | Histary ] fiotes | Sawe

[ New Emplovee Settings | r [lnfos

hida el J

erson r Hame [Gamuel J Adams | ssn Eaz-za-zazz |
ggi(zew?ﬁer;go?eg address [Box 15 ] [ 1099 Recipient

Blake, Lillith ity BrandForie | i = e i
Earlson{, Car";‘o\tl“;l| Bity |Grand Forks State Zip[58202 Direct Deposit Settings.
arpenter. Pa
Crosby, Michasl 0 Pay period Filing status:

Dahl, Perter R

Dietz, Raymond R Paid: @ Hourly & per hour Number  Extra

Egeétrrtnaﬂaﬁgnﬁwe D Chsalary [ 21,840.00) Annual salary of elaims: withholding: Escernpt:
English, Robert & = Federal: O
E\:;:ssnnéﬁ%nzlﬂ Overtime Dbl Dvertime ctate: [0 om| [

. Loeal:

E:étufq'edo.ﬂ#ri J [ Reaise the Fer hour rate to & O

Howard, Lindsey P an

fudsan, Pamela o Vacation, sick, Holiday...
Jensen, Jay L Last raise ) s Y

Johnson, Howard M
Eramer, Joshua W

r Earned Income Credit: Evaluate
Larsan, Larry &
Lenz, Gabriella W EIC Payment Eligible Last review date
Martin, Terrance J

Mertz, Angella & [ Both spouses filing Next review date Evaluate...
Dates:

Messinger, Michael D
[ Hired: 177794 [JTerminated: [ | [JDeceased: [ | ‘

Mott, Tracy E
Melson, Sarah [

DI

2 If you are importing your employee information, select File > Import
Employees. For details, refer to “Importing employee informa-
tion” on page 3-14.
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3 Enter the employee’ s information.

Name

Enter the employee name exactly as you want it to appear on reports and
paychecks. The name should be in this format: John P Smith (first name,
middle name or initial, last name). The name must not exceed 25 charac-
ters and should not contain a colon (:) symbol.

An employee's name should always be entered exactly the way it

& appears on their Social Security card. Titles that come before or after
names, such as Dr., Jr., Esquire, 1, etc., are not desired by filing enti-
ties on state and federal payroll reports.

Social Security Number
Enter the Social Security number in this format: 456-56-6789. Include the
dashes.

Address, City, State, and Zip Code

The address line should be used for the employee’s street address, includ-
ing the route number or apartment number. Use the two-letter abbreviation
for your state and type it in capital letters (e.g., CA for California).

1099 Recipient
Select the 1099 Recipient checkbox if you are giving thisindividual a 1099
form. It isaway to remind yourself that the individual is a 1099 recipient.

Direct Deposit

Select the Direct Deposit checkbox if this employee’s paycheck is deposit-
ed into a bank account via Direct Deposit. For information on using Direct
Deposit with your payroll program, refer to Chapter 13, Direct Deposit.

When you print your paychecks from the Check Queue, paychecks will be
printed for regular employees and “ pay stubs” will be printed for the direct
deposit employees.

Pay Period
e TheBi-Weekly option is for those employees paid every two weeks.
e The Semi-Monthly option is for those employees paid twice a month.

e« TheTen Month pay period is for employees such as teachers.
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Paid

If the employee is paid on an hourly basis, click the Hourly radio button,
then enter the Hourly Rate (e.g., 10.75) in the per hour field. Do not type
ina$ (dollar sign). When you tab out of the per hour field, the program au-
tomatically calculates the Annual salary for you.

If thisis a salaried employee, click the Salary radio button, then typein
the employee’s annual salary intheAnnual salary field. Do not typeina$
(dollar sign). When you tab out of the Annual salary field, the program re-
calculates the annual salary amount for the selected pay period.

Overtime
Select the appropriate overtime and doubl e overtime rates from the pop-up
menus.

If none of the available optionsfit your particular needs, select the Other ...
option.

Overtime rates

()] EI times
(] E times plus § I:I per hour

{2 Regular pay rate only

{2 Regular pay rate plus § I:I per hour
Cancel | l 0K ||

Use the overtime and/or double overtime options to set up customized
overtime rate(s) for the selected employee. For example, if the selected
employee isto receive the regular pay rate plus $1.50 for each overtime
hour, click the last radio button and enter 1.50 in the text box.
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Raise

Mark the checkbox to activate this feature, which is used to designate the
amount and effective date of the employee’s next pay raise. When theraise
first goes into effect, the program generates an reminder aert, the date is
entered in the Last raise area, and the fields are cleared. If applicable, the
date and amount of the next raise can be set at this point.

Filing status
From the Filing status pop-up menu, select the marital status of this em-
ployee.

Claimg/Withholding/Exempt

The Number of claimsfields are used to enter the number of alowances
that the employee claimed on the W-4 for Federal, State, and Local taxes.
If nothing is entered, the program cal cul ates taxes based on zero exemp-
tions claimed.

The Extra Withholding fields are for any extra withholding the employee
may wish to have taken out of his paycheck for federal, state or local taxes.
The extrawithholding will be above and beyond what is normally taken
out for taxes based on the tables you are using. You can enter a different
amount for each of the three taxes, or leave them at zero.

Select the appropriate Federal, State and/or Local Exempt checkboxes if
this employee is exempt from any Federal, State and/or Local taxes.

Earned Income Credit

If thisemployee is eligible to receive advance Earned Income Credit pay-
ments added to his’her paycheck, click the EI C Payment Eligible check-
box (refer to IRS Circular E, Employer's Tax Guide to verify EIC
requirements). If this employee's spouse has also filed to receive advance
EIC payments, click the Both spouses filing checkbox.
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Evaluate Employee (Optional)

Enter this employee’s next review date. The date you enter will be added to
the Reminders, which prompts the system to display a notice when the re-
view date comes due. Click the Evaluate button to conduct an employee's
performance review. For information on creating and using evaluation
forms, refer to the section of this chapter “ Evaluating employees” on
page 3-37.

Dates

TheHired field automatically fillsin with the date you create the employee
file. You can change this date by clicking the mouse in thisfield and typing
in the appropriate hire date.

To terminate an employee (i.e., make inactive, designate that the employee
is no longer on the payroll), click the Termination date checkbox and en-
ter the date of termination. After being terminated, the employee's name
will appear in the Employee List as red bold type (plain bold type on a
monochrome monitor). Do not delete terminated employees from your
hard drive if you need to process reports (e.g., W2, 941) using their payroll
data.

If you have an employee who becomes deceased, click the Deceased
checkbox and enter the deceased date. The program tracks thisinformation
for your W2s.

(Optional) Click the Personal Info button if you want to add personal
information to this employee’sfile.

For detailed information, refer to“Adding personal information” on
page 3-16.

Click Save.

An employee file will be created and saved in the Employee Files f folder
of the currently open company. For more information on saving employee
information, refer to “ Saving employees” on page 3-11.

Open the Payroll Items tab window and select the employee you are
setting up.
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Select (V) the payroll items that you want assigned to this employee
and modify if necessary.

For details on personalizing a payroll item, refer to Editing payroll itemsin
Chapter 4.

Some states require a special employee tax status setup. To determine
if your state has a module to handle the special setup, refer to Appen-
dix A.

Saving employees

When saving a new employee file, the program automatically places the new
record in the Employee Files f folder of the currently open company and adds
the employee's name to the Master List. If an Employee List other than the
Master List is open when a new employee is saved, the program also adds the
employee's name to thislist.

Click the Save button upon entering a new employee or editing an existing one.

Editing employees

When an employee’ smarital status, pay rate, or other information changes, their
file needs to be edited and saved with the new data.

Instruction Set 3-3: Editing an employee

To change the name of an employee, use the Rename Employee feature. For
details, refer to “ Renaming employees’ on page 3-13.

1

In the Employees tab window, select the employee you want to edit from
the Employee List on the left.

If thisemployee is on more than one list, it does not matter which Employ-
ee List is open. Changing employee information in one list changes that
same information in all lists.

Make the necessary changes.

Click Save.
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Deleting employees
The Delete Employee feature permanently deletes from your hard disk all

information associated with an employee (e.g., pay history, time card logs, etc.).
Instruction Set 3—4: Deleting an employee

Be very careful not to accidentally delete an employee for which you
& need to process reports such as the W2 report.

1 Inthe Employeestab window, select the employee you want to delete from
the Employee List on the left.

It does not matter which employee list is open, deleting an employee file
deletes the employee from all lists.

2 Click the Delete Employee button.

A dialog will appear warning that if you continue, the selected employee
will be permanently deleted from your hard disk.

3 Click Deleteto delete the employee or Don't Delete to close the win-
dow without deleting the selected employee.

Finding employees

The Find feature allows you to quickly locate an employeein the currently open
employee list based on the search criteria you specify.

Instruction Set 3-5: Finding an employee

1 Onyour keyboard, press Command-F.

Select Employee

Select the ermployes whose : ||D Number = I|Hatches = I I:l
Cancel
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2 From each pop-up menu, choose the search criteria you want to use to
find the employee.

The Find feature will look for an employee whose ID Number, SSN, or
Name contains or matches what you enter in the text box.

3 Click Select.

If the program finds an employee meeting the search criteria, that employ-
ee’'s name is highlighted in the employee list.

Renaming employees

There will be times when you need to change the name of an employee (e.g., a
marriage or the name was not spelled correctly in the first place).

Instruction Set 3—-6: Renaming an employee

Renaming an employee by just typing a new name into the Empl oyees tab window
will not change the name in the system, just in the screen. We recommend
following the following instructions to rename an empl oyee.

1 Inthe Employees tab window, select the name of the employee you want
to rename from the Employee List on the | eft.

It does not matter which employee list is open if the employee is on more
than one list. Renaming an employee in one list changes the namein all
lists.

2 From the Employee List pop-up menu, select Rename Employee.
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Rename Employee

Enter the first and middle names:

[John J |

Enter the last name:

|Hndersnn |

3 Rename your employee (middle name or initial is optional).

An employee’s name should always be entered exactly the way it

& appears on their Social Security card. Titles that come before or after
names, such as Dr., Jr., Esquire, |1, etc., are not desired by filing enti-
ties on state and federal payroll reports.

4 Click OK.

The new name will appear in your employee list(s) and will be used for
checks and reports. The program also renames the employee's file name.

Importing employee information

Once the payroll program isinstalled, you can import a tab-delimited file that
contains employee’ sinformation (e.g., name, address, wages). Thiscan savethe
time of having to manually enter much of the general employee information
requirements.

The tab-delimited text file format may be created with any word processor
providing the file is saved in text format. For example, in MacWrite, prepare
your file as described next, then select File > Save As. Inthe dialog that appears,
name the file and select TEXT from the pop-up menu.
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The information for each employee must be typed in sequence using all of the
following information, evenif it iszero. A Tab must be put between each field
and a Return key after each employee.

Employee Name <tab>

Address<tab>

City<tab>

State<tab>

Zip Code<tab>

Social Security Number<tab>

Base Wage<tab> (if the Base Wage isa salary, add an X <tab>)
(i.e.,: Base Wage<tab>X<tab>)

Number of federal exemption claims<tab>

Number of state exemption claims<tab>

Number of local exemption claims<tab>

Marital Status (1=single, 2=married, 3=married-filing separately,
4=head of household) <RETURN>

Following is an example of what such afile might look like. Note that one
employee ison salary (asindicated by the X) and the other is paid hourly.

Joe TMash# BoxZ# Elye ND# 45670¢ S01-00-23454 100004 e 1+ 1e 08 29
AlMFPaonzd Box 9% Elye ND# 456754 123-45-54564 10,554 34 34 58 29

Note: Ignore what the text file might look like on your screen, the important
thing is that you put a Tab between each field and a Return key after each em-
ployee.
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Adding personal information

Theinformation you enter in the Personal Information dial og allowsyou to keep
asmall human resource database for your company. Y ou can also use the
personal information in the Check Designer utility as actual itemsto placeon a
checkform template.

Instruction Set 3—-7: Adding personal information

1 Inthe Employees tab window, select the employee you want to add per-
sonal information to from the Employee List on the left.

2 Click the Personal Info button.

Personal Information="c"—"==H

[ Standorarieids  [oCustommeinss]]

Employee: Samuel ] Adams

Phone Number:

Personal Contact:

Contact Phone:

ID Number:
Birthday:

Department: [NotAssigned
Group: [NotAssigned
Gender: @& Male ) Female

[o/le

3 Click the Standard Fields tab and enter the personal information of
the selected employee.

Phone Number

The phone number of the employee can be useful when questions appear
concerning the employee's paycheck.

Per sonal Contact

Thisfield can be used to enter the name of the person to call in case of an
emergency.



CHAPTER 3: Employees

Contact Phone
Usethisfield to enter the phone number of the personal contact in caseit is
not the same as the employee's.

ID Number

Many companies use an ID number in addition to the Social Security num-
ber. This number can be entered in this field and used on any report or pay-
check layout.

Birthday
Use thisfield to keep track of your employees’ birthdays.

Department/Group
You can designate a department and/or a group that applies to this employ-
ee by choosing the appropriate selections from the pop-up menus.

If you did not set up any departments and/or groups during the Payroll In-
staller routine, refer to Creating departments and Creating groups in Chap-
ter 2.

Note: You can have your Gross Pay expensed by departments. This allows you
to post to multiple G/L accountsin your accounting software. For details, refer
to “ Gross pay expensing by department” in Chapter 2.

Gender

Some states require employee gender data. You can designate whether the
selected employee is male or female by clicking the appropriate radio but-
ton. Thisfeature is used only for those State Forms that require gender da-
ta
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4 Click the Custom Fields tab to define up to ten (10) custom fields.

Personal Information =]
[ Standard Fields | Custom Fields ||

Ernail address: sadams@bentzco.com

< undefined »

< undefined »

< undefined »

< undefined »

< undefined »

< undefined »

< undefined »

< undefined »

< undefined »

The fields you setup in this widow can be used in reports created with
@ the EZ Report Builder.

To create titles for the fields, click the Setup button.

=}

You can set the titles of up to ten optional employee fields:

Email address: < undefined >
< undefined > < undefined >
< undefined > < undefined >
< undefined > < undefined >
< undefined > < undefined >

In the window that appears, enter atitle for each of the fields you want to
setup (e.g., fax number, e-mail address), then click OK.

Thetitles of the fields appear on the Custom Fields window.

5 Click OK to return to the Employees tab window.
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Adding notes to employee files

Built into your payroll program is a special word processor. It alows you to
enter and date stamp up to 16 pages of notes for review, reprimand, or other
information regarding each of your employees.

Instruction Set 3—8: Adding a note to an employee file

1 Inthe Employees tab window, select the employee you want to add notes
about from the Employee List on the | eft.

2  Click the Notes button.

The following dialog box will appear the first time you attempt to create
notes on an employee.

Do you want this employee
!s history to be encrypted when it
gets saved?
]
I Yes 1
L——

When afile or program is made secure, requiring apassword for entry, it is
encrypted. This program offers the option of encrypting employee files to

prevent unauthorized access. To secure this employee’s information, click

the Y es button and enter a password for thisfile.

This password applies only to thisfile, so use a password that can be linked
to the employee (e.g., employee #, first name), or use the same password
with all your protected files.

Make sure you write your password down in a safe place because there
& is no way to discover or change this password onceiit is entered.

3 Onceyou have entered the password (if one is desired), the Notes
window opens and notations concerning the selected employee can be
entered.
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The Notes feature works the same way any Macintosh word processor does
with the font, style, and margin control. You can move the cursor with the
mouse or by using the arrow keys.

Date menu

It isextremely important that you date your employee's personal notes. The
program automatically stamps the note with the day and date as soon as
you open the Notes window. If you are only reviewing the notes, delete the
date. To turn off this feature, select Date > Auto Stamp On Start Up.

From the Date menu, choose whether or not to include the Day, Date, or
Time, then select the desired style for each. A check mark (V) will appear
next to the options you have selected. The program automatically enters to-
day's date at the position of the cursor in the format you selected.

Margins
To set the margins and/or tab size, select File> Set Margins. A dialog will
appear allowing you to setup your margins.

Selecting text

Selecting text is accomplished by clicking the mouse and then dragging
over the desired text. Once selected (highlighted), you can cut and paste
the text, remove it (Clear), or change the format (font, size, style).

Deleting text
Text can be deleted by selecting it and choosing the Edit > Cut, or by us-
ing the delete key.

Deleting files

When you add notes to an employee's file, the program creates a separate
text file and automatically savesit in the Employee Files f folder of the
currently open company. These text fileswill have a .txt extension after the
employee's name (e.g., employee name.txt). If you wish to delete a text
file, drag it out of the Employee Files f folder and into the trash.

When you are done, select File > Return to Payroll.
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Employee pay history

All payroll checks are stored in Pay History. To access an employee’s pay
history records, open the Employees tab window, select an employee from the
Employee List on the |eft, then click the Pay History button.

Bentz & (0.=""—————————H
You are editing this check in Pay History. Click Done to return to the main screen.
kd| ’%‘5 5099 ° = = m 1/15/02
Duplicate § Delete YAdd [o=—|fRemave I Revert tod Reprint 1/31/02
Pavycheckl PaycheckiPay 1temn §Pay Itern § Original Check
2/15/02 ]
u Adams, Samuel J Select Check Date: ([Cgelpii{ir]
)
Andrews, Mary M Gross Pay Deductions Ernployer Paid Net Fay
Bartz, Theodore 5 032.32 168.76 79.63 763.56
Blake, Lillith L =
Carlson, Carol 1M Humber : 6435 Dates: 2/28/02 2/28/02 =
Carpenter, Pat H =
Crosby, Michsel 0 Income : Pay Rate: Hours: Amount -
Dahl, Peter R
Dietz, Raymond R Reqular Pay 10.50 2667 210,04
Eastrnan, Bannie D Overtime 0.00 0.0 0.00
Ebert L6uie N Crouble Owertirne o.oo an .00
English, Robert & EIC Payment 2228 0.0 278
Erikson, Ronald T 8667 932 32
Evans, Ruth K - -1
Fritz, Jon.J il Deductions : Tips: Wages: Amount - —
Federal Incorne Tax 910.04 71.00 =

The Pay History window allows you to view or edit existing paycheck records.
To open/view an already issued paycheck, select the date it was recorded from
the Select Check Date pop-up menu. Once open, the paycheck record can be
edited, duplicated, deleted, or reprinted.

If the currently selected employee does not have any paycheck data stored in
Pay History, the screen appears blank and no paycheck records appear in the
Select Check Date pop-up menu.

How does the paycheck date affect reports?

Paychecks are recorded into pay history with both the paycheck date and pay
period ending date. By default, the program uses the paycheck date for reporting
purposes. If you would rather use the pay period ending date for reporting
purposes, go to the Employee Pr efer ences and change the default to pay period
ending date.

The monthly/quarterly reports you generate are based on the dates that the
paychecks are recorded. In other words, if you want the payroll information
reported in the first quarter, it must be saved using adate within thefirst quarter.
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Entering past pay history

If you begin using the payroll program in the middle of the year, you need to
enter your employee's prior pay history totalsin order for reports such asthe W2
and 941 to calculate correctly.

Note: Before you begin entering prior pay history data, your employees must
be set up with the correct deductions, employer paid contributions, regular pay
(hourly/salary), extra income, and claims information. If needed, refer to
“Setting up new employee defaults” on page 3-3.

We recommend that you use the Process Payroll tab window to enter your prior
pay history. But instead of printing the paychecks, click the Record Check
button and enter the appropriate dates for the paycheck information. For details
on processing employee paychecks, refer to Chapter 5, Process Payroll.

Before you begin, decide which of the options described below you'll use to
enter the past payroll data. When you enter your employee’ s paycheck data,
make sure the values match the original paychecks. If needed, you can change
an amount by clicking the cursor directly on the field you wish to edit.

Available options for entering prior pay history:

«  Enter every paycheck for every employee. Thisoption isthe most time
consuming, but will give you an accurate breakdown for your reports.

e Enter monthly, quarterly, or yearly totals for each employee's pay-
check, depending on the reports you need. If you are entering the data
by quarters, use the quarter ending date for each of the quarters com-
pleted in the current year (i.e., Mar. 31, June 30, Sept. 30, Dec. 31).

« Enter one total for each employee's paycheck to instantly ‘ catch up’
your employee's Pay History records. This allows you to print W-2s,
but not other reports you might need. Since the government requires
quarterly reports, this method may not be appropriate for your use.
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Editing pay history records

Many of the numeric fieldsin a pay history record can be edited and if needed,
you can add or remove pay items. In addition, if you have an employer paid
contribution that needs to be changed retroactively, use the feature called
Update Rates. For details, refer to “ Updating employer paids in pay
history” on page 3-26.

To enter or change an amount on a paycheck record, click the cursor onthefield
you wish to edit. Once afield is selected, it becomes highlighted and you can
enter the amount you want. Press the Tab key to move from field to field.

will NOT automatically affect the other fields (i.e., changing Regular
Pay will not change the Federal Tax amount). Also, be careful if thisis
a check that the employee has already cashed because changing or
adding a deduction or income item will affect the net pay.

i Be careful to change all fields as necessary because changing one field

You can revert changes made to a paycheck back to the original values
by clicking the Revert to Original button.

Adding pay items to paychecks

If necessary, you can add payroll itemsto an existing paycheck record. Be aware
that when you enter an amount for the new item(s), the program does not
recal culate deductions and contributions. Y ou must change the values yourself.

Note: Other than being in different windows, the instructions for adding pay-
roll items to a paysheet in the Process Payroll window are similar to adding
pay items to a paycheck record.

Instruction Set 3-9: Adding pay items to a paycheck record

1 Inthe Employees window, select an employee from the Employee List on
the left, then click the Pay History button.

2 From the Select Check Date pop-up menu, select the paycheck you want
to add a payroll item to.
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Click the Add Pay Item button.

Add Pay Item

Select a pay item to add:

Bonus
EIC Payrment

1

Adding a payrall itern will add the itemn to

thiz paycheck only. If wou want to permanently
add the payroll itern to all future paychecks,
azzign the itern to the employes's file. Greyed
out items are already on this paycheck.

The Add Pay Item window lists all payroll items not currently on the pay-
check or paysheet. Thislist is available to all employees and may include
some items that are not assigned to the selected employee.

Select the payroll item you want to add to this paycheck record.
Click the Add button.
If needed, repeat steps 4 and 5 to add more pay items.

Click Done when you have finished adding the pay item(s) you want.

This action adds the payroll item(s) to this paycheck record only. It is not
permanently assigned to the employee's payroll file.

Once the payroll item is added, enter the appropriate values (e.g.,
wages, amounts) for this period, keeping in mind that the amounts for
deductions and contributions are not recal cul ated.
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Removing pay items from paycheck records

If needed, you can remove payroll items from a paycheck record. Be aware that
after removing the payroll item(s), the program does not recalculate the
deductions and contributions.

Note: Other than being in different windows, the instructions for removing
payroll items from a paysheet in the Process Payroll window are similar to re-
moving pay items from a paycheck record.

Instruction Set 3-10: Removing pay items from a paycheck record

1 Inthe Employees tab window, select the employee you want from the Em-
ployee List on the left, then click the Pay History button.

2 From the Select Check Date pop-up menu, select the paycheck you want
to remove payroll item(s) from.

3 Click the Remove Pay Item button.

Remove Pay Item

Select a pay item to remove:

Regular Pay a
Orvertime

Federal Incorme Tax

Medicare

Social Security

WD 2001 Morth Dakota

FUTA

Medicare Match

Social Security Match -

Fernoving a payroll item here will remove

the itern from this paycheck only. If you want
to permanently remove the payrall item from
all future paychecks, remove the payroll iterm
from the employes's fils,

The Remove Pay Item window lists only the payroll items for the selected
paycheck. The Regular Pay item can not be removed from the paycheck
record, however you can zero it out by editing the Regular Pay field.

4 Select the payroll item you wish to remove from this paycheck record.
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5 Click the Remove button.

6 If needed, repeat steps 4 and 5 to remove more pay items.

7  Click Done when you' ve finished removing the item(s) you want.
The program removes the pay item(s) from this paycheck only. It does not

remove the payroll item(s) from the employee's assigned payroll file.

Updating employer paids in pay history
Y ou can update the pay history records with new employer paid rates. Thisis

especially useful when you must retroactively update payroll items(e.g., FUTA,
SUTA) because you did not receive the new rates at the start of the year.

Instruction Set 3—-11: Updating an employer paid in pay history
i If you’' ve added an employer paid itemto a paycheck using the Add Pay

Item button, be sure to enter the wages for the employer paid item on
the paycheck, otherwise the Update Rates feature won’'t work correctly.

1 Select Edit > Update Rates.

Update Rates

This command will update the new rates in your "Employer Paid” items,
as well as retroactively change the values in your "Pay History" YTD
records.

Change the rate of: [FUTA B
For records dated on or after: |1/1/02

[ cancel | [ update ||

2 From the Changetherate of pop-up menu, select the desired item.
3 Enter the new percentage rate and the date the change is to take effect.

4  Click Update.

The program recal cul ates the amount of the selected employer paid item
using the new rate and makes the appropriate changes in your pay history
records. The program also changes the rate in the employer paid setup.
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Printing paycheck records

Y ou can print paycheck records exactly as they appear in the Pay History
window using the Print as Report feature.

Instruction Set 3-12: Printing a paycheck record
1 Inthe Employeeswindow, select the employee you want from the Employ-

ee List on the left, then click the Pay History button.

2 From the Select Check Date pop-up menu, select the paycheck you want
to print as areport.

3 Click the Print as Report button.

4 Click OK in the print dialog which appears.

The paycheck record will be printed exactly as it appears in the Pay Histo-
ry window.

Deleting paychecks from pay history

If for some reason you need to del ete a paycheck from an employee or an entire
Employee List, you can do so using the Delete Paycheck feature. Be sure to use
extra care when you are del eting paychecks to protect necessary records for W-
2s and other government reports.

Instruction Set 3-13: Deleting a paycheck from pay history

If you have two paychecks recorded with the same date, the programwill only
delete the check you select.

1 Inthe Employees window, select an employee from the Employee List on
the left, then click the Pay History button.

2 From the Select Check Date pop-up menu, select the date of the paycheck
you want to delete.

3 Click the Delete Paycheck button.
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4

In the dialog that appears, select whether you want to delete the pay-
check for the selected employee only or for all the employeesin the
currently open Employee List, with that check date.

Click Continue to delete the paycheck(s) from pay history or Cancel
to return to the Pay History window.

Note: When you delete a paycheck from pay history, the program automatical-
ly voids the deleted paycheck in the check register.

Reprinting paychecks

There may be times when you need to go back and reprint a paycheck. This can
be done using the Reprint Check feature.

Instruction Set 3-14: Reprinting a paycheck

1

In the Employees window, select the employee for whom you want to re-
print a check, then click the Pay History button.

From the Select Check Date pop-up menu, select the date of the paycheck
you want to reprint.

If necessary, change the date and check number of the paycheck be-
fore printing, since the regular ‘date’ dialog box does not appear
when you print from the Pay History window.

Click the Reprint Check button.

In the dialog that appears, select the checkform you wish to use, then
click OK.

The standard Macintosh print dialog will appear allowing you to re-
print the paycheck.
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Duplicating paycheck records

If you need to enter a group of paychecks and they are all for the same amount
(such asfor a salaried employee), you can do so with the Duplicate Paycheck
feature.

Instruction Set 3—-15: Duplicating a paycheck record

1 Inthe Employees window, select the employee for whom you want to du-
plicate paycheck records, then click the Pay History button.

2 From the Select Check Date pop-up menu, select the date of the paycheck
you want to duplicate.

3 Click the Duplicate Paycheck button.

The program creates a new record exactly like the one that is currently
open and adds it to the bottom of the Check Date pop-up menu.

4 Oncethe new paycheck is created, select it from the Select Check Date
pop-up menu and make any necessary changes (such as the date and
check number).

Note: Duplicating a paycheck in Pay History will not create that duplicate
paycheck record in your Check Register.
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Using employee lists

An employee list issimply alist of employee names. Y ou can create as many
employeelists (e.g., Part-time Help, Health Insurance, Interns) asyou need, and
an employee can be on as many lists as you deem necessary.

The lists themselves actually contain no data except for the employee names.
Except for the “Master List” (which is described below), names may be added
or removed from these lists at any time. Y ou can use the “Master List” for
processing payroll and department employee lists for running reports.

What is the Master List?

The Master List is an employee list which is automatically created every time
you start your payroll program. It includes the names of all the employees who
are in the Employee Files f folder of the currently open company.

Because the Master List is automatically created with all the employeesin the
Employee Files f folder, you cannot remove employee names from it using the
Remove Employee command.

How employee names are displayed in employee lists

The status of an employee determines how his/her name is displayed in an
employee list.

Black Regular Current employees (i.e., those you process payroll for)
are displayed in black regular type.

Red Bold An employee who has been “terminated” appearsin
red bold type.

Black Italic An employee whose file is not in the Employee Files

f folder appearsin anitalic format and is considered a
“lost file”. If you want to process payroll for this
employee and include him/her in your reports, you
need to find the employee's file and drag it back into
the appropriate Employee Files f folder.

The“Master List” will not display lost files because it
is designed to display only those employees who are

currently stored in the Employee Files f folder.
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The Employee List pop-up menu
Following is an illustration of the Master List employee list and the Employee

List pop-up menu.

The narne of the
Ernployee List
currently open
iz dizplayed here

The names of the
ermnployees that have
been added to the
currently open
Ernployes List will
be displayed here

Employee List:

Master List

B

Ernployee List

Adarns, Sanuel .l

__ | New Employee Settings \ I:l POp-up meny

Anderson, Joh
Andrews, Mar
Bartz, Theodo
Elake, Lillith
Carlson, Caro
Carpenter, Pa
Crosby, Mich
Dahl, Peter R
Dietz, Raymor

New Employee List...
Add Employee to List...
Add "Untitled” to List
Remove Employee...
Rename Employee...
Delete Employee...

Eastrnan, Bon

s

Full Time
Master List
Part-Time

The top portion of the Employee List pop-up menu contains the commands
needed for creating and configuring your Employee Lists.

The bottom portion of the Employee List pop-up menu displays the names of
your employee lists. A check mark appears next to the name of the currently

open employee list.



CHAPTER 3: Employees

Creating employee lists

By default, the program automatically creates certain types of Employee Lists
for you. They are created from the pay period and active/inactive (i.e.,
terminated) settings. For example, if you have both active and terminated
employees, the program will create two lists; one that contains your active
employees and another for your terminated employees. This option can be
enabled and disabled in Program Preferences.

Instruction Set 3-16: Creating an employee list

1 From the Employee List pop-up menu, select New Employee List.

Save Employee List As

Save employee list as: |

Cancel I Save I

2 Enter adescriptive name for your new employee list.

The list can be the name of a department (i.e., Sales Dept.) or any other de-
scriptive name (i.e., Interns).

3 Click Save.

Note: When you click Save, the Employee List is saved to the Employee Files f
folder of the currently open company and its name is displayed at the bottom of
the Employee List pop-up menu. If you remove this file from the Employee Files
f folder, it will no longer appear in the Employee List pop-up menu.

4 You may now add employee names to this list. To do so, refer to
“Adding employees to employee lists” on page 3-34.
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Opening employee lists

Use the following instructions to switch to a different employee list.

Instruction Set 3—17: Opening an employee list

1 Click onthe Employee List pop-up menu. Note the check mark displayed
next to the name of the currently open Employee List.

2 Drag your mouse pointer to the employee list you want to open.

The selected employee list will open. Its name is displayed in the pop-up
menu bar and the employees on that list will appear in the scrolling list.

Deleting employee lists

If you no longer want an employee list to appear in the Employee List pop-up
menu use the following instructions to remove the list.

Instruction Set 3-18: Deleting an employee list
1 Quit out of your payroll program.
2 Onyour hard disk, open the Aatrix Payroll f folder.

3 Open the ‘company’ folder that contains the employee list you want
to delete.

4 Open the Employee Files f folder.

5 Locate the name of the employee list you want to delete then drag this
file to the trash.

6 Close each of the folders you opened.

7 Go ahead and open the payroll program again if you want.
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Adding employees to employee lists

The program provides two methods in which you can add employees to the
Employee Lists you create. It is probably more convenient to use the first
method if you want to add anumber of employeesto anewly created Employee
List. The second method can be used to add one employee at atime to an
Employee List. Y ou should experiment with both methods to find the method
you prefer. Y ou may find, however, that you prefer both methods depending
upon the circumstances.

Instruction Set 3—19: Adding an employee to an employee list

You should not add the same employee twice to the same Employee
& List, although you may add the same empl oyee to as many different lists
as you wish.

METHOD 1:

This method uses the Add Employeeto List... command. Useit if you have a
number of employeesto add to alist.

1 Open the Employee List you wish to add hames to.

2 From the Employee List pop-up menu, select Add Employeeto List.

Select the employee to add:

#damns, Sarmuel J
Andrews, Mary M
Bartz, Theodore 5
Elake, Lillith L

Carlsan, Caral M
Carpenter, Pat H
Crosby, Michagl O

il »

Dietz, Raymond B
Eastman, Boannie D
Ebert, Lauie N
English, Rabert &
Erikson, Ronald T
Evans, Ruth K
Fritz, Jon J

Funk, Barry T
Greqory, Mark &
Gregory, Michael O

1]

[ Done ] [ Add AN | Add
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3 If you want all the employees in the list added to the currently open
Employee List, click the Add All button. To add one or more names to
the currently open Employee List, select the name of an employee and
click the Add button.

To help you keep track of which employee names have been added to the

list, the program removes the employee's name from this list when you add
it to the Employee List. Thisway, you won't have to rely on the scroll bar

to search to the bottom of alengthy list because the list gets shorter.

4 Click the Done button when you have finished adding names.

METHOD 2:

Thismethod usesthe Add " << ------- >>" tolist command. Useittoadd asingle
employeeto alist.

If no employee is selected (highlighted) in
the Employee List, the command is displayed
as"Add "<<Untitled>>" to list".

| Add "Untitled” to List |

If an employee is selected and that employee
isalready on thelist that is currently open,
the command is grayed out. Notice that the
name of the selected employee replaces the
word "<<Untitled>>".

Add "Fritz, Jon J" to List |

If an employeeis selected and you open alist
that the selected employeeis not on, the com-
mand is active and will execute when
selected. That is, the employee's nameis
added to the currently open Employee List.

Add "Fritz, Jon J" to List |

1  Select the name of the employee you want to add to another list.

2 Open the Employee List you want to add the employee to from the
bottom of the Employee List pop-up menu.
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3 From the Employee List pop-up menu, select Add “ employee name” to
list.

The employee's name will be added to Employee List you selected in Step
2 and will be displayed in this list whenever it is open.

Removing names from employee lists

There may be times when you want to remove an employee from an Employee
List. For example, you may have an employee on your “Full Time” Employee
List that is now working part time, or you may have an employee who is no
longer on your “Union” Employee List.

Instruction Set 3—-20: Removing a name from an employee list

1 Open the Employee List that contains the name of the employee you wish
to remove.

Note: Open an employee list other than the Master List. Because the Master
List is a special list created by the program using all the employee filesin the
Employee Files f folder, the Remove Employee command is inactive.

2  Select the name of the employee you wish to remove.

3 From the Employee List pop-up menu, select Remove Employee.

A dialog will appear asking if you are sure you want to remove the em-
ployee from this Employee List.

The name will be removed from this Employee List only. You can add the
employee back to the list at any time. It will not affect the employee's sta-
tus on any other list and you will still be able to process payroll for this
person.
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Evaluating employees

The Employee Evaluator alows you to create, score, and print employee
evaluation forms. A well planned performance appraisal can give employers
valuable insights into the work being done and those empl oyees who are doing
it well.

Some of the many advantages of conducting performance evaluations on a
consistent basis include reinforcing good work performance, providing
corrective feedback, communicating your expectations for good job
performance and better capabilities for judging who is eligible for bonuses and
pay raises.

The Employee Evaluator window

To usethe Employee Evaluator, open the Employeestab window and then click
the Evaluate button.

log will appear asking you to hame and save a form before it will open

i If the program cannot find an evaluation form on your computer, a dia-
the Employee Evaluator window.

Employee Evaluator ——"—ww———-¢H

Employees: Employee: Adams, Samuel J

Adams, Samuel J
fnderson, John J
dndrews, Mary M

MG

Last Evaluation: Date - ?/18/081
Eartz, Theodars 5

Elake, Lillith L Score - 66.66 %

Carlzon, Caral M

Carpenter, Pat H By - BB

Crosby, Michasl O R R

Dahl, Peter R Previous evaluations:

Dietz, Raymand R 5718701 - 400 out of 450 (§5.668 %) -
Eastman, Bonnie D 6/18/01 - 150 outof 450 (3333 %)

Ebert, Louie M 7/18/01 - 300 out of 450 (G666 B )

English, Robert &
Eriksan, Ronald T
Evans, Ruth K
Fritz, Jan J

&

ull
1

Note: When you select an employee, the Employee Evaluator window displays
the score from the employee’s last evaluation as well as all previous evalua-
tions.
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Form Setup This button allows you to create and edit the
performance appraisal form(s) youwill usefor
evaluating employee work performance.

Evaluate Employee When you're ready to evaluate an employee,
select the employee from the Employees list,
then click the Evaluate Employee button.

Clear File The Clear File button allows you to delete
some or all of the previous evaluations from
the selected employee'sfile.

Remind Use this command to set up reminders for
upcoming employee evaluations.

Print Use the Print button to print out previous
employee evaluations.

Done Click the Done button to exit the window.

Evaluation forms

With the Employee Evaluator, you can set up your own customized
performance appraisal form by adding the desired questions (e.g., Employee
completes tasks on time?) and possible response options (e.g., Always, Often,
Seldom, Never) to the form.

Creating evaluation forms

Y ou can create as many performance appraisal forms as needed with each form
containing as many questions you deem necessary.

Instruction Set 3—-21: Creating an evaluation form

1 Inthe Employees tab window, click the Evaluate button.
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2 Inthe Employee Evaluator window, click the Form Setup button.

Evaluation Form Setup=—"———

Evaluation Form: |Sample Eraluation Form i]

Existing evaluation questions:

“whet changes would wou like toi rnprove wour duties better? - [ Mouve Up '
Do the employes ko the duties within the job’? ]

Employves communicates ideas clearly?
Ernployes maintains an organized workspace? Maoue Down
“Whicch ad jectives descri be this ernployes's work Fabits?

Decribe thiz emploves's character ina few words.

-

[ New.. ] [ Edit... ]| [ Delete ]| Done ||

3 From the Evaluation Form pop-up menu, select the New Form option.

Evaluation Form: |+ Sample Evaluation Form | = I

4 Inthe dialog box that appears, enter a name for the evaluation form
you are creating, such as Performance Evaluation Form.

————"—— Ngl SIJFI.IEI_.I =

Please provide a name to save the survey form as
before continuing.

Save form as: Performance Evaluation Form |

Cancel | l Save ll

5 Click Save.

6 Once the form has been saved, you can add whatever questions you
want to it. For details, refer to “Adding questions to evaluation
forms” on page 3-40.

To delete a form, open the Defaults f folder in your Aatrix Payroll f
@ folder. Drag the form(s) you don’t want to the trash.
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Adding questions to evaluation forms
Once an evaluation form is saved, you can add the questions you want to the

form.

Instruction Set 3-22: Adding a question to an evaluation form

1 Inthe Employees tab window, click the Evaluate button.

2 Inthe Employee Evaluator window, click the Form Setup button.

3 From the Evaluation Form pop up menu, select the form you want to

add questions to.

4 Click the New button.

New Question

Question:

rResponse Format:

@ Open ended
{2 Multiple choice
{2 Checklist
) Yes/No e Fafuz

2 True/False

D opminiy

Next Question ]

Cancel

5 Inthe Question text box, type the question (limited to 255 characters) ex-

actly as you want it to appear on the evaluation form.

6 Select the type of Response Format you want for this question.
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Open ended

When Open ended is selected, click the Default button to enter a default
response for the open ended question.

What should the default answer to "What word best describes
this employee?" be?

Cancel l 0K l

Multiple choice

When the Multiple choice option is selected, click the Responses button to
enter all the possible responses for your multiple choice question. Then en-
ter how many points each possible response is worth. For example, in the
following illustration, if the question is answered with an “Always’ re-
sponse, the employee would receive 5 points for this question.

Enter the answers for up to 18 responses: Points:
Always 3
Frequently 4
Sometimes 3
Rarely 2
Never 1

Cancel | Ok |
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Checklist

When the Checklist option is selected, click the Responses button to enter
all the possible responses for your checklist question. Then enter how
many points each possible response is worth. For example in the following
illustration, if the question was to select which adjectives best describe the
employee, and all adjectives were selected, the employee would receive 30
points from this question.

Enter the answers for up to 18 responses: Points:

Dependable

Creative

Self-starter

Organized

Productive

jeffajafa]|an

Courteous

[ cancel ] [

[=]

k_J

Yes/No

When the Y es/No option is selected, text boxes appear allowing you to en-
ter the number of pointsa“Yes’ answer or “No” answer isworth.

Yes: Mo:
18 IE | points
True/False

When the True/False option is selected, text boxes appear alowing you to
enter the number of pointsa“True” answer or “False” answer isworth.

True: False:
18 IE | points
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7  (Optional) Click the Next Question button if you want to add another
question to this evaluation form.

Note: When you click the Next Question button, the question you just set up is
added to the evaluation form. The New Question dialog remains open so that
you can set up another new question. Thus, you can add all of your questions
to the evaluation form at this time by clicking the Next Question button.

8 Click OK.

Your question is added to the evaluation form and you are returned to the
Employee Evaluator window.

9 Click Doneto return to the Employees tab window.

Editing evaluation questions

There may be times in which you feel you need to modify a question on an
existing evaluation form. Use the following instructions to do so.

Instruction Set 3-23: Editing an evaluation question

previous eval uations, the employee's response and score on that evalu-
ation may no longer be valid. If you feel that your changes may invali-
date previous evaluations, set it up as an entirely new question.

i If you change the response setup of a question that has been used in

1 Inthe Employees tab window, click the Evaluate button.
2 Inthe Employee Evaluator window, click the Form Setup button.

3 From the Evaluation Form pop up menu, select the form which con-
tains the question you want to edit.
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4 From the Existing evaluation questions scrolling list, select the
question you wish to edit.

Evaluation Form 5Setup

Evaluation Form: |Sample Evaluation Form

1*]

Existing evaluation questions:
i hat changes sould wou like fo i mprove wour duties bether? - [ Moue Up I
Dess the ernployes ko the duties within the job’? 1
Elu BE cmnicate idas clearly?
Ernploy i nts Ml O

riployes s a self-starter Print
‘Which ad jectives descri be this employes's work Fabits?
Describe this ernploves s character ina few words.

[ New... | [ Edit... ] [ Delete |
"

5 Click the Edit button.

Edit Question

Question:

Employee maintains an organized workspace?

rResponse Format:

2 0pen ended Default...
{3 Multiple choice
O Checklist

@ Yes/No

Yes: Mo:
O True/False points
Cancel || 0K ||

6 Make the changes you want.

7 Click OK.

8 Click Doneto return to the Employees tab window.
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Deleting evaluation questions

Because an evaluation question may be part of a previous evaluation, the
program does not allow you to delete a question from the Existing evaluation
guestions list. Instead, the program allows you to delete the question from
appearing on future evaluation forms.

Instruction Set 3-24: Deleting an evaluation question
1 Inthe Employees tab window, click the Evaluate button.
2 Inthe Employee Evaluator window, click the Form Setup button.

3 From the Evaluation Form pop up menu, select the form which con-
tains the question you want to delete.

4 From the Existing evaluation questions scrolling list, select the
question you wish to delete.

Evaluation Form Setup

Evaluation Form: |Sample Evaluation Form

1)

Existing evaluation questions:

“whet changes would wou like toi rnprove wour duties better? - [ Mouve Up I
Doz the employes know the duties within the job’? ]

Ermployves cormrmunicates ideas clearly?
Employes maintains an urnized wirkspace? Mouve Down
Which aljectives descri be thisemploves's work habits 7

Decribe thiz emploves's character ina few words.

((New.. | [__Edit.. ] | I]eletek]

5 Click the Delete button.

The deleted question will appear in RED bold print and the Delete button
will change to Undelete.

6 Click Doneto return to the Employees tab window.
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Undeleting evaluation questions

There may be times when a question you'’ ve previously deleted from the
evaluation form needs to be undel eted.

Instruction Set 3-25: Undeleting an evaluation question

1

In the Employees tab window, click the Evaluate button.
In the Employee Evaluator window, click the Form Setup button.

From the Evaluation Form pop up menu, select the form which con-
tains the question you want to undel ete.

From the Existing evaluation questions scrolling list, select the
question you wish to undelete.

Evaluation Form 5Setup

Evaluation Form: |Sample Eraluation Form i]

Existing evaluation questions:

i hat changes sould wou like fo i mprove wour duties bether? - [ Moue Up I
Dess the ernployes ko the duties within the job’? 1

Employves communicates ideas clearly?
Emploves maintaing anorganized workspace? Mouve Down
Employee is self starter?
‘Which ad jectives descri be this employes’s work Fabits?

Describe this ernploves s character ina few words.

( New... | [ Edit... | [undeletE.l

Click the Undelete button.

The selected question will appear in plain print and the Undelete button
will change to Delete.

Click Doneto return to the Employees tab window.
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Moving evaluation questions

Y ou can arrange your eval uation form questionsin any order you wish by using
the M ove Up and M ove Down buttons.

Instruction Set 3—26: Moving an evaluation question
1 Inthe Employees tab window, click the Evaluate button.
2 Inthe Employee Evaluator window, click the Form Setup button.

3 From the Evaluation Form pop up menu, select the form which con-
tains the question(s) you want to move.

4 From the Existing evaluation questions scrolling list, select the
question you wish to move.

Evaluation Form 5Setup

Evaluation Form: |Sample Evaluation Form

1*]

Existing evaluation questions:

i hat changes sould wou like fo i mprove wour duties bether? - [ Moue Up |l
Dess the ernployes ko the duties within the job’? 1
Emploves communicates ideas clearly?
Ermployes maintains an organized Maoue Down

riployes s a self-starter
‘Which ad jectives descri be this employes's work Fabits?
Describe this ernploves s character ina few words.

[~

(" New... | [ Edit... | [ Delete

5 Click either the Move Up or Move Down button to move the question.

6 Click Doneto return to the Employees tab window.
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Printing evaluation forms

Y ou can print out a copy of your evaluation form if you wish to examine the
setup of the questions you've added to your evaluation form.

Instruction Set 3-27: Printing an evaluation form

1 Inthe Employees tab window, click the Evaluate button.

2 Inthe Employee Evaluator window, click the Form Setup button.

3 From the Evaluation Form pop up menu, select the form which con-

4

5

6

tains the question(s) you want to print.

Evaluation Form Setup

Evaluation Form: |Sample Evaluation Form i]
Existing evaluation questions:
“whet changes would wou like toi rnprove wour duties better? - [ Mouve Up I
Doz the employes know the duties within the job’? ]
Ermnployes comrmunicates ideas clearly?
Employves maintains an organized wo Moue Down
riployes s a self-starter
‘Which adjectives descri be this employes's work Fabits? -
Decribe thiz emploves's character ina few words.
[~
[ New... | [ Edit.. | [ Delete |

Click the Print button.

In the print dialog that appears, click OK to print the evaluation form.

Click Doneto return to the Employees tab window.
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Evaluating employee work performance

This section covers all topicsrelated to the evaluation of your employee’ swork
performance. Topics covered are;

Evaluating employees
Printing and deleting evaluation results

Setting up reminders for future evaluations

Evaluating employees
When you have finished setting up an evaluation form, you can useit to evaluate
the work performance of your employees. Based upon your responses, the
program will provide you with a score for each employee you evaluate.

Instruction Set 3-28: Evaluating an employee

1

2

3

In the Employees tab window, click the Evaluate button.

From the Employee scrolling list, select the employee you wish to

evaluate.

Employees:

Adarns, Sarnuel J
Anderson, Jahn J
Andrews, Mary M
Bartz, Theadare 5
Blake, Lillith L
Carlson, Caral M
Carpenter, Pat H
Crosby, Michael O
Dahl, Perter B
Dietz, Rayrond R
Eaztman, Bonnie [
Ebert, Lovie N
Englizh, Robert &
Erikson, Ronald T
Evanz, Ruth K
Fritz, Jon.J

il »

1

Employee Evaluator

Fernind...

Employee: Adams, Samuel J

Last Evaluation: Date - ?/18/81
Score - 66.66 %
By - BB

Previous evaluations:

5718701 - 4000ut of 450 (58.85 &)
£/158/01 - 1500utof 450 (33.33 B)

7A158/01 - 300 out of 450 (66.66 B

Click the Evaluate Employee button.
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4

5

6

7

Select the evaluation form you wish to use.

Select the survey to conduct:
Sarnple Evaluation Form

Click OK.

The following dialog will appear displaying the first question of the select-
ed evaluation form.

Evaluate: Adams, Samuel /oto—"—"7— ————85
Ouestions: Question [1 of ?]: <- Previous | Mext -» Il
icdli LAk 8 < [ Does the employee know the duties within the
Eriprlion ez cornmruri idea... AoE
Erniploaes: rreai ritai ns an orga... Jjob?

Ernployes isaelf-starter?
‘w'hich adjectives describe the.
Descrribe this emplovess cha.. ® True
‘wihat word best describes hi 3 False

-

[ Cancel ] [ Save ] [1This question doesn't apply to this employee

Choose the appropriate response for the displayed question.

If the displayed question does not apply to this employee, select the “ ques-
tion doesn't apply” checkbox at the bottom of the window. The question
will not be printed on the employee's evaluation form, nor will it be includ-
ed in the employee's evaluation score.

Click the Next button to advance to the next question.
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Note: After responding to a question, you can either click the Next button or
the Return key to advance to the next question. To return to the preceding ques-
tion, click the Previous button. You can also display a question by selecting
(highlighting) the desired question in the Questions list.

8 Repeat the last two steps until all evaluation questions are answered.

9 Click the Save button.

Save Review

"Adams, Samuel J" has scored 58 out of 189 (8 points ruled not
applicable.)

You may add additional comment below:

[J Remind me to review this employee again on: |2/15/82

[JPrint a copy of this review

Your name or initials: |

Cancel || Sapve ||

10 (Optional) Fill in the Save Review dialog with relevant information.

Comments
Enter any applicable comments in the text box (up to 255 characters).

Remind
Enter the date for the for this employee's next review.

Print a copy of thisreview
Select this box to print out the employee's evaluation.

Your name or initials
Enter the name or initials of the person who conducted this evaluation.

11 Click Save.
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The evaluation will be added to the employee's file.

12 Click Doneto return to the Employees tab window.

Printing previous evaluations

There may betimesinwhich you need to review previous employee evaluations.
A hard copy of these evaluations can be printed out using the Print button.

Instruction Set 3-29: Printing a previous evaluation
1 Inthe Employees tab window, click the Evaluate button.

2 From the Employee scrolling list, select the employee you wish to
print a previous evaluation.

3 InthePreviousevaluationsscrolling list, select the date of the evalua-
tion you want to print out.

4  Click the Print button.

5 Inthe print dialog that appears, click OK to print the results of the se-
lected evaluation.

6 Click Doneto return to the Employees tab window.



CHAPTER 3: Employees

Deleting previous evaluations
If needed, you can easily delete previous evaluations from an employee’ sfile.

Instruction Set 3—30: Deleting a previous evaluation
1 Inthe Employees tab window, click the Evaluate button.

2 From the Employee scrolling list, select the employee you wish to de-
lete a previous evaluation.

3 Click the Clear File button.

Clear Evaluations

Delete epaluations from "Adams, Samuel J":

@ Delete all evaluations
) Delete all evaluations but the most recent

Delete Cancel

4 Choose either Delete all evaluations or Delete all evaluations but
the most recent.

5 Click Delete.

6 Click Doneto return to the Employees tab window.
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Setting up evaluation reminders

Use this feature to set up reminders and due dates for conducting employee
evaluations.

Instruction Set 3-31: Setting up an evaluation reminder

1

In the Employees tab window, click the Evaluate button.

From the Employee scrolling list, select the employee you wish to set
up an evaluation reminder for.

Click the Remind button

In the text box, enter the date you want to be reminded of an employ-
ee evaluation.

Enter the date to be reminded on: |[2/159/082
Cancel l 114 l

Click OK.

On the date that this reminder comes due, the program will remind you to
conduct the evaluation when you start your computer as well as when you
open your payroll program.

You can set up multiple reminder dates for the same employee (for exam-
ple, 6/27/02, 7/27/02, and 8/28/02) by simply repeating steps 3-6, and en-
tering a different date each time.

Click Doneto return to the Employees tab window.
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Chapter overview

The following information is covered in this chapter:
- Creating, assigning, and editing payroll items
Setting up vacation, sick, and holiday pay
Creating and assigning jobs to income items

Optional Plug-Ins
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Payroll Items overview

Clicking the Payroll I tems tab opens the following window. The Payroll Items
list displays the names of the payroll items you created during the installation
process. To create additional payroll items or modify existing ones, click the
New button associated with the type of payroll item you want to create.

== etz &l
Company Setup Employees EEVOl N (B Process Payroll Reports Liabilities
Employee List: Display: ﬁ (= E@ E -
Master List - Hide|Showr _ Delete RF‘r’lnt
aster Lis ¥ Detail |Edit tem | ftem eport
ployes gs Seleet (+) the payroll items you want assigned to: Master List (all employees)

Hew Employee Settings g—

fdarns, Samuel J o | ol items - Type: | Cale. Method: Job £ Limit: | Ts Exept:| Link :

Anderson, John J ™ A lncome -

gg‘a{ze\’?ﬁ:;go”r?eg Reirmbursement tirnount n.oo - -

B\ake’ Lillith L Training Amount 1000 - -

Carlagn, Carol T | Vacation Armount 000 - -

Carpenter, Pat H Deductions -

Crosby, Michagl 0
Cahl, Perter R
Dietz, Raymond R

Federal Income Tax

#FE 2002 US Federal - -
Health Insurance 200%

% Gross - -

e

< Medicare % Gross 1.45% - -
E?fewafaﬁgnﬁ'e b = 2002 Mot Dt HD 2002 Morth Dakota - -
Ernali5h Rabert & Social Security B Gross €20%| 2420000 wae... | -
Erikson, Ronald T .
: Employer Paid: [

E"fiﬁt“ZSJJRoﬂt"] S 7| FTA B Gross 080%| 700000 waps... | —
Grange. Jerri J | Medicare Match - | % Gross 1.45% - -

9, -8 | Social Security Matol - | B Gross €20%| 2420000 wage... | —-
Howard, Lindsey P SUTA 9 Gross 0.3Z0% - -
Hudson, Pamela Jo
Jersen, Jay L

Johnson, Howard M
Eramer, Joshua '
Larson, Larry &
Lenz, Gabriella '
Martin, Terrance J To personalize an item, click the name of the itern. When it's highlighted, click the “Edit Item” button to
Mertz, Angella d E modify the item.

Messinger, Michael D .

bAcdl T c

D]

For better organization and display purposes, the Payroll Items window
separates the payroll itemsinto their specific categories. For example, the name
of each deduction isdisplayedin “red” text and listed in the Deductions portion
of the window. Another useful feature of this window is that you can quickly
view the detailed set up of your payroll items (e.g., Limit).

Y ou can turn on/off this detail by clicking the Hide/Show Detail button. Click
the Print Report button to print adetailed payroll itemsreport for the employee
or Settings option you have selected in the Employee list.

Once a payroll item is created, you can assign it to your employee files. For
details, refer to “Assigning payroll items to employees” on page 4-
27.
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Creating payroll items

There are three different types of payroll items you can create; deductions,
employer paid contributions, and extraincome. Instructions for creating each
type of payroll item are detailed in the following sections.

The payroll program uses the payroll items you create to track individual
amounts on a paycheck and the year-to-date wage and tax amounts for each
employee.

The names of the payroll items are used when printing your reports and
employee paychecks. Y ou can set up a payroll item at any time however, we
recommend that before processing your first payroll, all the payroll items you
need are setup and assigned to the appropriate employees.

Deductions

Deductions are anything that must be withheld from an employee’s gross pay.
They include the basics such as federal and state tax, Social Security, and
Medicare as well as retirement funds like a 401K, KEOGH, or IRA. They also
include such things as health insurance, union dues and anything else that you
as the employer need to withhold from an employee’ s gross pay. Depending on
the type of deduction you are creating, it can be set up so it is deducted before
taxes, after taxes, or sheltered from specific payroll items that you designate.

The following instruction set will guide you through the process of creating a
new deduction.

Instruction Set 4-1: Creating a new deduction

1 InthePayroll Itemstab window, click the RED New button.

Note: If the option called “ Menu link to” in Accounting Preferencesis set to
anything other than None, and you have not yet imported your chart of ac-
counts into the payroll program, a dialog will appear asking if you want to im-
port your chart of accounts now. Click No if you don’t want to import your
chart of accounts now. You can import them later in the Send/Post Payroll win-
dow or the next time you create a new payroll item. Clicking Yes will spawn a
Getfile dialog where you can open your chart of accounts file. Once imported,
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the account names will display in the Liability acct pop-up menu. (Note: If
needed, refer to the User Manual of your accounting program for information
on how to export your chart of accounts.)

New Deduction

Title: Type:

I:l |Mi5'=¢||allﬂ"l5 Deduction ¥ @ Mone Select () exempted items :

Limit: Tax Exempt:

Apply to: Caloulstion Method: 2 Upper... Medicare

Federal [ncome Tax

[Al income items [ %] | [Flat Amount

i] 2 Lower ... Social Security

[ ood Health Insurance

ND 2002 Morth Dakots

Dizability Insurance
FUTA

ting links :

Medicare Match (=]
Social Security Match —
UT# =~

[ Help ] [(ancel] I[ 0K ]I

2 Inthe Title textbox, enter the name of the deduction.

The title can be anything you want. It should be descriptive enough so you
can distinguish it from others you set up because it will be used throughout
the program (e.g., checkforms, reports).

3 From the Type pop-up menu, select the type of deduction it is.

Federal

Social Security

Medicare

State

Local

This type should only be used for the Federal
income tax deduction.

This type should only be used for the Social
Security deduction.

This type should only be used for the Medicare
deduction.

This type should only be used for a State with-
holding deduction. Select it for each state
deduction you set up.

This type should only be used for a Local with-
holding deduction. Select it for each local
deduction you set up.



Miscellaneous

Pension

Disability

Training

Garnishment

Child Support

Flex

Special Groups
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Select this type for any miscellaneous deduction
you create for your employees such as health
insurance, dental insurance, union dues, cash
deductions, etc.

This type is for a pension plan your company
may be contributing to. Generally, Federal,
State, and Local deductions are exempt from
pensions. Check with your accountant to be sure
these defaults are correct.

Select this type for each disability deduction
(e.g., SDI) you create.

Select this type for each training deduction you
create.

Select this type for any sort of general garnish-
ment, such as unpaid debt.

Select this type for each child support deduction
you create.

This type is available in Multi-Ultimate Payroll.
It is to be used for the Medical and/or Depen-
dent Care Flexible Spending Accounts (FSA) of
a Cafeteria Plan.

These deductions are the same as Miscellaneous
deductions. The program allows three different
ways to group your miscellaneous deductions.
Each group of deductions can then be sheltered
from other deductions, such as tax deductions.
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4 From the Apply to pop-up menu, select the appropriate option.

All incomeitems
Select thisoption if all your income items apply to this deduction.

Custom

If there are specific income items that apply to this deduction, select the
Custom option. In the dialog that appears, uncheck the income items that
do not apply to this deduction.

5 From the Calculation Method pop-up menu, select the appropriate op-
tion.

Flat Amount Select this option if the deduction represents a
simple dollar amount to be deducted each pay
period, then enter the amount to be deducted in
the $ textbox.

If the amount to be deducted will not be the
same for all (or most) your employees, you may
want to enter 0.00 here and then customize the
deduction for each individual employee.

% of Gross Select this option if the deduction needs to be
calculated as the percentage of the gross pay.
The number you enter into the % textbox will be
the percentage of the gross pay that is deducted
each pay period.

% of Federal Select this option if the deduction needs to be
calculated as the percentage of the Federal
income tax. The number you enter into the %
textbox will be the percentage of the Federal tax
that is deducted each pay period.

% of State Select this option if the deduction needs to be
calculated as the percentage of the State income
tax. The number you enter into the % textbox
will be the percentage of the State tax that is
deducted each pay period.



Look-Up Table

Tax Calculation

Amount Per Hour
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Select this option if you want to link this deduc-
tion to a tax table. When selected, another pop-
up menu appears allowing you to select the
appropriate table for this deduction.

Note: Multi-Ultimate Payroll has a feature
called the Table Editor. You can use it to set up
your own look up tables. The table method can
be used for those deductions that are based on a
rising scale of numbers, such as:

Gross pay between $0 and $100, deduct 2%
Gross pay between $100 and $200, deduct 3%

or:
Gross pay between $0 and $100, deduct $2.00
Gross pay between $100 and $200, deduct $3.00

Use this option for Federal, State, and Local
deductions.

This option also allows you to link the deduc-
tion to a plug-in that has been specially written
for the deduction. Refer to “ Plug-ins over-
view” on page 4-35 for a list of the cur-
rently available plug-ins.

When selected, another pop-up menu appears
allowing you to select the appropriate tax table
or plug-in.

Select this option if the deduction is based on
the number of hours an employee works. The
program multiplies the amount you enter in the
$ textbox by the number of hours worked this
the pay period (e.g., for every 1 hour worked,
deduct $0.25). If the employee is paid using a
salary, you can still enter the number of hours
worked and this deduction will apply to those
hours.
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6

10

11

From the Limit options, set up the deduction as needed.

Select None if the deduction has no upper or lower limits. To set up an up-
per or lower limit, refer to “ Setting limits on payroll items” on
page 4-24.

(Optional) From the Tax Exempt list, select (V) the payroll items that
this deduction is exempt from.

Another option available when creating a deduction is to exempt it from
some or al of the other payroll items. Thisis commonly known as ‘ shelter-
ing’ a deduction. When a deduction is sheltered, it is deducted from the
gross pay before any of the other payroll items take affect.

If you've already imported your chart of accounts, you can link the
deduction now, or later in the Send/Post Payroll window.

If you prefer to designate the link now, select the appropriate liability ac-
count for this deduction from the Liability acct pop-up menu.

Click OK when you have finished setting up this deduction.

The deduction will appear in the Deductions portion of the Payroll Items
tab window.

Assign this deduction to those employees it applies to. If needed, re-
fer to “Assigning payroll items to employees” on page 4-27.

Once the deduction has been assigned to all applicable employees,
you can personalize it for individual employees, if needed. Refer to
“Editing payroll items” on page 4-29.
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Employer paids

Employer paid items are contributions to the employee’ s compensation and
don't affect employee paychecks. The most important ones are Social Security
and Medicare Match and Federal and State Unemployment that must be tracked
and reported. Examples of other employer paids are retirement and health
insurance contributions.

The following instruction set will guide you through the process of creating a
new employer paid item.

Instruction Set 4-2: Creating a new employer paid item

1 InthePayroll Itemstab window, click the BLUE New button.

Note: If the option called “ Menu link to” in Accounting Preferencesis set to
anything other than None, and you have not yet imported your chart of ac-
counts into the payroll program, a dialog will appear asking if you want to im-
port your chart of accounts now. Click No if you don’t want to import your
chart of accounts now. You can import them later in the Send/Post Payroll win-
dow or the next time you create a new payroll item. Clicking Yes will spawn a
Getfile dialog where you can open your chart of accounts file. Once imported,
the account names will display in the Liability acct pop-up menu. (Note: If
needed, refer to the User Manual of your accounting program for information
on how to export your chart of accounts.)

New Employer Paid
Title: Type: Limit: Tax Exempt:
[ 7| [miscellancous s @) None [ owerride exempted deductions
Apply to: Calculation Method : (3 Upper... | [ Override exempted income
[Al income items [ %] | [Flat Amount B (0 Lower...
H 0.00]
ting links :
[ Help ] [ Cancel ] I[ 0K ]I

2 Inthe Title textbox, enter the name of the employer paid.

Thetitle can be anything you want. It should be descriptive enough so you
can distinguish it from others you set up because it will be used throughout
the program (e.g., reports).
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3

From the Type pop-up menu, select the type of employer paid item it

is.

Federal Unemploy-

ment

Social Security

Medicare

State Unemployment

Disability

Training

Pension

Miscellaneous

Flex

This type is only for the Federal Unemployment
contribution.

This type is only for the Social Security matching
contribution.

This type is only for the Medicare matching con-
tribution.

This type should only be used for a State Unem-
ployment contribution.

Use this type when creating a disability contribu-
tion, such as SDI.

Select this type for any sort of training contribu-
tion you create.

This type is for a pension plan your company
may be contributing to. Generally, Federal, State,
and Local deductions are exempt from pensions.
Check with your accountant to be sure these
defaults are correct.

Select this type for any miscellaneous employer
paid item you create, such as an employer retire-
ment contribution, life insurance contribution,
etc.

This type is available in Multi-Ultimate Payroll.
It is to be used for the Medical and/or Dependent
Care Flexible Spending Accounts (FSA) of a
Cafeteria Plan.
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Special Groups Grouping is a convenient way of tracking similar
types of payroll items. For example, if you are
contributing state unemployment taxes to three
different states, you could assign the three state
unemployment items to the State Unemployment
type, and then generate a Free-form report that
computes a single unemployment total instead of
three separate totals. (The Free-form Report
Builder is a feature of Multi-Ultimate Payroll).

Note: Contributions can also be grouped on
checkforms.

From the Apply to pop-up menu, select the appropriate option.

All income items
Select this option if all your income items apply to this employer paid
item.

Custom

If there are specific income items that apply to this employer paid item, se-
lect the Custom option. In the dialog that appears, uncheck the income
items that do not apply to this employer paid item.

From the Calculation Method pop-up menu, select the appropriate op-
tion.

Flat Amount Select this option if the employer paid item rep-
resents a simple dollar amount to be tracked each
pay period, then enter the appropriate amount in
the § textbox.

% of Gross Select this option if the employer paid item
needs to be calculated as the percentage of the
gross pay. The number you enter into the % text-
box will be the percentage of the gross pay that
is tracked each pay period.
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% of Federal

% of State

Tax Calculation

Look-Up Table

Select this option if the employer paid item
needs to be calculated as the percentage of the
Federal income tax. The number you enter into
the % textbox will be the percentage of the Fed-
eral tax that is tracked each pay period.

Select this option if the employer paid item
needs to be calculated as the percentage of the
State income tax. The number you enter into the
% textbox will be the percentage of the State tax
that is tracked each pay period.

Select this option if you need to link the
employer paid item to a plug-in that has been
specially written for it. Refer to “ Plug-ins
overview” on page 4-35 for a list of the
currently available plug-ins.

When selected, another pop-up menu appears
allowing you to select the appropriate plug-in.

Select this option if you want to link the
employer paid item to a table. When selected,
another pop-up menu appears allowing you to
select the appropriate table for this item.

Note: Multi-Ultimate Payroll has a feature called
the Table Editor. You can use it to set up your
own look up tables. The table method can be
used for those contributions that are based on a
rising scale of numbers, such as:

Gross pay between $0 and $50, contribute 2%
Gross pay between $50 and $100, contribute 3%

or:

Gross pay between $0 and $50, contribute $2
Gross pay between $50 and $100, contribute $3
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Amount Per Hour Select this option if the employer paid item is
based on the number of hours an employee
works. The program multiplies the amount you
enter in the $ textbox by the number of hours
worked this the pay period (e.g., for every 1 hour
worked, contribute $0.25). If the employee is
paid using a salary, you can still enter the num-
ber of hours worked and this item will apply to
those hours.

From the Limit options, setup the employer paid item as needed.

Select None if the item has no upper or lower limits. To set up an upper or
lower limit, refer to “ Setting limits on payroll items” on page 4-
24.

If applicable, from the Tax Exempt options, “override” thisitem from
your exempted deductions and/or exempted income.

If you’ve already imported your chart of accounts, you can link this
employer paid item now, or later in the Send/Post Payroll window.

If you prefer to designate the links now, select the accounts that this em-
ployer paid item should be linked to from the Liability acct and Expense
acct pop-up menus.

Click OK when you have finished setting up this employer paid item.

The item will appear in the Employer Paid Items portion of the Payroll
| tems tab window.

Assign the employer paid item to those employees it applies to. If
needed, refer to “Assigning payroll items to employees” on
page 4-27.

Once the employer paid item has been assigned to all applicable em-
ployees, you can personalize it for individual employees, if needed.
Refer to “ Editing payroll items” on page 4-29.
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Social Security and Medicare tax rates

Following arethe Social Security and Medicaretax ratesfor 2002. Be aware that
the government changes these tax rates every year.

Social Security Rateis6.2%
Upper Limit: Maximum Wages is $84,900 per year

Social Security Match | Rateis 6.2%
Upper Limit: Maximum Wages is $84,900 per year

Medicare Rateis 1.45%

No Limits on the wage base

Medicare Match Rateis 1.45%

No Limits on the wage base
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Extra income

If you have employees that earn more than the standard income which we term
Regular Pay (one salary or one hourly rate), then you will need to set up extra
income payroll items for these employees.

Extra income may include such things as travel reimbursement, different pay
rates for performing different jobs, piecework, commissions, or any additional
type of pay including vacation, sick, or holiday.

The following instruction set will guide you through the process of creating a
new income item.

Instruction Set 4-3: Creating a new income item

1 InthePayroll Items tab window, click the GREEN New button.

Note: If the option called “ Menu link to” in Accounting Preferencesis set to
anything other than None, and you have not yet imported your chart of ac-
counts into the payroll program, a dialog will appear asking if you want to im-
port your chart of accounts now. Click No if you don’t want to import your
chart of accounts now. You can import them later in the Send/Post Payroll win-
dow or the next time you create a new payroll item. Clicking Yes will spawn a
Getfile dialog where you can open your chart of accounts file. Once imported,
the account names will display in the Liability acct pop-up menu. (Note: If
needed, refer to the User Manual of your accounting program for information
on how to export your chart of accounts.)

New Income Item

Title: Type: Caleulation Method :

[ ] |Hnurly ij |Normal ij
% 0.00|

Default Job:
OT: |Mone a
LOT: |Mone a

ting links:
[ Help ] [Cancel] I[ 0K ]I
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In the Title textbox, enter the name of the income item.

Thetitle can be anything you want. It should be descriptive enough so you
can distinguish it from others you set up because it will be used throughout
the program (e.g., checkforms, reports).

From the Type pop-up menu, select the type of income item it is.

Salary This type is used for any flat dollar amount to be
paid to the employee. You might not call it sal-
ary, but this simply means any flat amount.
Enter the flat amount into the salaried field.

Hourly Use this type for an income item that is paid on
an hourly basis.

Commission Select this type if the income item is to be used
for employees who earn their wages according
to what or how much they sell. The amount
entered represents the commission. This field
corresponds to the commission field in the EZ
Report Builder.

Bonus The bonus type can be used to enter a bonus
amount. This field corresponds to the bonus
field in the EZ Report Builder.

Bonus pay can be taxed differently than regular
income, so check with your state and federal
laws for the current rates. If, after creating a
bonus, you need to change its tax rate from the
normal tax rate default, refer to “ Processing
bonus checks” on page 5-11.



Minimum Pay

Minimum Per Hour

Tips

Differential

Reimbursement
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This type is for employees who need to be paid
a minimum amount each pay period. It can be
used for hourly rate employees or commission
employees where the amount they make from
the normal method of pay does not always equal
the minimum amount. The amount you enter in
the Amount field is the minimum amount the
employee can be paid. If the employee does not
make this much from their other sources of
income, Minimum Pay will add in the differ-
ence. If the other income sources exceed the
minimum pay, then this income item is not used.

This type is for those employees who get paid at
least the minimum wage on a per hour basis. It
is generally used by restaurant businesses. For
example, if a waitress earns $2.25 an hour and
works 10 hours, and also receives $10 in tips,
she would receive $32.50. The program would
calculate her hourly wage to be $3.25, which is
less than the minimum wage. The Minimum Per
Hour feature would kick in so the employee
would receive the minimum wage on a per hour
basis.

This income type allows you to keep tipped
wages separate from the other wages for FICA
reporting purposes.

Differential is shifting your regular rate pay to a
higher rate. The program offers four different
differential types. Depending on which type you
select determines the options for setting the dif-
ferential rate.

Use this income type for reimbursement pay-
ments (e.g., gas, travel, Medical Spending
Account) that are not part of the employee’s
gross pay (i.e., non-taxable income).
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Job Task

Per Unit/Other

Vacation, Holiday,
or Personal Pay

Select this type if the income item is related to a
specific job that you will select from the
Default Job pop-up menu.

This type is used for any amount that is to be
paid on a variable basis where you will enter a
number during payroll which will stand for
number of pieces, number of feet, the number of
something completed.

The number entered during payroll will be mul-
tiplied by the fixed amount you enter for this
extra income item (which can be personalized
for each employee, once assigned). The fixed
amount you enter (or after the extra income is
on the assigned side) is multiplied by the vari-
able amount entered during payroll. Enter
hourly rates (e.g., 4.50), piecework rates, or
other rates in this field. This field can be used
for all types of hourly rates including overtime
or double overtime.

Note: In Employee Preferences, you can name
the third per item extra income to fit your
needs.

Select the appropriate type for the income item
you are creating. For detailed information, refer
to “ Setting up vacation, holiday, and
personal pay” on page 4-21.

4 From the Calculation Method pop-up menu, select the appropriate op-

tion.

Normal

Tips

Select this option if the income item is an hourly or
salary rate and then enter the appropriate amount.

Select this option if you need to enter a straight dollar
tip amount.
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Look-Up Table Select this option if you want to link this extra income
item to a table. When selected, another pop-up menu
appears allowing you to select the appropriate table
for this income item.

If you have Multi-Ultimate Payroll, you can use the
Table Editor to setup your own look up tables. The
table method can be used for income that is based on a
rising scale of numbers, such as:

Sales between $50 and $100, pay 2% commission
Sales between $100 and $500, pay 3 % commission

or:
Sales between $50 and $100, pay $2 commission
Sales between $100 and $500, pay $3 commission

Plug-in Select this option if you need to link the income item
to a plug-in that has been specially written for the
income item. Refer to “ Plug-ins overview” on
page 4-35 for the list of available plug-ins.

When selected, another pop-up menu appears allow-
ing you to select the appropriate plug-in.

Deduct after This method can be used for an income item that is
added into the gross pay for tax purposes, then taken
out after the deductions have been figured. The most
common use for this method is tips, which are added
to the gross for taxes, but not added to the net pay
because the employee has already received their tip
income.

5 If applicable, from the Default Job pop-up menu, select the job you
want assigned to thisincome item. For details, refer to “ Job costing
overview” on page 4-32.

You can create jobs on-the-fly by selecting the Edit Job List command in
the Default Job pop-up menu. Refer to “ Creating jobs” on page 4-
32.
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6

If you’ve already imported your chart of accounts, you can link this
income item now, or later in the Send/Post Payroll window.

If you prefer to designate the link now, select the account that this income
item should be linked to from the Expense acct pop-up menu.

Click OK when you have finished setting up this income item.

The income item will appear in the Income portion of the Payroll Items
tab window.

Assign this income item to those employees it applies to. If needed,
refer to “Assigning payroll items to employees” on page 4-27.

Once the income item has been assigned to all applicable employees,
you can personalize it for individual employees, if needed. Refer to
“Editing payroll items” on page 4-29.
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Setting up vacation, holiday, and personal pay

Setting up your payroll program to calculate vacation, holiday and/or personal
pay is atwo step process. Thisincludes:

1 Setting up income items for your vacation, holiday and/or personal pay
and assigning them to all applicable employees.

2 Setting up the calculation method of the vacation, holiday and/or
personal pay for each employee.

Instruction Set 4-4: Setting up vacation pay

income item to handle vacation pay. You can use the same procedure

@ The following exampl e takes you through the process of setting up an
for setting up sick and holiday pay.

Step 1: Creating a vacation payroll item

1 InthePayroll Items tab window, click the GREEN New button.

=——————————— New Income ltem
Title: Type: Caleulation Method :

Yacation |Vacation Pay = |Normal =
¥ 0.00]
Default Job: - IE

: |Mone =

0OT: |None =

ting links :
[ Heip | [cancel | [ ok ]

2 IntheTitlefield, enter a name for the vacation item.
3 From the Type pop-up menu, select Vacation Pay.

4 For the Calculation Method, select Normal from the pop-up menu and
then enter the pay rate that appliesto most or all employees or leave it
at 0.00.

If needed, the pay rates can be personalized later for individual employees.
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Click OK.

The item will appear in the Income portion of the Payroall Itemstab win-
dow.

Assign this income item to those employees it applies to. If needed,
refer to “Assigning payroll items to employees” on page 4-27.

Step 2: Setting the vacation time calculations

In the Employees tab window, select the New Employee Settings option in
the Employee List.

Click the Vacation, sick, Holiday button.

Calculation Setup (Defaults)

Hours type: |Vacation >

Income Source: |NotAssigned i]

[] Reduce available hours to: 0.00 on |lanuary 1 I
[ Increase hours available by: 0.00 on |lanuary 1 I

[] Hours available should never exceed: 0.00 hours
[] Allow hours taken to earn more hours

Hours now available: Scratchvalue:

(The "Scratch Yalue” is used by the caloulator and should only be changed if directed to do so
by Aatrix Technical Suppart)

@

4

4

In the Calculation Setup (Defaults) dialog, set up the vacation time
calculations that apply to all or most of your employees.

Hourstype
Select the Vacation accrual option.

Income Source
Select the income item you created for handling vacation pay.

Earn x Time
Enter the number of hours/days/weeks the employee should earn for every
number of hours/days/weeks worked.
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Reduce available hour s (Optional)

Click thisoption if you want to reduce the number of available hourson a
particular date. Enter the number of hours in the text box and choose the
desired date from the pop-up menu.

I ncrease hour s available (Optional)

Click this option if you want to increase the number of available hourson a
particular date. Enter the number of hours in the text box and choose the
desired date from the pop-up menu.

Hours available should never exceed (Optional)
Select this option if you wish to put a cap on the number of hours available
to accrue. Enter the desired cap (in hours) in the text box.

Allow “vacation” hourstaken to earn more hours (Optional)
If this box is checked, when the employee takes vacation hours, the hours
will be used as “worked” hours for the calculation of other hours.

Hour s now available (Optional)
Enter the number of hours that are currently available for use.

Scratch value (Optional)

Scratch hours is a number the program uses internally to track “partial”
earnings. For example, if the time accrued is 2 hours for every 2 days
worked and the employee has worked 3 days, the extra hour would appear
as a scratch hour. It is “held over’ until the employee works another day.

Click OK.

If needed, personalize the vacation time settings for individual em-
ployees. To do so: In the Employees tab window, select the employee
in the Employee List, then click the Vacation, Sick, Holiday button.
The name of the selected employee is displayed in the title bar (e.g.,
Calculation Setup for “Adams, Samuel J'). Make the changes you
want, then click OK.

If you need to include holiday and/or sick pay in your payroll, com-
plete the same steps changing the options as needed.
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Setting limits on payroll items

Many government payroll items such as Social Security, Federa and State
Unemployment, and disability have limits that are based on wages. Y ou may
also have other payroll items (e.g., pension) that need to be set up with a limit.

Instruction Set 4-5: Setting the limit on a payroll item

The following instruction set is for both deductions and employer paid items.

1 Depending on which type of limit you are setting up (or editing), click the
Upper or Lower radio button.

Upper Limit

Click the Upper radio button if the payroll item requires an upper limit.
For example, contribute $200 up to 50% of gross pay for this period, or de-
duct 3% of gross pay up to $1000 per year.

Upper Limit

Upper limitis based DG.IJIJ% >

(1 Maximum wages:

@ Dollar amount: ) Peryear @ Per period

(» Percentage:

Note the value at the top of the Upper Limit dialog. It is the value (amount
or percent) you entered in the New “payroll item” dialog.

Select whether the upper limit for this payroll item is based on maximum
wages, a dollar amount, or a percentage.

Maximum wages If the payroll item requires an upper limit that is
based on the amount of gross wages for the year,
select this option and then enter the actual wage
in the maximum wages text box. When the
value is reached in the pay history records, the
program stops calculating for this payroll item.
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Dollar amount If the upper limit is a dollar amount, select this
option and enter the appropriate amount in the
textbox. Then select whether the amount applies
to the whole year (e.g., $2,600 per year), or to
the pay period (e.g., $26.00 per pay period).

Percentage If the upper limit is a percentage, select this
option and enter the appropriate value in the
textbox. Then select whether the value is a per-
centage of the gross pay for the pay period or a
percentage of the net pay for the pay period.

Lower Limit

A payroll item can be set up with alower limit that must be reached before
it begins. For example, with alower limit set at $2000.00, the employee
must make $2000.00 before the deduction “kicksin”. When you click the
Lower radio button, the following dialog appears.

Lower Limit

rDon't begin calculating the lower limit until: ————

() Gross pay YTD exceeds $

® Gross pay for pay period

rCalculate the deduction based on:
2 Whole amount
@ Amount over lower limit

[l [cancel | [[ ok ||

Designate the conditions for when the payroll item begins calculating and
what the calculations are based on.

Don t calculate until  If you select Gross pay YTD, the program will
not begin deducting/contributing until the
employee’s year to date gross pay equals the
amount you enter.

If you select Gross pay for pay period, the pro-
gram will not begin deducting/contributing until
the employee’s gross pay for this period equals
the amount you enter.
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Calculate based on Choose whether the payroll item is based on
the entire gross pay (whole amount), or only on
the amount of the gross pay that exceeds the
lower limit.

2 Click OK to save your settings and return to the dialog you came
from.
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Managing payroll items

Making sure that your payroll items are set up correctly and assigned to the
appropriate employees is essential to processing accurate paychecks.

Assigning payroll items to employees

Once apayroll item is created, you can assign it to those employeesit appliesto.

Instruction Set 4-6: Assigning a payroll item to employees

1 Determine which employee(s) you want to assign the payroll item to, then
make the appropriate selection in the Employee List (i.e., Employee List
Settings, New Employee Settings, or an individual employee).

Employee List: Z]

5 < | <«—— UsetheEmployeeList Settingsoption
[Master List ] to globally assign/edit the payroll
items for the employees on the
‘ <€—— sdected EmployeeList.

New Employes Settings
Adams, Samuel J
Andersan, John J

‘ Employee List Settings
Andrewes Marw M

e EmployeeList Settings
If you want to assign a payroll item to all the employees on an Em-

ployee List, choose the list you want from the Employee List pop-up
menu, then select the Employee List Settings option.

¢ New Employee Settings
If you want to assign a payroll item to new employees, select the New
Employee Settings option. (Note: You can think of the New Employee
Settings option as the default set up for any new employee you enter
into the program. When you enter a new employee, the program auto-
matically sets up the employee with the payroll items you have select-
ed for the New Employee Settings option.)

¢ Individual employees

If you want to assign a payroll item to an individual employee, select
the name of the employee in the Employee list.
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2

3

Assign the payroll item by clicking in the Selection column located to the
left of the payroll item.

Ernployer Paid tems:
L
| Medicare Match
Social Security Match
SUTA

If you selected the Employee List Settings option in Step 1, adialog will
appear asking if you want to assign the payroll item to the selected Em-
ployee List and to the New Employee Settingsfile. Clicking Yeswill as-
sign the item to all the employees on the selected Employee List and the
New Employee Settings file.

A (V) will appear next to the name of the item to indicate that it is as-
signed.

Unassigning payroll items

There may be times when you need to unassign a payroll item from an
employee. For example, an employee may no longer want dental insurance
deducted from their paycheck.

Instruction Set 4-7: Unassigning a payroll item

1

Determine which employee(s) you want to unassign the payroll item, then
make the appropriate selection in the Employee List (i.e., Employee List
Settings, New Employee Settings, or an individual employee).

Unassign the payroll item by clicking in the Selection column located to
the left of the payroll item.

If you selected the Employee List Settings option in Step 1, adialog will
appear asking if you want to remove the payroll item from the selected
Employee List and the New Employee Settings file. Clicking Yes will un-
assign theitem for all the employees on the selected Employee List and the
New Employee Settingsfile.

The (V) will be removed from the item.
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Editing payroll items

There will be times when you need to edit your payroll items. For example, the
upper limit on one of your deductions changed and you want the change to affect
all your employees the deduction is assigned; or you have to personalize a
payroll item for individual employees because they have different amounts
deducted for health insurance.

Instruction Set 4-8: Editing a payroll item

1 Determine which employee(s) you need to edit the payroll item for, then
make the appropriate selection in the Employee List (i.e., Employee List
Settings, New Employee Settings, or an individual employee).

e Personalizing an employee
If you select an individual employee, your changes will affect this em-
ployee only.

e EmployeeList Settings
If you select the Employee List Settings option, your changes will af-
fect only those employees the deduction is assigned to on the selected
Employee List.

¢ New Employee Settings
If you select the New Employee Settings option, your changes will af-
fect only the new employees you enter into the system.

2 Select the payroll item.
3 Click the Edit Item button.

4 Inthe Edit Item dialog that appears, make the changes you want.

Note: The Title or Type of a payroll item can only be changed using the Em-
ployee List Settings option. It does not matter which Employee List is open be-
cause the program will update the itemin all lists.
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5 Click OK.

If you selected the Employee List Settings option in Step 1, adialog will
appear in which you can select the Employee List you want to update and
optionally the New Employee Settingsfile.

6 The program returns you to the Payroll Itemswindow. What the program
does to the payroll item depends on your selection in Step 1.

e Personalizing an employee
The program updates the payroll item in the employee file, and places
a“P” next to the name of the item to indicate that it has been personal-
ized for this employee.

e EmployeeList Settings
The program updates the payroll item for all the employeestheitemis
assigned to on the selected Employee List.

¢« New Employee Settings
The program updates the payroll item in the New Employee Settings
default file. If you change the payroll item to adifferent set up than the

Employee List Settings, the program places a“P” next to the name of
the item to indicate that it has been personalized for new employees.

Deleting payroll items
Y ou can delete a payroll item from the Payroll Items tab window if it is not
currently assigned to any employees and it is not part of a paycheck in Pay
History.
Instruction Set 4-9: Deleting a payroll item

1 InthePayroll Itemstab window, select the payroll item you want to de-
lete.

2 Click the Delete [tem button.
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A Are you sure that you want to delete that
item?

3 A dialog will appear asking if you are sure you want to delete the se-
lected payroll item.

Yes Clicking Yeswill delete the selected payroll
item from the Payroll Items tab window.

No Clicking No will return you to the Payroll I1tems
tab window.

Note: If the selected payroll itemis currently assigned to an employee and/or
theitemis part of the pay history records, you will be warned that you need to
delete the payroll item from the employee file and from the pay history records
before it can be deleted from the Payroll Items tab window.

Printing payroll items reports

Clicking the Print Report button allows you to view/print areport that lists the
payroll items that are assigned your selection in the Employee List (i.e.,
Employee List Settings, New Employee Settings, or an individual employee).

For example, if you select an employeeinthe EmployeeList, then click the Print
Report button, the program will open the report in Preview mode. The report
will display all the items that are assigned to this employee along with their
settings. To print the report, select Preview > Print All.
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Job costing overview

The job costing feature allows you process payroll with multiple jobs per
employee. Each employee can have an unlimited number of jobs assigned to
them with regular, overtime, double-overtime, and even vacation hoursassigned

to each job.

Creating jobs

Before you can assign ajob to an income item, you must first create the job.
There is no limit on the number of jobs you create. Also, abreak down of your
job information can be obtained from the Job Costing reports.

Instruction Set 4-10: Creating a job

1  Select Utilities> Jobs.

Available Jobs:

— Job Setup: — Cedar RaEidS CDmilEX

Title :

Chestnut Mall Save »»
Description: Delete I

E ]

2 Enter the information for the job.

Title
Enter a descriptive name for the job (50 characters or less).

Description
Enter a description of the job (200 characters or less).

3 Click Save.
Thetitle of the job is displayed in the Available Jobs list.
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4 If you want to enter another job, click New and repeat Steps 2 and 3.
5 Click Done when you've finished entering your jobs.

6 You can now assign each job to an income item (see next section).

Assigning jobs to income items

Once you' ve entered the names of your jobs, you can assign each job to the
income item it appliesto.

Instruction Set 4-11: Assigning a job to an income item

1 Click the Payroll Itemstab.

2 What you do next depends on whether the income item has already
been created or not.

« If you've already created the income item, select it and then click
the Edit Item button.

e If you need to create an income item, click the GREEN New button.

3 Make sure the income item is set up as needed. From the Default Job
pop-up menu, select the job you want assigned to the income item.

New Income ltem
Title: Type: Caleulation Method :

Roafing |Hnurly = |Normal a
% 15.00]

B LE ¥

poT: |2.0 S

ting links :

[ Heip | [cancel | [ ok ]

You can create jobs on-the-fly by selecting the Edit Job List command
@ in the Default Job pop-up menu.

4 Click OK.
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5

If you have not yet assigned this income item to those employees it
applies to, do so now.

Thisincomeitem is now ready to be used to track payroll job costing infor-
mation. When you process payroll, the name of the job appears to the right
of the income item.

Extra Income: Pay Rate - Hours : A t:

dob
Roafing 10.00 10,0 100.00  [3] Chestnut Mall
100 100.00

Deleting jobs

To delete ajob, select the job in the Available Jobs list, then click the Delete
button.

Disabling/Enabling jobs

To disable ajob, select the job in the Available Jobs list, then click the Disable
button. The job will remain in the Available Jobs list.

Disabling ajob grays out the name of the job in the Default Job pop-up menu
in the New and Edit Income Item dialog windows.

To enable a job that has been disabled, select the disabled job in the Available
Jobs list, then click the Enable button.
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Plug-ins overview

There are anumber of special ‘plug-ins’ you can use with your payroll program.
Each one behaves as a separate entity and each performs a different function.
They all work to increase the power and versatility of your payroll program.
These optional plug-ins are available for anominal charge. A brief description
of each plug-in is provided next. As more and more of these external plug-ins
become available, you will be able to customize and expand your payroll
package to meet your changing needs.

For more information about the plug-ins, call our Sales Department at 1-800-
426-0854.

Optional plug-ins

Toincrease the power and usefulness of your payroll program, Aatrix Software,
Inc. providesoptional plug-insfor anominal charge. The completed plug-insare
listed below and more plug-ins are under devel opment.

Anniversary Search

This plug-in will track your employees anniversary dates based on their
hire dates.

Child Support

Thisplug-in allows you to set up an employee’s child support payment asa
deduction - for a specific amount, a percentage of the employee’s gross
pay, percentage of the net pay, or percentage of another deduction. You can
also set alimit on the amount.

DE-6 Exporter

This plug-in will convert your files to an electronic file format that is ac-
ceptable by the state of California. Employers with more than 250 employ-
ees are required by the state of Californiato submit their DE-6 on a
diskette, in a special format.

L ower/Upper

This plug-in allows you to set alower or upper limit on any deduction that
already has alower or upper limit set on it. Thus, allowing you to have two
limits, a Lower limit and an Upper limit, on any one deduction.
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Per Hour deduction or contribution

Certain states require that unemployment or disability deductions and em-
ployer paid contributions be calcul ated as total hours worked (regardl ess of
pay rate) multiplied by the employee’s normal rate of pay (exclusive of
overtime). This plug-in will handle those calculations for both the employ-
ee’'s deduction and the employer paid portion.

Ultimate L oan Handler

Especially for Restauranters and other employers that ‘loan’ money to
their employees. It alows the employer to temporarily ‘loan’ money to an
employee. In some cases, the ‘tip income’ declared brings the employee’'s
pay up to a point where the employee must actually ‘pay’ the employer
some of the ‘tips’ money, in order for the employer to submit enough tax-
es, Social Security, and Medicare. Using this plug-in, the Restauranters can
automatically make a ‘temporary loan’ and the Restauranter will be
warned when the ‘loans’ exceed a cap set by the employer. This plug-in
works only with Ultimate Payroll and Multi-Ultimate Payroll.

Variable deduction or contribution

These two plug-ins allow you to make deductions or employer paid contri-
butions based on one income source. For example, a school employee gets
paid for teaching, coaching and driver's education but you want to deduct
accident insurance from the coaching portion of the income only. Another
example would be if you wanted to contribute 5% retirement fee to the
teaching portion of the income and not the rest of the income.
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Chapter overview
The following information is covered in this chapter:
»  Processing employee paychecks

» Using the Check Queue to print and/or record pay-
checks

Aligning checks in the printer
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Processing payroll overview

After your employees are setup, you are ready to process an actual payroll. To
do so, open the Process Payroll tab window.

Bentz & Co.
Company Setup Emplovees GEVOLINICE B Process Payroll Reports Liabilities
Employee List: Ad.d. = = =H e ‘-' @ rr L $t /
fi o= uEue rint as Hpor- evert to
Master List E B e S ghec® | Renort |TTnioned] EROCE P original
Adamns, Samuel J Adams, Samuel | QuickCale™ On
Ands s dohnJ Gross Pay Deductions Employer Faid  |Met Fay
andrews, Mary 11 932.32 182,56 79.63 749.76
Eilake, Lillith L Income : Pay Rate : Hours : Amount - =
Carlzon, Carol M Reqular Fay 10.50 8667 1004
Earpgnter';» Pnat IHU Mvertime 1575 i nan
B a2 Double Dvertime 21.00 0.0 000
Dietz, Raymond R Commission 0.00 00 0.00
Eastman, Bonnie D Baonus .00 0o ooo
Ebert, Lauie N EIC Payment 2228 00 2228
English, Robert & _ 86.67 952.52
Erikson, Ronald T =
Evans, Ruth K Extra Income : Pay Rate: Hours : Amount : Job -
Erltz, Jan J | Yacation 10.50 0.0 oo [ Mone
range, Jerri
Howard, Lindsey P
5‘”‘130”' E‘amfla Jo Deductions : Tips: Yages: Amount:
e L rd M Federal Ineome Tax 310.04 7100
Framer Jushua Medicare 0.00 210.04 1220
Larson, Larry & ND 2002 North Dakota 210.04 .54
Lenz, Gabrisila w Social Security 0.00 210.04 5642
Martin, Terrance J Health Insurance 210.04 Iz.00
Mertz, Angella & 18256
Messinger, Michael O = =
LﬂolttJ Trsacy i b A Employer Paid: Wages: Amount : —
21500, Jara I—| FuTa 210.04 728 [t
Preston, Jack 0 T Medicare Match 210.04 1220 5]

The Process Payroll tab window displays the Employee Paysheet. When you
select an employee, the paysheet itemizesthe income, deductions, and employer
contributionsthat you assigned to the sel ected employee. The program totalsthe
amounts and displays them at the top of the paysheet.

If needed, you can enter or change many of the valuesin an Employee Paysheet
without permanently changing the settings in the employee’sfile. Refer to
“Editing Employee Paysheets” on page 5-8.

Once the employee’ s paysheet is correct, you can either print the paycheck,
record it into Pay History without printing, or send it to the Check Queue where
you can print it later with all the paychecks. We recommend that you print/
record your paychecks from the Check Queue. For details on using the check
Queue feature, refer to “ Check Queue overview” on page 5-14.
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Before processing payroll

Pleaseread the foll owing information before processing your first payroll. Some
of theissues are purely informational while others require you to perform some

action.

Before processing your first payroll, print out an Employee Data
Summary report using your Master List. Use this report to verify the
correctness of your employee settings for such things as deductions,
pay rate, limit amounts, and filing status. You can avoid alot of frus-
tration by making sure your employees are setup correctly at the start.

The program, by default, stores each paycheck in Pay History with the
date printed on the check. If you want your payroll data stored with
the pay period ending date, select Edit > Preferences, then click the
Employee Options button. In the Employee Options dialog, select the
Pay period ending date option.

Reports are generated based on the date on which the payroll is re-
corded. For example, if you want the payroll data reported in the 1st
quarter, make sure you record it using a date within the 1st quarter.

If you intend to print your paychecks, you must have a checkform
template that matches the checks you will be using. For more informa-
tion, refer to “ Sample checkform templates” on page 9-4.

If you want to import the employee’s hours from afile (e.g., text file),
refer to “Importing employee hours” on page 5-13.

If you are using Time Card, you will want to review the instructions
for importing employee hours. See“Importing Time Card hours
into payroll” on page 10-27.
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Processing employee paychecks

It isin the Process Payroll tab window that you will process your employee’s
paychecks. Because the program automatically calculates the payroll items for
you, processing payroll takes very little effort.

Instruction Set 5-1: Processing employee paychecks

1 Before processing your first payroll, make sure you have read the previous
section called Before processing payroll.

2 Open the Process Payroll tab window.

e J=|
Company Setup Employees GEVLU R GBS Process Payroll Reports Liabilities
Ao T— T o — = g
Employee List: I RL B= e gﬂ H -..l‘&t ] @ : L $t 4
§ ermnove ueue Fint as i Hpor! evert tof
Master List e, ST gueus | FRanees frintevied] RO N iviainal
Adams, Samuel J Adams, Samuel | QuickCale™ On
Giross Pay Deductions Employer Paid  [Net Pay
932.32 182.56 79.63 749.76
EBartz, Theodore 5 -
Elake, Lillith L Income : Pay Rate: Hours : Amount : =
Carlson, Carol M Reqular Pay 1050 2667 210.04
garpenter, et f vertime 1575 0o 0.00
A T Double Dvertime 2100 oo 0.00
Digtz Raymond R Carrnission ooo oo 0.00
Eastrian, Bonnie O Eorus 000 o0 0.00
Ebert, Louie N EIC Payment 2228 oo 22.28
English, Robert & _ 8667 932.32
Erikson, Ronald T =
Evans, Ruth K Extra Income : Pay Rate: Hours : Amount : Job:
Fritz, JonJ Vacation 1050 00 0.00 Mone
Grange, Jerri.J
Howard, Lindsey P
3:353224 E:y':nf‘a Jo Deductions: Tips: Wages: Amount :
Jahneah Howard M Federal Income Tax 210.04 71.00
Kramer . Jozhua W Medicare o.on F10.04 13.20
Larson, Larey & HD 2002 Morth Daketa 210.04 994
Lenz, G‘abriel law Social Security .00 210,04 D642
Martin, Terrance .J Health Insurzance 210.04 22.00
Mertz, Angella & 182.56
Mezsinger, Michael [ =l |
Mott, Tracy E fa Employer Paid: Wages : Amount : —
Nelzan, Sarah | FuTaA 910.04 7.28 Il
Preston, Jack 0 TI| Medicare Match 91004 1220 =]

3 From the Employee List pop-up menu, select the employee list you
want to use to process payroll.

We recommend that you use the Master List for processing payroll. You
can, however, use different lists for processing payroll (e.g., Part Time and
Full Time). Just be careful that an employeeis not assigned to more than
one employee list.
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Select the first employee in the list.

Areyou rewriting an earlier check?

If you select an employee on the same day that a paycheck has already
been recorded, adialog will appear asking if you are rewriting an earlier
check. Click Yesif you want to replace the existing check with a new one.

What you do next depends on whether you are importing afile that
contains your employee hours or not.

e If you are NOT importing employee hours, continue to the next step.

e If you areimporting employee hours, select File > Import Hours,
then proceed to step 6. For details, refer to “ Importing employee
hours” on page 5-13 or “Importing Time Card hours into
payroll” on page 10-27.

Enter all relevant information (e.g., hours, rates) in the selected em-
ployee’s paysheet.

Salaried employees

Typically you won’'t need to enter any payroll information for salaried em-
ployees because their payroll datais the same each pay period. However, if
necessary you can change the Pay Rate and Hour s fields as needed.

The Amount field for salaried employees will be the same asthe amount in
the Pay Rate field and will not be affected by entering different hours. This
isthe nature of salaried employees whose paycheck is the same every pay
period and is not based upon hours worked.

Hourly Rate employees

Enter the number of hours worked for Regular Pay, Overtime, and Dou-
ble Overtime fields. The number of hours displayed for Regular Pay-
Hours corresponds to the pay period you selected for this employee (e.g.,
semi-monthly equals 86.67 hours). The Overtime and Double Overtime
rates are cal culated using the rates the employee was set up with.
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Commission and Bonus

Commission and bonus amounts are generally simple dollar amounts. A
bonus may have aspecial tax rate applied toiit. If so, refer to “ Processing
bonus checks” on page 5-11.

Jobs

If you are using the Jobs feature, select the appropriate job for each extra
income item from the pop-up menus located to the right of the item. This
feature allows you to track your jobs for reporting purposes. For more in-
formation, refer to “ Creating jobs” on page 4-32.

When the employee paysheet is correctly filled out, select from the
following three options.

Queue Check

Print Check

Record Check

Selecting this option adds the employee s pay-
check to the Check Queue. Thisisthe recom-
mended method for printing/recording your
payroll because it allows you to print all your
employee paychecks at the same time.

When you are ready to print your queued pay-
checks, refer to “ Printing paychecks from
the Check Queue” on page 5-16.

Selecting this option allows you to print a pay-
check for selected employee now. For more infor-
mation, refer to “ Printing checks from the
Process Payroll window” on page 5-9.

Selecting this option will record the paycheck
information of the selected employee directly into
Pay History without printing it. For more informa-
tion, refer to “ Recording checks from the
Payroll Process window” on page 5-10.
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8 After queuing, printing, or recording the paycheck, the program auto-
matically brings up the paysheet for the next employee on the list.
Continue processing your employee paychecks.

Skipping employees:

If you do not need to pay a particular employee, you can skip over the employee
by pressing (Command +). The program will display the next employee in the
list without doing anything to the employee you skipped. The skipped employee
will remain on the list for subsequent payrolls. Terminated employees are
automatically skipped over.

Paycheck already exists:

If you try to print or record a paycheck with apay period date that already exists
in Pay History, adialog will appear giving you the option of replacing the
paycheck that isalready in Pay History, leaving the paycheck in Pay History and
recording the new one, or not to do anything with either paycheck.
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Editing Employee Paysheets

Y ou can change aval uein the Employee Paysheet by clicking the mouse pointer
directly on thefield you wish to change. Once the field is selected, you can type
inthe new value. Any changesyou makein the paysheet (e.g., change apay rate)
will not alter the settings that were established when you setup the employee.

Be careful to change all fields as necessary because changing one field
& does NOT automatically affect the other fields. For example, changing
gross pay does hot change the Federal Tax amount.

You MUST hit the tab or return key to enter a change, however you do
not have to wait for a change to calculate before entering the next value.

QuickCalc™

Calculate

Revert to Original

If QuickCalc™ is on, the word QuickCalc™ isdis-
played at the top of the paysheet. The program auto-
matically calculates the employee's deductions and
contributions if you change an Income value. Quick-
Calc™ is areal-time check calculating process used
by the program and can be turned on or off in the Pro-
gram Preferencesdialog.

If QuickCalc™ is not selected in Program Prefer-
ences, a Calculate button is displayed at the top of the
paysheet. When you are in Calculate mode and
change an Income value, the program does not update
the deductions or contributions until you click the
Calculate button or print the paycheck.

If you change the value of a deduction or employer
paid without clicking the Calculate button, adialog
will appear asking whether you want to calculate or
use the changed amounts.

After making changes to the hours or amountsin the
paysheet, you can always reset the paysheet back to
its original amounts by clicking Revert to Original.

Add or Remove Pay Item “On thefly”

When needed, you can easily add or remove payroll items from an employee’s
paysheet. Instructions for the Add Pay Item and Remove Pay |tem commands
aredetailed in “Adding pay items to paychecks” on page 3-23.
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Printing checks from the Process Payroll window

Depending on what you need to do, there may betimesin which printing asingle
check from the Process Payroll tab window is simply more convenient.

Instruction Set 5-2: Printing a check from the Process Payroll window

1

8

In the Process Payroll tab window, make sure the paysheet of the employ-
ee whose paycheck you processing is correct.

Click the Print Check button.

In the Print Check Options window that appears, setup the options
as needed, then click OK.

Insert your checkform sheet in the printer. If necessary, refer to
“Aligning checks in the printer” on page 5-24.

In the Print dialog that appears, click Print.
After the paycheck has printed, look to see if it printed correctly.

Another Print Checks Options dialog will appear asking what you
want to do next.

Record If the paycheck printed correctly, click the
Record button to record the paycheck into Pay
History and the selected check register.

Reprint If you need to reprint the check, enter the
appropriate check number, then click the
Reprint button.

Exit Click Exit if you do not want to record or
reprint the check.

After making your selection you are returned to the Process Payroll
tab window.
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Recording checks from the Payroll Process window

There may be timeswhen you want to record a single paycheck into Pay History
without printing the paycheck (e.g., the paycheck was hand-written).

Instruction Set 5-3: Recording a check from the Process Payroll window

1 Inthe Process Payroll tab window, make sure the paysheet of the employ-
ee whose paycheck you processing is correct.

2 Click the Record Check button.

3 Inthe Record Check Optionswindow that appears, setup the options as
needed.

Note: Enter the date that was written on the check and the date that represents
the pay period for this payroll. If the date you enter is at least a week earlier
than today’s date, the program assumes you are entering prior pay history data
and will display the Record Check Options dialog each time you click Record
Check.

4 Click OK.

The program will record the paycheck into Pay History and the selected
check register.

5 After recording the check, you are returned to the Process Payroll tab
window.

Quitting the payroll process

Y ou can quit processing payroll at any time and finish later. To end the payroll
process, either exit out of the Process Payroll tab window or quit the payroll
program all together. Any checksthat have been recorded or added to the Check
Queuewill remain there. When you return to finish processing your payroll,
continue where you left off by selecting the next employee from the Employee
List.
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Other tasks

Besides using the Process Payroll tab window to process your payroll, there are
other featuresit provides such asthe Print as Report feature. This section details
these other features.

Printing an Employee Paysheet

Click the Print as Report button to print an employee’ s paycheck information
exactly asit appears in the Employee Paysheet.

Processing bonus checks

The payroll program provides different methodsfor cal culating bonusesinto the
paychecks. The following instruction set covers three possible scenarios.

Instruction Set 5-4: Processing a bonus check

Bonusincluded in regular paycheck:

If you want to include abonusin the regular paycheck, enter the amount of the
bonus in the Bonus field on the employee’ s paysheet.

Bonus check only:

If you want to print a bonus check separate from aregular paycheck (e.g.,
Christmas Bonus), zero out all the valuesin the employee’ s paysheet except for
the Bonus field. The changes you make in the paysheet will not alter the
employee's default setup.
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Bonus pay that istaxed different than regular income:

Bonus pay may be taxed differently than the regular income. Check your state
and federal lawsfor the current rates. If you need to change the tax rate for bonus
pay from the normal default tax rate, make sure the appropriate employee
paysheet is open, then choose Edit > Bonus Tax Rates.

Bonus Tax Rates

Bonus tax overrides for Adams, Samuel J:

rFederal tax:

@ Tax normally

) Tax at %

rState tax:

® Tax normally

) Tax at "-o
Cancel | l 0K ||

In the Bonus Tax Rates dialog, enter the tax rate for the Federal and/or State
taxes to a different percentage than the regular withholding.

The rate you enter here will override the normal withholding rate and will only
affect the Regular Pay Bonus of the selected employee.
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Importing employee hours

Y ou can use the Import Hour s feature to import afile that contains the hours
your employees have worked. Thefileyou create must conform to thefollowing
specifications.

File Specifications:

The import file can be created in any word processor or text editor providing it
issaved in TEXT format. However, it’'s best to use a program like Microsoft
Excel ™.,

The information must be typed in sequence for each employee using all of the
following information, even if it may be zero.

Employee name <tab>
Regular hours <tab>
Overtime hours <tab>
Double-Overtime hours <tab>
Commission amount <tab>
Bonus amount <RETURN>

The namesin the text file must match the namesin the Employees tab window.
For example, if an employee’ s nameis entered into the program as John E
Johnson, you must enter it in the text file as John E Johnson.

Following is an example of what the text file could look like.

Joe T-IMashe S5 2 O IL 2 50,000
AlPaumnz® G5+ 0+ 0% 7500+ 0

Ignore what this might look like on your screen, the important thing is that you
put a Tab between each field and a Return after each employee.

Note: Once you have your data file ready to import, open the Process Payroll
tab window, then select File > Import Hours. A Getfile dialog will appear al-
lowing you to locate the file and import the data. The data is then placed into
each employee's paysheet.
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Check Queue overview

The Check Queue (pronounced “cue”) feature is the preferred method for
printing/recording your payroll because it allows you to print/record al your
paychecks at the same time.

Check Queue

E = = ueue ueue ueue
o ”9."'9 [Surnma Diet il Hours.
Edit Printed Remove Remove

Cheok | Check Check | Al | Heport [jl Hepar® )l Repert

; am ( :
Anderson, Jahin J Met pay .
Andrews, Mary M ¢ Net §79.34)
Bartz, Theodore S ¢ Met pay $882 69 ]
Blake, Lillith L { Met pay = $957.20 }
Carlson, Carol M § Met pay = $897.01 )
Carpenter, Pat H  ( Met pay = $881.77 )
Crosby, Michael 0§ Net pay = $652.04 )
Dahl, Perter B { Met pay = $672.04 )
Dietz, Raymond R { Net pay = $1,000.98 }
Eastrnan, Bonnie D ( Net pay = $716.88 )
Ebert, Louie N { Net pay = %

Englizh, Robert & ¢ Met pay = $1 047 45 3
Erikson, Ronald T { Net pay = $9%51.43 )
Evans, Ruth K { Net pay = $934.13 )
Fritz, JondJ  { Net pay = $675.95 )
Grange, Jerri J  { Met pay = $909.05 )
Howard, Lindsey P { Net'pay = $978.16 )
Hudson, Pamela Jo  { Net pay = $857.81 )
Jensen, Jay L { Net pay = $941.46 )
Johnzon, Howard M { Hlet pay = $978.16 3
Kramer, Joshua W ( Net pay = $952.65 )
Larsan, Larry & { Het pay = $957.29)

“Greyed Out” employees are those that have been deleted from the queue.

o]

Because the Check Queueisafilethat is saved to your hard disk, you can add
your employee paychecks to the Check Queue when you process payroll, quit
the program and then return at a later time to print/record the paychecks.

If you are setting up the payroll program mid-year, the “record” buttons allow
you to enter your employee’ s prior paychecks into Pay History without having
to print the paychecks.

There are two ways in which you can access the Check Queue window:

¢ Inthe Process Payroll tab window, click the Print/View Queue but-
ton.

e Select File> Print/View Check Queue.

Note: You cannot access the Check Queue window unless it contains at least
one queued paycheck.
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Previewing paychecks before printing

There are times when you may want to view a paycheck before sending it to the
printer. The Preview Printed Check command allows you to preview your
gueued paychecks just as they will appear when printed.

Instruction Set 5-5: Previewing a paycheck before printing

The Preview Printed Check button is grayed out if more than one
& employee is selected in the list.

1 Inthe Process Payroll tab window, click the Print/View Queue button.

2 Inthe Check Queue window, select the name of the employee whose
paycheck you want to preview.

3 Click the Preview Printed Check button.

O =——Preview Printed Check B
Samuel J Adams 343-34-2428 1/25/02 =
EARNINGS /CREDITS T AMES /DEDUCTIONS
Description | Fay Rate | Hours | Current | Year-to-date | Description Current v-T-D
Reqular Pay | 910.04| 8667 91004 2,750.12 | Federal Tax 71.00 =71.00
Overtime 0.00 0.0 0.00 0.00 [ FICA Tax 56.42 213.90
Double Time 0.00 0.0 0.00 0.00 | State Tax 9.94 51.94
Commission 0.00 0.00|  Pension B 0.00 0.00
Bonus 0.00 0.00]  Local Tax 0.00 0.00
Misee lansous 52.00 96.00
Special Group 1 0.00 0.00
Special Group 2 0.00 0.00
Special Group 3 0.00 0.00
TOTALS 26.67| 932E2 T ATZAD|  TOTALS 0.00 0.00
#okkok Seven hundred forty nine Dallars and 767100 %ok 1/28/02 HHRATDTE
-
11 ad. hd
| o [Print| i D

The selected paycheck appearsjust asit will when printed. Y ou cannot edit
the paycheck in this window, you can only preview it.

4 Click the close box in the upper left hand corner to close the window
and return to the Check Queue window.
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Printing paychecks from the Check Queue

Printing your paychecks from the Check Queueis a convenient way of printing
an entire batch of checks at one time.

Instruction Set 5-6:

Printing paychecks from the Check Queue

1 Inthe Process Payroll tab window, click the Print/View Queue button.

2 (Optional) Print the Queue Summary, Queue Detail, or Queue Hours
Report and verify the accuracy of the queued paychecks.

3 Decideif you want
choose to print.

Print only selected
paychecks

to print all the paychecks or only those you

If you want to choose only certain paychecks
to print, select the employee(s) whose pay-
check(s) you want to print, then click the Print
button.

Print all paychecks  If you want to print all the paychecks listed in

4 Inthe Print Check
needed.

the Check Queueg, click the Print All button.

Options dialog that appears, setup the options as

Print Check Options=—"———————————

— Check printing setup:
Checkform

Check Register

Starting check numnber :
[Date on check :

Pay period ending date:

. [AatrixAML-2 Laser

o)l

: |Check Register

4563

1/23/02 # Checks will be stored by this date. You can
change this setting in Ernployee Preferences

1/23/02

— Direct deposit

D For this pavrall

Direct Deposit form:

marked for Direct Depozit

[None =

, inztead of direct deposit, print checks for employees who are
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Checkform
From the Checkform pop-up menu, select the checkform you want to use
for printing the paychecks.

Check Register
From the Check Register pop-up menu, select the register you want the
paychecks posted to.

Starting check number
Enter the starting check number.

Dates

Enter the date you want printed on the paychecks and the pay period end-
ing date. The program automatically fillsin both fields with today’s date.
You can enter a date to be printed on the paycheck (usually the actual date
the checks are handed out), and a date that represents the pay period for
this payrall.

Direct deposit employees only

If any of the paychecks in the Check Queue are for direct deposit employ-
ees, select aform from the Direct Deposit form pop-up menu. The form
that you select will be used to print a*“pay stub” for any employee who is
marked direct deposit. If you don’t have any direct deposit employees, the
program will disregard whatever form you select.

If you ever need to print regular paychecks for your direct deposit employ-
ees, select the For thispayroll, instead of direct deposit, print checks...
option.

Note: When a direct deposit check is recorded into Pay History, the letters DD
are inserted in the Check Number field.

5 Click OK.

6 Insert your checkform sheetsin the printer. Refer to, “Aligning
checks in the printer” on page 5-24.

7 Inthe Print dialog that appears, click Print.
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8 After the paychecks have printed, ook to see if they were printed cor-
rectly.

9 If you chose to Print All the paychecks, the following dialog will ap-
pear.

I'm ready to print an "After Queue” summary...

Report to: ) Printer (® Screen ) Textfile

Cancel || View ||

The optionsin the above dialog will provide you with an After Queue
Summary report. You can print, view, or export this report in the format of
atext file. If you do not want to view the report, click the Cancel button to
exit the dialog.

10 The following dialog will appear asking what you want to do next.

Print Check Options

The checks have been printed. What do you want to do?

Click here to have the checks recorded in the
I[ Record then Clear ]I employee's pay history records, posted in the
register Cif any) and removed from the queue.

Reprint I Click here to reprint some or all of the checks
in the queue.

Click here to do neither of the abowve options.
Exit It weill be a= if nothing has happened. Pay

history records will NOT be updated, and ANY

EWTRIES IM THE QUEUIE wILL BE LEFT THERE!

Record then Select this option if your checks printed correctly.

Clear The program will record the paychecks into the
Pay History and selected check register, then
remove them from the Check Queue.
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Reprint Select this option if you want to reprint some or all
the paychecks you printed.

Reprint Checks

Select checks to reprint:

Adamns, Samuel J i
oo () Reprint selected checks

Andrews, Mary M
Bartz, Theodore 5
Elake, Lillith L

Carlson, Carol M
Carpenter, Pat H
Crosby, Michael O
Dahl, Perter B

@ Reprint all checks

Starting check number: |4585
Reprint Checks

P W

To reprint only those you need to reprint, select the
Reprint selected checks option, select the
employees whose paychecks need to be reprinted,
enter the starting check number, then click the
Reprint Checks button.

To reprint all the paychecks, select the Reprint all
checks option, enter the starting check number,
then click the Reprint Checks button.

After reprinting the checks, you will again be
allowed to record or reprint the paychecks, or exit
the Check Queue window

Exit If you decide that you do not want to record or
reprint any of the paychecks, click Exit to return to
the Check Queue window. The paychecks will stay
in the queue - it will be as if you never printed any-
thing.

11 Click Doneto return to the Process Payroll tab window.
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Recording queued paychecks without printing

There may be times when you need to process payroll without actually printing
the paychecks, such as when you need to enter prior paychecks into the Pay
History records.

Instruction Set 5-7: Recording queued paychecks without printing

1 Inthe Process Payroll tab window, click the Print/View Queue button.

2 (Optional) Print the Queue Summary, Queue Detail, or Queue Hours
Report and verify the accuracy of the queued paychecks.

3 Decideif you want to record all the paychecks or only those you
choose to record.

Record only selected If you want to choose only certain paychecks

paychecks to record without printing, select the
employee(s) whose paycheck(s) you want to
record, then click the Record Check button.

Record all paychecks  If you want to record all the paychecks listed
in the Check Queueg, click the Record All
button.

4 Inthe Record Check Options dialog that appears, setup the options
as needed.

Record Check Options="""cesesuen———

Check recording setup:

Check Register: |Check Register ¥ I

Starting check nurmber: | 4963
e 1/23/02 ® Checks w!ll be s_tore_d by this date. ‘You can
change this setting in Employves Preferences
Pay period ending date: | 1/23/02

K| cancel | 0K |
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Check Register
From the Check Register pop-up menu, select the register you want the
paychecks posted to.

Starting check number
Enter the starting check number.

Dates

The program automatically fills in both fields with today’s date. Enter the
date that was written on the check and the date that represents the pay peri-
od for this payroll.

program assumes you are entering prior pay history data and will dis-

i If the date you enter is at least a week earlier than today's date, the

5

6

play the Record Checks Options dialog each time you click the Record
Check button.

Click OK.

What happens next depends on whether you chose to record all the
paychecks or only the selected paychecks.

Record All
If you chose to Record All the paychecks, the following occurs:

e All the paychecks are recorded into Pay History.

e A dialog appears providing options to print, view or export an After
Queue Summary report. If you do not want to view this report, click
the Cancel button to exit the dialog.

e The program removes the paychecks from the Check Queue and you
are returned to the Process Payroll tab window.

Record Check
If you chose to record only selected paychecks, the following occurs:

e The selected paychecks are recorded into Pay History.

¢ You are returned to the Check Queue where the recorded checks are
now greyed out.

¢ When you are finished in the Check Queue window, click Done to re-
turn to the Process Payroll tab window.
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Editing queued paychecks

There may be timeswhen you need to edit a paycheck beforeit’ s printed and/or
recorded.

Instruction Set 5-8: Editing a queued paycheck

1 Inthe Check Queue window, select the employee whose paycheck you
want to edit.

2 Click the Edit Check button.
3 Make the changes you want.
4 Click Doneto return to the Check Queue window.

5 If you want to print or record the paychecks, do so now; otherwise
click the Done button.

Removing paychecks from the Check Queue

There may be times during the course of processing your payroll that you need
to remove one, two, or perhaps even several checks from the Check Queue.

Instruction Set 5-9: Removing paychecks from the Check Queue

1 Inthe Process Payroll tab window, click the Print/View Queue button.

2 Decide if you want to remove all the paychecks from the Check
Queue or only the ones you select.

Remove only If you want to remove only certain pay-

selected paychecks checks, select the employee(s) whose pay-
check(s) you want to remove, then click the
Remove Check button.

Remove all paychecks If you want to remove al the paychecks from
the Check Queueg, click the Remove All but-
ton.
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What happens next depends on whether you chose to remove all the
paychecks or only the paychecks you selected to remove.

RemoveAll
If you chose to Remove All the paychecks, the following occurs:

A dialog appears asking if you are sure you want to remove all the en-
tries. Click the Yes button to remove al the paychecks in the Check
Queue.

The program removes all the paychecks from the Check Queue and
you are returned to the Process Payroll tab window.

Remove Check
If you chose to remove only the selected paychecks, the following oc-
curs:

A dialog appears asking if you are sure you want to remove those
checks. Click the Yes button to the remove the selected paychecks
from the Check Queue.

You are returned to the Check Queue where the removed checks are
now greyed out.

When you are finished in the Check Queue window, click Done to re-
turn to the Process Payroll tab window.
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Aligning checks in the printer

The following alignment instructions are for the LaserWriter printer. When
using other printers, some experimentation may be necessary to find the best
position to feed your checkform sheets.

Place your checkform sheetsinto the paper feed tray. The direction in which the
top of the sheet points may be away from the printer or toward the printer—you
will need to experiment with thisto determine how your LaserWriter “grabs’ the
checkform sheets.

sheets are placed in the printer either face up or face down. If your

printer requires yo to insert your checks face down, be sure to reverse
the order in which you stack your checks. That is, when you’'re looking
at the “ face down” stack of checks, the first sheet of checks must be on

top of the stack.

f Depending on the type of LaserWriter printer you have, checkform
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Reports overview

Followingisanillustration of the Reportstab window. Thereportsyou generate
can be previewed, printed, and even exported in aformat that is accepted by
other programs.

Bentz k(o.=——— H
Company Setup Employees Payroll Items  Process Payroll Reports Liahilities
Employee List:
i t
Master List ¥ Re 'ort
Adams, Samuel J ~ Report On: - Reports:
Anderson, John J W
And I ll Ao i
Egr;:rf'rsﬁeogﬁe s @) Employee List: Master List Form w3
Blake, Lillith L 1 Employee: Untitled Form 1029
Carlgon, Carol M Form 1096
Carpenter, Pat H Certified Payroll Summary _
Crosby, Michael r Report on the peried: ———————————— Cost Center Analysis =
Dahl, Perter R All Periods | = Default [nfor mation Summary
D|etz Raymond R Department Report
Eastman Eonnie [ Employee Data Summary
Ebert, Luule M Emnployes Data Detail
Engllsh, Robert & - . . . . Ernploves Personal Data Sumimsary
Erikson, Ronald T = Skip employees not paid during report period Estirated Annual Wage
Evans, Ruth K Federal Tax Summary
Fritz, Jon J [—— Hours - Holiday
Grr:a‘anzq'e,odl:arri J 7 LA Ll 58 = Hours - Sick
Foward, Lindsey P Department: Hours - Yagation
Hud Pamela J . neome History
Jemsen b Pay Period: Job Costing Detail
Jahnsan, Howard M — Job Costing Report
Koralafeop' Joagaau; W Other limits... Job Costing Summary
Larson,’LarryA Liabilities Due
Lenz, Gabriella v Opti R New Hire .
Martin, Terrance J [ Uptions: an :!siury getall
Mertz, Angella A W] Print to Apple Laserwriter 2 DISIOFY SUmima e -
Messinger, Michael D = = E:;g:g; SDE}::'ILary =
Matt, T E i i —
Neo\sén,rsag?ah ] |~ DO ey e Reqular Contribution Summary -
Preston, Jack 0 =3 iE

The Reportstab window provides anumber of different selection criteriato help
you gather the information you want. For example, you can limit your reportsto
specific employee lists, specific time periods, and specific departments.

The Reportslist, on the right side of the window, displays al the pre-designed
reportsthat areinstalled with the program, aswell asany you create with the EZ
Report Builder.

The Reportslist can be modified to display only those reportsthat areimportant
to you. For complete details, refer to“ Customizing the Reports List” on
page 6-8.

ment forms using data culled from the payroll program. For more infor-
mation on which State forms are currently available, call Aatrix
Software at 1-800-426-0854.

@ You can generate and print your state tax remittance and unemploy-
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Generating reports

The basic steps for generating a report are outlined in the following instruction
set. No matter what type of report you are generating (e.g., pre-designed, EZ
Report), the steps are basically the same. That is, you set the report criteriain
the Reports tab window, then determine whether you want to first preview the
report or send it directly to the printer.

Instruction Set 6-1: Generating a report

1

In the Reports tab window, select the report you want from the Reports
list on the right.

Set the criteria for the report.

Reportslist
Select the report you want to generate from the Reports list on the right.
Samples of the pre-designed reports are provided in Appendix B.

Report on

You can generate a report from an entire Employee List or an individua
employee by clicking the desired radio button. The name of the currently
selected Employee List and the name of the currently selected employeeis

displayed.

Report On:
@ Employee List: Master List

C) Employee: Adams, Samuel J

If you wish to change the name of the Employee List, select the one you
want from the Employee List pop-up menu.

If you wish to change the name of the currently selected employee, select
the name of the employee from the Employee list. Some reports only use
an Employee List, in which case the Employee option is grayed out even

when an employee is selected.
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Report on the period

You can limit the report with the following options:

Report on the period:
® Al Perinds k
One ‘Year
One Quatter
One Month

Between

One Day = not paid during report period

All Periods

OneYear

One Quarter

One Month

One Day

Between

Skip employees not
paid

This option accumul ates data from all pay peri-
ods in the employeefile.

This option uses all the information that has
accumulated in the employee file for the year
you enter.

Select this option if you want the report to
reflect an entire quarter of activity. Choose the
quarter you want and enter the appropriate
year. The date range the program uses are:

1st Quarter: Jan. 1 to March 31
2nd Quarter: April 1 to June 30
3rd Quarter: July 1 to Sept. 30
4th Quarter: Oct. 1 to Dec. 31

This option narrows the data gathered to a
specific month of a specific year. Enter the
appropriate choices in the text box.

This option generates areport based on payroll
information processed specifically on the date
you enter in thisformat: DD/MM/Y'Y.

Upon selecting this option, enter a data range
from DD/MM/YY to DD/MM/YY inthe
appropriate text boxes.

Check thisbox if you do not want the report to
include employees who were not paid during
the selected reporting period.
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Report Limits
You can further limit the report using the following options:

Report Limits:

Department: (&Il Departments -
Fay Feriod: | All periods =
Other limits...

Select whether you want the report to display information from All Depart-
ments or from a particular department you specify. For more information,
refer to “ Departments and Groups overview” on page 2-9.

Select whether you want the report to display information from All Pay Pe-
riods or from a pay period you specify.

You can fine tune your report even more by clicking the Other Limits but-
ton. In the dialog that appears, mark checkboxes and fill text fields as need-
ed. Click OK when finished, or Cancel to exit.

Other Limits

Include employees which match:

[ Name

[ City

[ state

[] Hire Date #® Before () After 3 On I:I

[ status | i]

[ Group | i]

] Misc. | i]

Cancel | 0K |

Options

If you are printing your reports to an Apple LaserWriter, make sure this op-
tion is selected. It will remain selected until you uncheck it.

Other options displayed here are specific and applicable only to certain
types of pre-designed reports. These options are described in Appendix B
for those reports that it applies to.

Decide whether you want to preview the report first or send it directly
to the printer. For details, refer to “Preview vs. Print Report” on
page 6-6.
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Preview vs. Print Report

Y our payroll program provides you with awide variety of reports that you can
use to view the payroll information you enter. Following is a brief description
of what you can do with a report.

Clicking the Print Report button sends the cur-

A= .
rently selected report to the printer.
Peport NOTE: The Print Report button changes to Process
when you select a government report such as the
941. (See Process below).
— Clicking the Preview button sends the currently
£ selected report to the computer screen so that you
Previcw can view the information prior to printing.

Previewing enablesyou to catch errors before you
print which ultimately saves you in printing time
and paper. While in the Preview mode, you can
use the commands in the Preview menu to print
the report or send it the Report Queue. For a
description of the commands, refer to “ The Pre-
view menu” on page 6-7.

= When you select a government form in the
£ Reports list, the name of the Preview button
Process changes to a Process button.

When the Process button is clicked, the program
displays on the screen, aform that is designed to
look like the actual pre-printed form. You can
then print the form.

T What doesthe Export as Text button do?
3= Tent

When you click the Export as Text button, a Getfile dialog will appear
allowing you to save the information from the current report in atext file
format. Thetext file is then ready to bring into other programs that allow
text files to be imported.
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While previewing areport, a Preview menu is available with the following

commands.

Help
Next Page B+
Previous Page 3=
Index... |
Print Page...
Print All... 3P
Add to Report Queue... 3A
Exit Viewing W

Next Page/Previous Page

Index

Print Page/Print All

Add to Report Queue

Exit Viewing

These commands allow you to advance
forward or return to prior pagesin amulti-

page report.

Selecting this command allows you to
view thumbnail images of each pagein the
report. Clicking athumbnail image will
open that page in the Preview window.

These commands allow you to print the
currently displayed page or all the pagesin
the report.

Selecting thiscommand sendsthereport to
the Report Queue whereby you can print it
later along with a batch of reports. For
complete details, refer to“ The Report
Queue” on page 6-12.

Selecting this command closes the active
report window.
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The Reports List overview

The Reports List in the Reports tab window initially displays all the reports that
wereinstalled with the program. Y ou can modify this list using the instructions
provided in this section.

Customizing the Reports List

After using the payroll program, you may find that you don’t have aneed for all
the reports provided by the program. Y ou can easily customize thislist to
display only those reports you want.

Instruction Set 6-2: Customizing the Reports List

1 Inthe Reportstab window, click the Customize List button.

Customize Reports List

Check the reperts you want displayed in the Reports list:

¥ RFUniversal Export Pre-designed =
¥ Form W2 Fre-designed
A Form W3 Pre-dezigned
¥ Form 1099 Pre-dezigned
¥ Form 1096 Pre-designed
+ Certified Payrall Surmar Pre-designed
+ Cost Center Analysis Pre-designed

+ CP: dcoount Detail Pre-designed
¥ _CP: Account Pre-designed

+ Federal Tax Surirnary Pre-designed -

Report Bundles... Cancel | 0K |

2 Select (V) the names of the reports you want to display.

Selecting areport that is already selected removes both the check mark and
the report from the Reports list.

3 Click OK.

Your customized report list displays the next time you access the Reports
tab window.



Report Bundles

CHAPTER 6: Reports

The Report Bundle feature allows you to group several reports together in a
“bundle” for printing purposes. This provides a convenient way of printing out,
inasingle print job, all the reports you generally print (e.g., after payroll).

Creating report bundles

The following instruction set guides you through the process of grouping
together reports you specify in order to create areport bundle.

Instruction Set 6-3: Creating a report bundle

1 Inthe Reportstab window, click the Customize List button.

Customize Reports List

Check the reports you want displayed in the Reports list:

+ RFUniversal Expart Pre-designed =
¥ Form W2 Pre—designed
¥ Form W3 Pre—designed
+ Form 1099 Fre-designed
+ Form 1096 Fre-designed
¥ Certified Payroll Surmar Pre—designed
v Cost Center Analysis Fre-designed
+ CP: dccount Detail Fre-designed
+ CF: dccount Surmmar Pre-designed
+ CF: Projection Surmmar Fre-designed
+ Department Report FPre-designed
+ Emnplovee Data Detail Pre—designed -
+ Federal Tax Summary Pre-designed -

Report Bundles... |

Cancel l 0K |

2  Click the Report Bundles button.

Bundled Reports

Bundled Reports List:

B,

Roprave

D6

Done
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3 Click the New button.

New Report Bundle

Bundle title: || |

Check the reports you want included in this Report Bundle -

EFUniversal Export Fre-designed =
Form %2 Fre-designed
Form %3 Fre-designed
Form 1099 Fre-designed
Form 1096 Fre-designed
Certified Payroll Surmmar Fre-designed
Cost Center Analysis Fre-designed
CF: Account Detail Fre-designed
CF: Account Surnrar Fre-designed
CF : Prajection Summar: Fre-designed
Departrnent Report Fre-designed
Emnployee Data Detail Fre-designed -
Federal Tax Summary Fre-designed -

Automatically print when
unitting payroll [ Cancel ] l[ 0K ]]

4 Inthe Bundletitletext box, enter atitle for your report bundle.

5 Select the names of the reports you want included in the new report
bundle. A check mark (V) appearsto the left of each selected report.

Because the program generates reports using the date limits you set
@ such as One Day, One Quarter, All periods, etc., your Bundled Reports
should be comprised of reports with similar date limits. For example,
you could bundle only those reports you typically generate after each
payroll and not include those reports you process on a quarterly basis.

6 (Optional) If you wish to automatically print this report bundle when
quitting the payroll program, select the Automatically print when quit-
ting payroll option.

7  Click OK.

The names of your report bundles are displayed in the Report Bundlewin-
dow and the Reports List in the Reports tab window.

Note: A Report Bundle can only be printed — you cannot preview it or export
the information as text.
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Editing/removing report bundles

At some point you may want to change the reports that comprise areport bundle
or completely remove areport bundle from your report list.

Instruction Set 6—4: Editing/removing a report bundle

1 From the Reportstab window, click the Customize List button.
2 Inthedialog that appears, click the Report Bundles button.

3 Inthedialog that appears, select the Report Bundle you wish to edit
or remove.

4 Click either the Edit or Remove button.

Edit When you click Edit, adialog will appear
alowing you to make the changes you want.
When you are done editing, click OK to save
your changes.

Remove When you click Remove, an alert dialog
will appear asking you to confirm your
choice. Click Yesto remove the report
bundle, or Cancel to return to the Bundled
Reports window.

5 When finished, close all open windows to return to the Reports tab
window.
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The Report Queue

The Report Queue (pronounced “cue”) is similar to a print spooler. Use this
featureto store alist of reportsto print all at once, at the time you choose. Since
the report queue fileis saved to your hard disk, the reports already in it will
remain even if you exit the program.

Report Quene a—"—"or————— g
A= =5 2 |7=
P . == Rernove | Rernove
Frint | Print &l Fressiew Feport Al

These reports are waiting to be printed:

“Pay History Detail” for "Bentz & Co.”, 1 pages an 175702
"Penzion Detail” for "Bentz & Co." 1 pages on 1/5/02

Adding reports to the Report Queue

In order to use the Report Queue feature, you must first add the reports you want
to it. The following instruction set guides you through this process.

Instruction Set 6-5: Adding a report to the Report Queue

1

In the Reports tab window, select areport in the Reports list.
Click the Preview button.

Select Preview > Add to Report Queue.

A dialog appears confirming that the report was added to the Report
Queue.

Click OK.
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Printing/viewing the Report Queue

All reportsyou add to the Report Queue remain there until you are ready to print
them.

Instruction Set 6-6: Printing/viewing the Report Queue

1 Select File> Print/View Report Queue.

Report Queue = E

=] =t a=t

Frint | Print All Freviet Feepart Al

These reports are waiting to be printed:

"Pay History Detail” for "Bentz & Co.", 1 pages on 1/5/02
“Pension Detail” for "Bentz & Co." 1 pageson 1/56:/02

Each report that is waiting to be printed is displayed with the report name,
company name, how many pages the report is, and the date the report was

queued.
2 Decide whether you want to print or preview areport, or remove it from the
Report Queue.
Print To print asingle report, select the report and

then click the Print button. The standard Mac-
intosh Print dialog will appear alowing you to
print the report. To print all the reports, click
the Print All button.

NOTE: After printing all your reports using

the Print All option, a message window will
appear asking if you would like to delete all

of the reports from the Report Queue.
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Preview

Remove

If you want to preview areport before printing
it or removing it from the Print Queue, select
the report and then click the Preview button.
To exit the preview mode, select Preview >
Exit Viewing.

To remove a single report from the Report
Queue, select the report and then click the
Remove Report button. A dialog will appear
asking if you are sure that you want to remove
the report. Click Yes to remove the selected
report or Cancel to return to the Report Queue.
To remove all the reportsin the Report Queue,
click the Remove All button.

3 Click Done when you are finished with the Report Queue.
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Form 941 overview

The IRS requires every employer to submit a Form 941 - Employer’ s Quarterly
Federal Tax Return at the end of each quarter. It reports the amount of earnings
withheld from your employees paychecks against how much you actually
deposited to the IRS over the course of the quarter. Categoriesincluded on a
Form 941 report include Federal Income Tax, Social Security, and Medicare.

Y our payroll program culls the information for the Form 941 from information
already stored in your employee’s Pay History files. Thisincludes the total
amount of 941 liability payments deposited to the IRS.

Processing Form 941

The following set of instructions lead you through the process of generating a
941 form. Because your payroll program has the ability to separate your payroll
data by quarter and year, you can generate a 941 after anew quarter has started.

Instruction Set 6—7: Processing Form 941

report for the same quarter you are processing Form 941. Use the

@ Before processing Form 941, print out the Federal Tax Summary
information from this report to assist in processing Form 941.

1 Inthe Reportstab window, select 941 Form from the Reportslist.

If the 941 Form option does not appear in the Reportslist, be sureit is
checked in the Customize List window. If necessary, refer to “ Customi z-
ing the Reports List” on page 6-8.

2 From the Employee List pop-up menu, select an employee list that
contains the names of all the employees who worked for you through-
out the quarter.

3 Inthe Report On options, be sure the Employee List radio buttonis
marked.

4 Inthe Report on the period options, select the appropriate quarter
from the pop-up menu and then enter the year for which you are gen-
erating the 941 report.
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Click the Process button.

941 Form Setup

Please select the item which matches the listed item(s):

Federal Withholding: [Federal Income Tax 2]

Social Security: |Sociﬂ| Security i]

Medicare: |Medicare i]

Advance EIC: [Advanced EIC B

Social Security Match: [Social Security Match B

Deposits written from the register: |Checkﬁegister i]
Page 1 0f 2 Next

In Page 1 of the 941 Form Setup window, select the proper item
names from the pop-up menus to match the required fields. For exam-
ple, your federal withholding deduction must be selected for the Fed-

eral Withholding field.

Select None from the pop-up menu if a specific item does not apply to your

payroll.
Click the Next button.

Page two of the 941 Form Setup appears.

941 Form Setup
Please select the item which matches the listed item(s):
Medicare Match: |Medicare Match i]
Deposits written from the register: |Che|:k Register i]

In Page two of the 941 Form Setup window, select the proper item
name from the pop-up menu to match the required field.

Click OK.
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10 The 941 Report form will appear on the screen.

11

The 941 you see on the screen is designed to look like an actual pre-printed
Form 941, with certain fields automatically filled in by the program. Itisa
self-calculating form - meaning that any time you change a value on the
form, the fields affected by this change will be reset with the appropriate
values.

If the form is not readable on the screen, you can either refer to an actual
pre-printed Form 941 or print out a Form 941 using the Print numbers
and background pictur e option in the Print Options dialog.

Review the information and make any necessary changes.

If needed, you can use the Get Value command to insert amounts into the
form. For more information, refer to “ Get Value” on page 6-20.

If you make changes to any amounts on the Form 941, be sure that you
make the appropriate changes in your check register.

Manual entry of certain information may be needed in some fields, such as
your name and title at the bottom of the form. To enter information in any
of the non-calculating fields, click the cursor in the field and type in the
needed information.

Use the Tab key to move from field to field. Use the Next Page and Previ-
ous Page commands in the File menu to move from page to page.

@ If the values on your 941 report are not accurate, refer to “ Troubl e-

12

shooting Form 941" on page 6-19.

When you are sure that all the information on both pages of your
Form 941 is accurate, you can print it using one of the three possible
printing options. For details, refer to “Printing Form 941" on
page 6-18.



CHAPTER 6: Reports

Printing Form 941

When you print your Form 941, the numbers and background picture are printed
on plain paper. This printing format has been approved by the federal
government.

Instruction Set 6-8: Printing Form 941

1 Insert blank paper into the printer.

2 When you are ready to print, select File > Print Report.

Important Notice!
Eefore wou print this form, Astrix highly recommends that you go back
and recheck all figures which are included in this report. If there are any
rmbers wwhich are fncorrect, now iz the tme to fiv them.
Ey clicking on e "Agree" bumon below, ¥o0 agiee that you have double
checked the figures generated b thiz report, and do not hold Astdy
legally responsible for the information printed on the form.

lick "Double Check" 0 go back and check the figures.

I opoubtecheck ]

3 Inthe Important Notice window, click Double Check to go back and
check your figures, or click Agree to print.

4  After printing, select File > Close Window.

If your 941 information did not print correctly, refer to “ Trouble-
@ shooting Form 941" on page 6-19.
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Before calling Technical Support, use the following information to troubleshoot
your 941 problem.

* General deduction amounts and wages.

Make sure the correct payroll items are selected in the 941 Form Setup
window.

Preview the Pay History Detail report for the quarter (Totals only). Verify
and double-check the following for accuracy:

* That amounts and wages for the Social Security deduction and So-

cial Security contribution match.

* That amounts and wages for the Medicare deduction and Medicare

contribution match.

rPrinting options:

@ Print numbers and background picture
) Print just the numbers

rTemplate:
[<<None matching “941" found>> B
rAlignment:
[ [l [«Iv]
EFan
E \|/ Sample Text
Cancel | 0K |

Be aware that adjustments are made to Form 941 for employees that re-
ceive advance Earned Income Credit (EIC).

Verify that none of your employees have duplicate deductions.

If, after printing the form, you realize that it needs to be better aligned, se-
lect File > Print Options. In the dialog that appears (see below), use the
scroll bars to move the form up/down and left/right.
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File menu commands

Outlined below are two commands provided in the File menu you may not have
encountered before.

Auto Calculation

Auto Calculation is the default selection for government forms. Any time you
change a value on the form, the totals on the form are updated automatically.

Get Value

On government forms such as the 941, the program automatically inserts the
amounts for many variables. Depending on the form and your payroll
circumstances, you may want other variables on the form. Y ou can use the Get
Value command to assign a payroll variable to a certain field. In order for this
command to be active, the cursor must be in the desired field.

Select a variable from the list, then click Get 1t. I'll
look up the value and insert it in the current field.

Regular Pay
Reqular Drertime
Reqular D. Dvertime
Regular Commission
Regular Bonus
EIC Payment
Gross Pay

) Add to field ® Overwrite field
> Append to field (boxes 13 & 14 only)

The Get Valuedialog listsall your payroll variables. When you select avariable
and click Get It, the program searches the pay history records. It extracts the
amount of the selected variable and inserts it on the form.
« Addtofield
If selected, the amount extracted from pay history will be added to the
amount already in the report field.
e Overwritefield
If selected, the program will replace whatever isin the report field
with the amount it extracts from pay history.
e Append tofield
This option is reserved for W2 processing.
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EZ Report Builder overview

The EZ Report Builder is a utility built into most payroll programs. It can be
used to quickly put together payroll information in areport format. Y ou simply
select the items you want on the report, in the order your want them to appear
and the program “builds” the report for you.

To open the EZ Report Builder, click the New EZ Report button in the Reports
tab window.

New EZ Report

Report Heading: ||

Column width: @& Automatic 2 Manual: im:hes

rAvailable Report Items: —— rAssigned Report ltems: —
() Deductions () Employer Paid

(@) Employee Data () Extra Income
Remove

Employee name
Employee 55N
Ernployes |D#*
Gross Pay
#djusted Gross
Total Deductions
Tital Cortributions
Net Pay =l
Check Nurnber —]
Email address: =

[] Departmental Report [Cancel] [ oK ]

]

The New EZ Report window contains the all the variables you need to create
your own reports. Note the scrolling list on the left. It displays all the variables
that are available for your deductions, employee data, contributions, and extra
income. The variablesin the list change depending on which report item is
selected.

Note: When you select Extra Income, all income variables including Regular
Pay and any additional extra income you have created appear in the list. Re-
member that Regular Pay refersto hourly rates and/or salary that you desig-
nated in the Employees tab window. When Employee Data is selected, the Total
deductions, Total Contributions and Gross Pay variables allow you to combine
all applicable variables into one item on the report.
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Creating new EZ reports

The following instruction set guides you through the process of creating your
own EZ report.

Instruction Set 6-9: Creating a new EZ report

1 IntheReports tab window, click the New EZ Report button.

New EZ Report

rAvailable Report Items: rAssigned Report ltems: —

Deductions Ernployer Paid Ernployee narme
O O ey Grnpss %ay Armount
@) Employee Data () Extra Incomne Add > Gross Pay Hours
= ||Gross Pay Pay Rate
Employee name |Hemove)
Employes S5H
Employes D™ ]
Gross Pay =]
fdjusted Gross -
Total Deductions
Tetal Martri batinre
Net Pay =
Check Murber =]
ermail =
[] Departmental Report

2 Inthe Report Heading field, enter atitle for your report.

Thetitle you enter will be printed at the top and center of your report and
displayed in the Reportslist of the Reports tab window.

3  Set the Column Width.

You have the option of |etting the program automatically set the column
widths for you, or you can determine these widths yourself. If you decide
to set your own column widths, click the Manual radio button and enter
the width you want (in inches) in the text box. The program will print your
report using the column width you entered (except for the employee name
column, which is automatically set at approximately 25 characters by the
program).
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Depending on the order you want the items to print, select either Em-
ployee Data, Deductions, Employer Paid, or Extralncome.

The order is very important. The program prints the itemsin the order that
you add them to the Assigned Report Itemslist, starting from the top. You
will probably want to add the Employee Data first, so that items such as
employee name, social security number, etc. are listed first.

Select areport item (e.g., Employee name) from the list on the left.

If applicable, select what type the report item is.

A typeis active when it appliesto areport item and grayed out when it
doesn’t. For example, the only types that are available for deductions and
contributions are the Amount, App. Wages, and App. Tips.

A_m_ognt Armount
App. s
oep-Ties
Amount The Amount option prints the amount of the
selected item for the period you defined in the
Reports tab window (monthly, quarterly, etc.).
Hours This option prints the total hours worked for the

item you selected.

App. Wagesand Certain deductions and employer paid contribu-

Tips tions such as Social Security and Federal Unem-
ployment need to report the wages that are used to
calculate the deduction or contribution. For most
employers, applicable wages will be the same as
gross wages. If you have atravel reimbursement,
pension plan, or similar non-taxed income, the
applicable wages will not be the same. For these
cases, use the App. Wages option. The App. Tips
option is used for reporting tip income.

Pay Rate Thisoption printsthe pay rate for theincomeitem
you selected.
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7  Click the Add button.

Theitem is added to the Assigned Report Itemslist.

8 Continue adding items to the Assigned Report Itemslist by repeating
Steps 4-7, until you've added all the items you want on your report.

9 (Optional) Change the position of the assigned items using the Move

buttons.
kove || Mowve |kdove tollove tol
Up Dloswn First Last

Move Up Moves the selected report item one position up.

Move Down Moves the selected report item one position
down.

Moveto First Movesthe selected report item to the beginning
of thelist.

Moveto Last Moves the selected report item to the end of the
list.

Note: Remember, the order that the report items are listed in Assigned Report
Itemsfield (fromtop to bottom), isthe order that the report items will appear in
your printed report (from left to right).

10 (Optional) Selecting the Departmental Report option prints the name
of each department along with the totals of each report item.

11 Click OK to save.

12 Inthe dialog that appears, select where you want to save the report.

Saving the report to the Reports f folder makes it available only to this
company. Saving the report to the Shared Reports f folder makesit avail-
ableto all companies.



CHAPTER 6: Reports

Other EZ tasks

Editing EZ reports

If you wish to make any changesto areport created with the EZ Report Builder,
select the report in the Reports list in the Reports tab window, then click the
Edit button. The EZ Report Builder window appears allowing you to make
changes to the selected report.

Exporting EZ reports

Reports created with the EZ Report Builder can be saved as atext fileor in
HTML format for easy posting on the internet. To do so, select an EZ report in
the Reports list, then click the Export as Text button. A Putfile dialog appears
allowing you to name and save the report file in either text or HTML format.

Period by period EZ reports

An option called Period by Period is available for all reports created with the
EZ Report Builder. Selecting this option allows you to generate an EZ report for
adesignated time period (e.g., 2nd Quarter). After selecting an EZ report, mark
the Period by Period checkbox, located in the Option portion of the Reports
tab window.
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Notes:
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CHAPTER [

Liabilities

Chapter overview
The following information is covered in this chapter:

e Using the Liabilities tab window to create pay-
ments and write/print liability checks

* Using the Print Liability Checks dialog to print
checks

e Using acheck register
e Viewing your liability payment history
e Using liability registers
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Liabilities overview

The optionsin the Liabilities tab window allow you to setup your liability
payments as well as write and print/record them.

Bentz k0 o0Q"mmm———————————————— E

Company Setup Employees Payroll Items  Process Payroll Reparts
Register: :

Check Register *

—To write a Check :

Gentz & Lo,
1127 N. Columbis Rd. Date:|2/15/02 Check # [7227

1) gfelect ar Create a Payment Grand Forks, ND 58207

941 Liability
FUTA Liability
SUTA Liability
Health Insurance

ya
=
e | ‘

2} |Select Employee L_..| & Selected items for this check Type Amount

Federal s00.0d] [
Medicare 111.98]
Social Security 478.85
Emnplr. 111.95]
Emplr. 475.55
o.00]

P

0.00] [+]

D Fay To: [First Bank | Total [ 1681.66]
address [5177 S Washingten ‘

Grand Forks , NI 52201

Federal Income Tax

3) [Select the Period | 3 | Medicare
Social Security

Medicare Match

4 Iculate Social Security Match
_b Amount Hot Allecated
ANEEIITS Amount Not Allocated

The Payment portion of the Liabilitiestab window iswhere you create, edit and
delete those liabilities you pay on aregularly (e.g., 941 deposit). For details,
refer to“ Creating liability payments” on page 7-4.

AR (|l [0 (10 0 fE A0 JfE0

When you use a payment to write a check, the program, if applicable, calculates
the amount of the check using data extracted from your pay history records. The
total amount of the check isinserted into the Total field and the amounts of the
payroll items are allocated to the appropriate liability registers. The program
then tracks the amount of the payment for reports, such as the 941. For details,
refer to“ Writing/printing liability checks” on page 7-7.

Finally, another benefit of the Payment feature is that when you write a check
using a payment, the recorded payment is maintained in the Payment History
window for quick viewing. For details, refer to “ Viewing your liability
payment history” on page 7-11.

Note: You can usethe “ check” portion of the window to write/record miscella-
neous checks that don’'t need to be calculated or tracked for reports.
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If you want the program to track your liability payments for a report
such as the 941, you need to decide at what point you want to begin
tracking the payments. You also nheed to know how many prior checks
you need to enter into the system.

For example, if you begin using the payroll program sometime during
the second quarter and you want to track your 941 deposits for the 941
report, you need to enter all prior second quarter 941 liability pay-
ments into your check register. If there are only a few days |eft in the
guarter, you may want to wait until the next quarter to begin tracking
your liability payments. The point is that if any 941 payment is missing

from the check register for the quarter you are processing the 941
report, the deposit amount on your 941 report will not be accurate.

Automatically printing liability checks:

If the option Automatically print liability checksis selected in the Printing
Preferences and you process payroll for at least one employee, adialog appears
when you quit the program that allows you to print your liability payment(s).
For details, refer to “ Printing liability checks” on page 7-9. (This
feature is available only for Aatrix Top Pay and Ultimate Payroll users.)

Using check registers:

The name of the check register you created during the installation routine is
displayed in two separate locations:

¢ Inthe Defaults portion of the Company Setup tab window
¢ Inthe Register pop-up menu of the Liabilities tab window

You do not have to maintain a separate check register in payroll. The

& program however, does require you to select a default register for
recording purposes. So even if you choose not to maintain a check reg-
ister, you must have one selected in the Defaults portion of the Com-
pany Setup tab window.
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Liability payments
The advantage of using the liability payment feature is twofold:

e The program can calculate the amount of the check for you and track
the data for particular reports, such as the 941 report.

e Your recorded “liability payment” checks are displayed in the Pay-
ment History window. This allows you to see which payments you
have already made. For details, refer to “ Viewing your liability
payment history” on page 7-11.

Creating liability payments

For payments that occurs on aregular basis (e.g., 941 liability payment, 401K
deposit), we recommend that you create a payment to use whenever you write a
check for the payment.

Instruction Set 7-1: Creating a liability payment

1 IntheLiabilities tab window, click the New button located below the Pay-
ments list

New Payment="———————

0 items included in payment Report type: |None = I

Frequency : |Undefined or Irreg... & I
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Enter the general information for this payment.

Title
Enter a descriptive name for your payment.

Pay to and Address
Enter the name and address of the payee.

In order for the address to print on the check, the checkform template you
use must have an address field on it.

Memo
What you enter in the optional Memo field is recorded with your transac-
tion in the check register, it does not print on the check.

Remind
Click the Remind button if you want to create areminder for this payment.
For details, refer to “ Setting up reminders” on page 11-4.

Select (V) the payroll items you want included in the payment.

This step is very important because the program cal cul ates the amount of
the payment based on what payroll items you select. To select an item,
click the name of the payroll item and a v will appear next to the item
name. To unselect a payroll item, click the item again.

From the Report type pop-up menu, select the type of report the pay-
ment is associated with.

The Report type option allows you to track the amounts of your payments
(e.g., 941 tax deposit) for specific reports (e.g., Form 941).

Select the None option if you are setting up a payment that does not appear
in the pop-up menu (e.g., 401K Plan). Thetitle of the payment will be used
in the Payment History window.

From the Frequency pop-up menu, select how often you make this
payment.
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6 Click OK.

7 A dialog will appear that displays the payment settings. Click Contin-
ueif the settings are correct or Cancel to go back and correct them.

Thettitle of the payment is added to the Payments list. For details on using
payments when writing checks, refer to “ Writing/printing liability
checks” on page 7-7.

Editing liability payments
There may be times when you need to edit the setup of an existing payment. For

example, the payment schedule for your 401K deposits changed, so you need to
correct the frequency of payment.

Instruction Set 7-2: Editing a liability payment

1 IntheLiabilitiestab window, select the payment you wish to edit from the
Payments list.

2  Click the Edit button.

3 Inthedialog that appears, make the changes you want, then click OK.

Deleting liability payments

At some point, you may find that you want to delete an existing payment
because it is no longer needed.

Instruction Set 7-3: Deleting a liability payment

1 IntheLiabilities tab window, select the payment you wish to delete from
the Payments list.

2 Click the Delete button.

3 A dialog will appear asking if you are sure you want to delete the se-
lected payment. Click Yesto delete the payment, or click Noif you
decide not to delete this payment.
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Writing/printing liability checks

Y ou are not required to use payments to write liability checks, however, the
following instruction set assumes you have already set up a payment for the
check you arewriting. If you have not yet set up apayment, refer to“ Creating
liability payments” on page 7-4 for details.

Instruction Set 7-4: Writing/printing a liability check

1 IntheLiabilities tab window, select the payment you are writing a check
for from the Paymentslist.

Bentz & Co. =]

Company Setup Employees Payroll ltems Process Payroll Reports Liabilities
Register: (k| T
Check Register >

—To write a Check:

?‘;’ggﬁgghmgﬁd_ Date:[z715/02 | Chesk * [T2z7 ]
1) Select or Create a Payment Grand Forks, ND 58201
241 Liability
Futa HZEEH% Pay To: [First Bank | Tatal [ 1681 66|
Health Insurance Address

G-and Forks, ND 52201

5177 S Washington ‘

=
|~
o | '
2) Selected items for this check Type Amount
Federal Income Tax S Federal 500,00 5
3) [Select the Period | 3 | Medicare 2] | Medicare 111.58
Social Security — Social Seourity 473.85]
Medicare Match =1 | erpr. 111.58
4 Iculate Social Security Match 2] | Empr 47589
_> Amount Not Allocated - o.o0]
A Amount Not Allocated = 0.00] [+

2 Select which Employee List the program should use when calculating
the payment amount.

Note: If you arewriting a“ miscellaneous’ check in which the amount does
not need to be calculated from your pay history data, or if it's not a payment
you want to track via the Payment History window, you can fill in the check
fields (e.g., Check #, Pay To, Total, Memo, etc.). After entering the check infor-
mation, go ahead and print and/or record the check.
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3

Select the Period the program should use when calculating the pay-
ment amount.

Click the Calculate Amounts button.

The program fillsin the check fields using information gathered from the
pay history records of all employees on the selected Employee List for the
period you designate.

(Optional) To confirm that the amount of the payment is correct, click
the Verify button and print the Verification Report.

Based on the period setup and selected Employee List, the Verification Re-
port lists the following: total amount of payroll items allocated for each
Pay Period, amounts of the payments already recorded, amount of the cur-
rent payment, and the difference between these amounts.

The difference amount should be zero. If it is not, examine all the payroll
and liability checks recorded during the selected period and determine
where the error is. Then you need to make the appropriate corrections.

Click either the Print Check, Record Check or Send EFTPS button.

Print Check

Align acheckform in your printer, then click the Print Check button. In
standard print dialog that appears, click the Print button. Once the check
has been printed, it will be recorded into the selected check register.

Record Check

If you would like to enter the check directly into your register without ac-
tually printing it, fill in the necessary fields. Then click the Record Check
button. The check isrecorded in the currently selected register.

Send EFTPS

Click the Send EFTPS button if you are transmitting a federal liability
payment to the Aatrix EFTPS Service. For complete details, refer to Chap-
ter 14, Aatrix EFTPS,
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Printing liability checks
In addition to printing your liability checksfrom the Liabilitiestab window, you
can also print them from the Print Liability Checks dialog. (Thisfeatureis
available only for Aatrix Top Pay and Ultimate Payroll users.)
Instruction Set 7-5: Printing liability checks
f In order for the Print Liability Checks dialog to appear, the option

labeled Automatically print liability checks must be selected in Print-
ing Preferences.

1 Process payroll for at least one employee.

2 When you are done using the payroll program, select File > Quit.

Print Liability Checks

Select {7} the liabilities you want to pay, then click Print.

Payment Name Amount Due (YTD) Amount to Pay Pay
941 Liability 14,461.35
FUT 4 Liability 371.07 7107
SUT & Liability 2318 T8
Health Insurance 64 .00 &4.00

|
-
s
Totals 14,319.60 14,319.60
- Cancel | I Print II
Checkform: [Aatrix AML-2 Laser 3
Register: |Che|:k Register -

Starting check # (4606 [] Record checks without printing

Date on checks: |1/18/02

The Print Liability Checks dialog displays the names of your liability pay-
ments, the amount due for each payment, a field to enter the amount you
want to pay towards the liability amount, and a Pay column where you se-
lect which liabilities you want to pay.

If you don’t want to print your liability checks now, click Cancel. You can
pay them later using the options in the Liabilities tab window.
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In the Pay column, select (V) the liabilities you want to pay.

If you don't want to pay the entire amount of a liability at this time,
click on the amount you want to change in the Amount to pay column,
enter the amount you want to pay, then press tab. The following dia-
log may appear in which you need to allocate an amount to each item.

Split Liability

fou have changed a payment amount for a liability that iz made up of more than one
itern. You need to change the line iters to their accurate numbers that make up the
balance.

Total balance : 1,000.00 Remaining to allocate: =197.44
Federal Incorne Tax 411.00 Medicare 7453
Social Security 21269  Medicare Match 7452
Social Security Match 1269

Setup the printing options, then click the Print button.

Checkform
Select the checkform you want to use to print your liability check(s).

Register
Select the check register you want the liability check(s) posted to.

Starting check #
Enter the starting check number you want printed on the check.

Record checkswithout printing
Select this option if you want to record the check(s) directly into the select-
ed check register without printing.

Date on checks
Enter the date you want printed on the check(s).

If you chose to record the liability checks without printing, the pro-
gram enters the checks into the selected check register, otherwise the
standard Print dialog appears allowing you to print the checks.
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Viewing your liability payment history

To view the Payment History window, click the Payment History button in the
Liabilities tab window, or select Utilities > Payment History.

For each liability payment you have set up in the Liabilities tab window, the
Payment History window displays the dates of your recorded liability checks,
aswell as the amount due for the year-to-date.

Payment History
1/16/02
Payment Name / Amount Due (YTD) Payment Dates (YTD)
341 Liability  $10,484.11
[ 1 [ 1 [ 1 [ 1
FUT & Liability $0.00
1/15/02
SUTa Liability  $0.00
1/15/02 [ ... 1 [ 1 [ ... 1
Health Insurance  $22.00
....... [.....] [....] [....] [.....] [ [....] [
[ 1 [ 1 [ 1 [ 1

About the Payment History window:

e Thebrackets({....... }) indicate the number of remaining payments. You can
designate the “Frequency” (e.g. quarterly, annually) of your payments
when you setup your payments. When you make a payment, the next
bracket is replaced with the date of the payment. Brackets are not used for
payments setup with a frequency of “Undefined or Irregular”.

¢ The Payment History window defaults to automatically open every time
you launch your payroll program. If you want, this option can be disabled
in Program Preferences.

¢ Inorder for your paymentsto appear in the Payment History window, you
must use a“payment” when writing checks in the Liabilities tab window.
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The Check Register window

The Check Register window displays both your payroll and liability check
information in much the same format as your regular checkbook register.

To open acheck register, click the Liabilities tab. From the Register pop-up
menu, select the register you want to open, then click the View Register button.

The Check Register window displaysthetransactionsin the sameformat asyour
regular checkbook register. Y ou can use the scroll bar at the right to scroll
through your transactions.

[ =— (heckRegister ———————8&
Display options: Cleared Checks Withdrawals
Uncleared Deposits [0 Show memos
Limit by: [ Amount ] Number [0 Memo
[ pate [ Description [ Voided
B B B HO=g 3

=g | @ |5 |t [ =3 Qe ehe e

Find Said Entry Entry | Reconcile | Register Uckaedbalnee:  -22,197.65
Nurnber Drate Description Fayment |+ | Deposit Balance
4547 | 1/15/02 [Howard M Johnson 1,007 55 70,543 90
4542| 1/15/02 | Joshua W Kramer 952,81 £9,585,09
4543 1/15/0Z |Larry & Larson a51 82 &5 £Z3.27
4550| 1/15/02 | Gabriella W Lenz 25510 &7 68517
4551 1/15/02 | Angella A Mertz 352 43 65,652 74
4552 | 1/15/02 |Michael D Messinger 954 £0 £5,712.14
455z 1/15/02 | Tracy E Mot 6587 64 749 27 |
4554 1/15/0Z2 | Sarah D Nelzon 966 92 63 7A2 35 =
4555 1/15/02 | Jack O Preston 953 45 £2,818,90| 4|
4556 1/15/02 | Terry R Frimroze 101655 £1,802.35| "
|

About the Check Register window:

The program automatically opens the register to the last transaction in the
register.

The Display and Limit by Options at the top part of thiswindow allow you
to display your transactions based on the criteria you select.

To mark atransaction as cleared (v), you must balance your check register
with your bank statement in the Reconcile dialog.

If Direct Deposit was used to deposit employee paychecks, the letters DD
will appear in the Number field.

To close the register, click the close box in the upper left corner.
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Viewing options

Note the viewing options (Display and L imit by) in the top portion of the Check
Register window. These options allow you to view your registers based on
criteria you select. For example, you can set the register to display only
uncleared checks. The Display and Limit by options are detailed in this section.

Display options

The Display options can be used to display entries based on the criteriayou
select. Y ou can choose more than one option, giving you many possible
combinations. Marking a checkbox means that any entry that fits the selected
category will be displayed.

Cleared Cleared transactions are those transactions that
have appeared on your bank statement. The pro-
gram will mark (V) atransaction in the register
when you mark atransaction as cleared in the
Reconcile screen.

Uncleared Uncleared transactions are those entries that have
not appeared on a bank statement and that you
have not marked as cleared in the Reconcile
screen.

Checks Check this box to display checks you have
entered into the register.

Deposits Check this box to display deposits you have
entered into the register.

Withdrawals Check this box to display withdrawals you have
entered into the register.

Show Memos Check this box to display the memo fieldsin the
register.
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Limit by options
Use the Limit by options to further define and specify the types of transactions

displayed in the register. You are alowed to choose more than one option,
giving you many possible combinations.

Amount

Date

Number

Description

Memo

Voided

Limits transactions that are displayed in the regis-
ter according to a specific amount. Allows you to
view transactions that match, isless than, is more
than, or is between the amount you select.

Limits transactions that are displayed in the regis-
ter according to a specific date. Allows you to
view transactions that match, isbefore, is after, or
is between the date you select.

Limit transactions that are displayed in the regis-
ter according to a specific check number. Allows
you to view transactions that match, is before, is
after, or is between the check number you select.

Limit transactions that are displayed in the regis-
ter according to a specific description. Allowsyou
to view transactions that contains, starts with,
ends with, or matches the description you select.

Limits transactions that are displayed in the regis-
ter according to a specific memo. Allows you to
view transactions that contains, starts with, ends
with, or matches the memo you select.

Displays only the voided transactions in your
check register.

Note: To return to the original register display, click the Stop limiting button
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Managing check registers

M anaging acheck register can involve many different actions. For example, you
will need to record deposits and withdrawals if you want to keep an accurate
balance. Also, you may find there are times when you need to void acheck. This
section describes those actions that are involved in managing a check register.

Entering deposits

In order to maintain an accurate check register balance, you need to record all
deposits that you make into the checking account.

Instruction Set 7-6: Entering a deposit

1 IntheLiabilitiestab window, select the register you want from the Reg-
ister pop-up menu.

2 Click the Deposit button.

Make a Deposit

Type |Deposit =3 Date | 1/16/02 | Mo, [ |

Description | |$ | |

Address

HMerna | |

ltems to Allocate Amount

0.00
0.00
0.00

Mone

AN |4 |40

[ This is = lisbility check for [Whele ¥ | 2 |
Cancel I l 0K Il

3 Fill in the following deposit information:

Date
Enter the date of the deposit. The program defaults to today’s date.
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Description
Enter a brief description of your deposit. This description will appear in
the register.

Amount
Enter the amount of the deposit in the $ field.

Memo
Enter an optional brief memo to your deposit entry.

4 Click OK.

The deposit is entered into the selected check register.

Entering withdrawals

In order to maintain an accurate check register balance, you need to record all
withdrawals that you make from the checking account.

Instruction Set 7-7: Entering a withdrawal

1 IntheLiabilities tab window, select the register you want from the Reg-
ister pop-up menu.

2 Click the Withdraw button.

Make a Withdrawal

Type Date [ 1716702 | Mo [ |

Description $ |

Address

Memo [ |

Items to Allocate Amount

Mone 0.00
0.00

0.00

AR |4k |4

HNone

O] This is = liability check for [Whele ¥...| & |
Cancel | l 0K ||
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Fill in the following withdrawal information

Date
Enter the date of the withdrawal. The program defaults to today’s date.

Description
Enter a brief description of your withdrawal (e.g., Service Charge). This
description will appear in the register.

Amount
Enter the amount of the withdrawal in the $ field.

Memo
Enter an optional brief memo to your withdrawal entry.

Click OK.

The withdrawal is entered into the selected check register
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Finding entries

The Find feature allows you to locate a specific entry in your register by using
the description, memo, check number, amount, and date of the entry as criteria
for the search.

Instruction Set 7-8: Finding an entry

1 Inthe Check Register window, click the Find button.

Find
rFind this:
Description ’m |
Memo Contains ¥
Check number |Is exactly E I
Amount |Is exactly ij
Date ’m

Find from beginning of register %6
Pressing 386 after an item is found will "Find Again™

Cancel ll Find ||

2 Select the categories you are searching (e.g., Description, Date).

3 Use the pop-up menus next to each category to define the parameters
of your search.

4  Type your search criteriain the text boxes.

Description Use this option to find entries that match or
contain the description you enter. The program
also finds partial matches. For example typing
in“pay” will find “paycheck” and “payroll”.

Memo Use this option to find entries that match or
contain the memo you enter.
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Check number Usethis option to find entries that match, come
before, come after, or is between a specific
check number you enter.

Amount Usethis option to find entries that are equal to,
less than, more than, or between an amount
you specify.

Date Use this option to find entries that occur on,

before, after, or between a specific date.

5 Mark the Beginning of Register checkbox if you want to start the
search from the very beginning of the register.

To start your search from a particular entry in the register, select that entry,
then click the Find button.

6 Click Find.

The program will locate and highlight the first entry in the register that
matches your criteria. If the search is unsuccessful, you will hear a system
beep and the program will highlight the first entry on the screen at the time
of the search.

ter that matches your find criteria. If that entry is not the particular one
you are searching for, press Command-G and the program will find the
next entry that matches your criteria. Note that for the Command-G
feature to work, the Search from beginning of register option must be
turned off.

@ When you click Find, the program brings up the first entry in the regis-
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Editing entries

From time to time you may find that you need to go into your check register and
edit an existing entry.

Instruction Set 7-9: Editing a check register entry

1 Inthe Check Register window, select the entry you want to edit.

2 Click the Edit Entry button.

HitEntyose=S———————

Type Date [ 1721702 | Mo | 4561

Description  [First National Bank 3 10,484.11]

F. 0. Box 1823
dddresz Grand Farks, NI 32203

FMerna | |

ltems to Allocate Amount

Federal Income Tax 5,098.00| Federal E
52538 Medicare n

2,101 42| Social Securi)

Medicare

AR |40 (1)

Social Security

This is a lisbility check for [First gu...| & | [zooz
Cancel | l 0K ||

3 Make the changes you want.

4 Click OK.

Note: When you click the Reprint button, a dialog will appear allowing you to
select the checkform you want to use for reprinting. The program prints only
the date, check number, address, description, and the amount of the check. If
you need to reprint a paycheck, do so from the Pay History window. If you
change any information in the Edit Entry window before clicking the Reprint
button, you must exit the Edit Entry window, then return to the Edit Entry win-
dow in order for your changes to print using the Reprint option.
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Voiding entries

If you have recorded atransaction in error and it isno longer valid, you can use
the void option to void that entry.

Instruction Set 7-10: Voiding a check register entry

1 Inthe Check Register window, select the entry you want to void.

2 Click the Void button.

The program inserts the term VOI D in the entry line of the selected trans-
action and recal cul ates the register balance. The voided entry remainsin
the register to serve as an audit trail.

To “undo” avoided transaction, select the voided entry and click the Void
button again. The term VOID will be removed from the entry line of the
selected transaction and the register balance will be re-calculated.

check in Pay History. Also, voiding an allocated liability check will not

i Note that voiding a paycheck from the check register does not void the
void the corresponding transaction in your liability registers.

Deleting entries

Y ou should not delete entries that have actually taken place. Instead use the
Void command in order to maintain a proper audit trail of your entries.

Instruction Set 7-11: Deleting an entry
1 Inthe Check Register window, select the entry you want to delete.
2 Click the Delete Entry button.

3 Inthewarning dialog that appears, click OK to delete the entry.

fromthe Pay History records. Also, deleting an allocated liability check
will not delete the corresponding transaction in your Liability registers.
You will need to manually del ete those checks.

f Deleting a paycheck from the check register will not delete the check
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Printing check registers
After you have entered a number of transactionsin the register, you may want
to print the register to review the transactions or to keep a hard copy for your
records.

Instruction Set 7-12: Printing a check register

1 Open the Check Register that contains the entries you want to print.

2 If you want, use the Display optionsand Limit by options to limit the
printout to a specific range of transactions.

The program will print all the transactions in the register if the register is
not limited by some criteria such as the date.

3 Click the Print Register button.

4 Inthe standard Print dialog that appears, click the Print button.

Holding down the OPTI ON key while clicking the Print Register button
will export the current register as an Excel file.
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Reconciling check registers

Perhaps the most tedious and complicated aspect of keeping a check register is
reconciling it with your monthly bank statement. Fortunately, your payroll
program has taken much of the work out of this important task and allows you
to reconcile your check register in just minutes!

Instruction Set 7-13: Reconciling a check register

1 Open the Check Register that you want to reconcile.

2 Click the Reconcile button.

=——————— Reconcile - CheckRegister=—————H
Statement Ending Balance : I:l Current balance : 42,011 48
Cleared balance: 000 Uneleared balance : 45,011 46
—_—— Cleared transactions: Amount:
Difference: 0.00 0 checks/payments 000
0 deposits 0.00

pcheckslondlRavment =l — Other Transactions: ——
[+ [Murnber Date Description Arnount
4552 1/15/02 [Michael D Messinger Q54 £0 .
4558 | 1/13/02 [Tracy E Mott 96587 Interest Earned:
4554 1715402 |Sarah D Nelson GEE .52 YS— I:I
4355 171502 |Jack O Preston ET 4T !
4556 1/15/02 [Terry R Primrose 1,655 ]|= Date: 1/%1/02
4559 1/15/02 |Internal Revenue 28873
4560| 1/15/02 [State Unemployment ... 1805 =] )
4561 1431702 [First National Bank 1048411 |+ Service Charge:
re— Pty —
+ [Nurnber Ciate Cescription Arnount Later 1/31/02
[ cancel | [ ok ]|

3 Review your Bank Statement for any deposits, withdrawals, bank
charges or interest that do not appear in your check register.

4 From your Bank Statement, enter the following information:

Statement Ending Balance

Thisis the balance the bank had for your register on the day the statement
was issued. This balance does not include any transactions that have oc-
curred since this date. To balance the register, the program will compare
this amount with the cleared balance amount for this register.
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Interest Earned

If your Bank Statement lists any earned interest and you have not yet en-
tered it into your check register, enter the amount and the date in the Inter-
est Earned fields. When you click OK, the program will enter a cleared
transaction for the interest earned in the register.

Service Charge

If your Bank Statement lists a service charge and you have not yet entered
it into your check register, enter the amount and the date in the Service
Charge fields. When you click OK, the program will enter a cleared trans-
action for the service charge in the register.

Mark (V) all cleared transactions.

A cleared transaction is one that the bank has processed and appears on
your bank statement. The Reconcile dialog displays al the transactions
from your register that have not been marked as cleared. To mark atransac-
tion, click the transaction and a v will appear to the left of the transaction
description. To unmark atransaction, click the transaction again. If you
Cancel in the middle of reconciling, the program not forget what was
marked up to that point.

Make sure that the amounts for these transactions match each other exact-
ly. If there is adiscrepancy, you should keep track of what the differenceis
and after reconciling the register, edit the transaction in your check register
to match that of the bank statement using the Edit Entry button. You may
wish to make a note of these changes and check them against the actual
check to make sure the bank has not made a mistake.

If, after reconciling the register, you find that you need to unclear atrans-
action that has already been cleared, select the transaction in the Register
window, then click the Edit Entry button. Click the Cleared checkbox, then
click OK. The transaction will appear in the register as an uncleared trans-
action.



CHAPTER 7: Liabilities

Check the amount you entered for the Ending Balance against the
amount the program now has for the Cleared Balance.

e If the amounts are the same, your check register is balanced.

e If the Statement Ending Balance does not equal the Cleared Balance
and thereis an amount in the Difference field, then your check register
is not balanced and you need to find the error. Suggestions for finding
the error are listed below:

When the register is reconciled, click the OK button.

Finding reconciliation errors
Following are some suggestions for finding a reconciliation error:

Determine the difference between the two amounts. Once you know this
number, you can search for amounts that equal this number or possibly end
with this amount. For example, if the difference is $4.57, search for a
transaction that equals $4.57 or an amount that ends in 57¢.

Check all of your transactions to make sure the amount listed on the bank
statement equals the amount entered in your check register.

Make sure you have entered all service charges that appear on your bank
statement.

Check to seeif your Cleared Balance was correct to begin with. If you start
with an unbalanced check register, the amounts will most likely not match

up.
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Creating new check registers

There may be times in which you want to create a new check register, either
because you are using adifferent checking account now or you just want to start
anew register for tracking your checks.

Instruction Set 7-14: Creating a new check register

1 IntheLiabilities tab window, select the New Register command from the
Register pop-up menu.

New Register... |

|¢ Check Register F:j

The New Register Name dialog appears.

New Register Name

Please provide a name to save the register as before
continuing.

Save register as: || |

Cancel l l Save ll

2 Typein adescriptive name for your new register.

3 Click Save.

Enter the opening balance for the file

"Company Checking".
Cancel I l 0K II
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Enter the current balance for your new register.

If you are setting up a check register that is already in use, you may not
know the exact current balance of the check register at the time you it set
up. If thisisthe case, enter the ending balance from the last time you bal-
anced your checkbook. Then enter all the transactions since then into the
register. For details, refer to “ Entering deposits” on page 7-15 and
“Entering withdrawals” on page 7-16.

Click OK.

The program automatically saves the new check register file in the Regis-
ters| folder of the currently open company.

The name of your new check register will appear in the Register pop-up
menu in both the Liabilities and Company Setup tab windows.
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The Liability Register window

Liability registersallow you to track the amount of payroll taxes you owe, such
asfederal and state withholdings. They can also be used to track other liabilities
such as business loans. Using Liability registersis an optional feature.

Whether you decide to use liability registers or not is completely up to you.
(Note that Liability Registersis not a feature of Aatrix PayCheck.)

To access your Liability registers, select File > Liability Registers.

Liability Registers t—0———-——H
Register: |Medicare i] M -Edit .Delete Entera | EE
Reqgister Entry Entry Fayrnent [lore
Murnber :  Date: [escription : Increase : Decrease: Balance :
ki J Grange
4544 | 1715702 |Lindsey P Howard 18.57 465 73
45451 1415702 Pamela Jo Hudzan 17.04 48277
4546| 1715702 |Jay L Jensen 18.08 S00.85
4547 1415402 Howard M Johnzan 19.44 S20.29
4548| 1/15/02 |Joshua W Kramer 1829 535 .52
45431 1715402 Larry A Larson 12.11 556,69
4550| 1/15/02 |Gabriella % Lenz 18.51 575.20
4551 | 1415702 |Angella & Mertz 12.04 59404
4552 1/15/02 [Michael I Messinger 1542 12 46
4553 14157402 |Tracy E Matt 1252 £I0.92
4554 | 1415702 |Sarah D Nelson 18.48 £49 46 | =
4555 | 1/15/02 |Jack O Prestan 12.40 EET.06 | &
4556| 1/15/02|Terry B Primrose 19.01 E86 .57 |w

The Register pop-up menu lists all Liability registers that were created during
the installation process.

A Liability register contains an I ncrease and Decr ease column.

e Eachtimeyou record your payroll, the amounts of the payroll taxes
and liabilities are automatically entered in the I ncrease column of the
appropriate Liability register.

¢ When you Enter a Payment, record the amount of your payment in
the Decrease column of the appropriate Liability register.
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Managing liability registers

Managing aliability register can involve many different actions. For example,
you may need to manually enter aliability payment in order to keep an accurate
balance. This section describesthose actionsthat are involved in managing your
liability registers.

Creating liability registers

Whenever you incur anew liability, either payroll related or for general business
purposes, you may want to set up anew liability register to track the amount of
that liability.

Instruction Set 7-15: Creating a liability register

1 Inthe Employeestab window, select File > Liability Register.

2  Click the New Register button.

Create a register for:

[EmployerPaids 2] o n—r—
[ Include YTD records

(This will greatly slow
things down)

-
-

Cancel II Create ll

3 From the pop-up menu, select either Withholdings or Employer Paids,
depending on the type of liability register you are creating,

4 From the scrolling list, select the payroll item you are creating the
register for.

5 (Optional) Select the Include YTD records checkbox if you want the
register created with data already recorded in Pay History.
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6 Click the Create button.

The program adds the name of the new liability register to the Register
pop-up menu in the Liability Registers window.

7  Click Done when you have finished creating your registers.

Entering liability register payments

In order to maintain an accurate balance in your Liability Registers, you must
enter any liability payments you make.

Instruction Set 7-16: Entering a liability register payment

Note that you can manually enter aliability payment as outlined here, or viathe
Liabilities tab window where it is automatically entered for you.

1 Inthe Employeestab window, select File > Liability Register.
2 From the Register pop-up menu, select the register you want.

3 Click the Enter a Payment button.

Liability Payment

Number;: (4363
Date: |1/18/02

Description:

Amount: I:I@ Decrease () Increase
Cancel l 0K I

4  Enter the payment information, then click OK.

The balance of the liability register will be decreased by the amount of the
payment.

5 Click Doneto return to the Employees tab window.
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Editing liability register entries

From time to time you may need to edit the information already recorded into a
liability register.

Instruction Set 7-17: Editing a liability register entry
1 Inthe Employeestab window, select File > Liability Register.

2 From the Register pop-up menu, select the register you want.

3 Select the entry you want to edit.

4  Click the Edit Entry button.

Edit Entry

Number: 4575
Date: |1/18/02

Description: |Samue| JAdams |

Amount: D Decrease @ Increase
Cancell 0K |

5 Make the changes you want, then click OK.

Any changes you make to the register entry are automatically saved.

6 Click Doneto return to the Employees tab window.
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Deleting liability register entries

Once an entry has been deleted, the program cannot recover it. Be sure you
really want to delete an entry before doing so.

Instruction Set 7-18: Deleting a liability register entry
1 Inthe Employeestab window, select File > Liability Register.

2 From the Register pop-up menu, select the register you want.

3 Select the entry you want to delete.

4  Click the Delete Entry button.

& Are you sure thatyou want to delete that
entry?

(N J[_Yes JJ

5 Click Yesto delete the selected entry.

The program removes the entry from the register and recal cul ates the bal -
ance.

6 Click Doneto return to the Employees tab window.
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CHAPTER 8: Posting Payroll Data

Posting overview

This chapter contains the following information:
¢ The QuickBooks menu
e Linking QuickBooks accounts to payroll items
¢ Sending/posting paychecks to QuickBooks
e Sending/posting liability checks to QuickBooks

Before you can send/post any payroll data, you must import your QuickBooks
Chart of Accounts and then establish links between your Aatrix payroll items
and the appropriate QuickBooks accounts. Once these links are set up, you can
send/post your paycheck data, as well as your liability check information to
QuickBooks.

If you wish, you can have your "Gross Pay" expensed by departments.
This allows you to post to multiple G/L accounts in QuickBooks. Refer
to“ Gross pay expensing by department” on page 2-11.

designate account links for each company you want to post payroll data
for.

f If you process payroll for more than one company, you will need to

The QuickBooks menu

The following menu will appear in the menu bar at the top of the screen when
the Intuit QuickBooks option is selected in Accounting Preferences. Y ou will
use the commands in this menu to post your payroll datato your QuickBooks
accounting software.

QuickBooks® k

Send/Post Payroll...

Open QuickBooks

Note: If the QuickBooks menu is not displayed in the menu bar, select Edit >
Preferences. In the dialog that appears, click the Accounting Options button.
From the Menu Link to pop-up menu, select I ntuit QuickBooks, then click OK.
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Linking QuickBooks accounts to payroll items

Select QuickBooks > Send/Post Payroll (or click the Send/Post Payroll button
in the Process Payroll tab window).

=————————— send/PostPaynll=———————H
RENDEULERS rovrolldat type: @) Payshecks (T3 Lisbility checks r{ﬁ
Date recarded 6/25/082 Employee list |Haster List i]
[] override date with: | 6/25/82

-

Designate Account Links
To create a link: Select a variable, select an account, select the entry type, then click Link.
1) Payrall variables : 2) Chart of Accounts :
Met Pay ( ) _
Gross Pay (Not assigned or all = ) Entry type:
Grogs Pay - Accounting D r_'y Eiid
Gross Pay - Advertising
Gross Pay - Developrent
Gross Pay - Marketing 4] Sare Link
Gross Pay - Research = = -
Gross Pay - Sales = — Link 3L
Gross Pay - Support <~ =~

[ Import chart of Accounts... |
Existing links :
Unlink
B
-

The Send/Post Payr oll window has two distinct functions:

Send/Post The top portion (Send/Post) of the window is used to
post paychecks and liahility checks to QuickBooks.

Designate Account The bottom portion of the window is used to create,

Links view, and edit the links between your payroll items and
QuickBooks accounts. If you don’t see this portion of
thewindow, click the arrow button located on the lower
left corner. This chapter provides instructions for creat-
ing linksin this window.

Therequired links are listed on page 8-7.

You can also create links while setting up new payroll
items.
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Importing a QuickBooks Chart of Accounts

Before you can establish any links between your payroll items and QuickBooks
accounts you must create an export file that contains your QuickBooks Chart of
Accounts. Onceit is created, you' [l import it into your payroll program.

Y ou only need to export your Chart of Accounts once, unless you create a new
account that is payroll related (e.g., you change banks and now have a new
checking account). In which case, you will need to export the new Chart of
Accounts and link the appropriate payroll item(s) to the new account.

Instruction Set 8-1: Importing a QuickBooks Chart of Accounts

1

Open your QuickBooks company.
Select File > Export.
Choose the Chart of Accounts option, then click OK.

In the dialog that appears, click the Desktop button, enter Chart of Ac-
countsin the text box, then click the Save button.

Open your payroll program.
Select QuickBooks > Send/Post Payroll.

In the dialog that appears, use the disclosure triangle (located on the
lower left of the dialog) to open the Designate Account Links portion
of the window. (Disregard this step if it is already open.)

Click the Import Chart of Accounts button.

In the dialog that appears, click the Desktop button, select the Chart
of Accountsfile you saved in step 4, then click Open.

Your Chart of Accounts should now be displayed in the Chart of Accounts
scrolling list in the Designate Account Links portion of the Send/Post Pay-
roll window. You can now establish the links between your payroll items
and QuickBooks Chart of Accounts (refer to the next section).
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Linking payroll items to accounts

The options in the Designate Account Links portion of the Send/Post Payroll
window are used to link your payroll items to QuickBooks accounts.

If you want, you can have your "Gross Pay" expensed by departments. This
allows you to post to multiple G/L accounts in QuickBooks. Refer to “ Gross
pay expensing by department” on page 2-11.

Instruction Set 8-2: Linking payroll items to accounts

The following instructions assume you’ ve already imported your Chart of
Accounts. If you have not, refer to “Importing a QuickBooks Chart of
Accounts” on page 8-4.

1 Select QuickBooks> Send Post Payroll. (Disregard thisstep if it's already

open.)
= Send/Post Paynnll="———————— =
Send/Post Fayroll data type: (@) Paychecks () Liability checks
Send |
Date recorded: | 6/25/82 Employee list:  [Master List =
[1 override date with: | 6/25/82 _m
-
Designate Account Links
To create a link: Select a variable, select an account, select the entry type, then click Link.
13 Payroll variables: 2) Chart of Acoeunts
Net Pay ( ) j
Gross Pay (Mot assigned or all = ) Entry type:
Gross Pay - Accounting DBy r:y b
Gross Pay - Advertising Debit -
Gross Pay - Development
Gross Pay - Marketing 41 Gave Link
Gross Pay - Research =1 =1 -
Gross Pay - Sales — ] Link 3L
Gross Pay - Support = =
[ Import Chart of Accounts... ]
Existing links:
g
-

2 Open the Designate Account Links portion (lower part) of the window
by clicking the arrow button located on the left the window. (Disre-
gard this step if it’s already open.)
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3

Before linking your payroll items, click the Report button.

This allows you to view, on screen, areport that lists any links and helpful
linking tips. If you want to print this report, select Preview > Print All. Se-
lect Preview > Exit Viewing to return to the Send/Post window.

Establish the links between your payroll items and QuickBooks ac-
counts. The required links and additional notes are provided on the
next page.

To link an individual payroll item to a QuickBooks account:
a Select apayroll item from the Payroll Variableslist.

b  Select the account it should post to from the Chart of Accountslist on
the right.

¢ From the Entry Type pop-up menu, choose Debit or Credit.
d Click the Link button.

When you click Link, adescription of the link will appear in the Existing
linkslist. To remove or change a link, select the link in the list and click
Unlink. To change the entry type (debit or credit) click Swap c/d.

Thefollowing illustration provides an example of the links you could setup
between your payroll items and the QuickBooks accounts.

To create a link: Select a variable, select an account, select the entry type, then click Link.

11 Payrall variables: 21 Chart of Accounts: S Entry type:
So Total Payrol] Tax Pagable:Federal P... i
Wil - Writhhalding | Paurall Ta Patsblet I Pl [Credit ]
Federal Unernployrment I Tortal Payrall Tax Payable State Pay... .
Medicare Company E Total Pagroll Tax Pagable:FUTA Pay... 4) Save Link
Social Security Company Tortal Payrall Tax Payable’wiss UC. Link &L
'l - Uremployment Compsany *| | Total Pagrall Tax Payable:Medicare ...

[Impnrt Chart of Hccnunts...]
Existing links:
Federal "withbolding credit 1o Total Payroll Tax Payable:Federal Payroll Tax Collect.. | a
Iedficare Cornpanty debit o Total Payroll Tax Bxperses:Pagrol] Tax - Medicare l:
Medicare Cornpany credit to Tatal Paynoll Tax Payable:edicare Payrall Tax
Medficare Ernploues credit o Tokal Payroll Tax Pagabletdicare Payroll Tax g
Sacial Security Corpany debit to Total Payrol] Tax Bxpenses:Payndll Tax - FICA R T
Social Security Cornpsany credit to Total Payrol Tax Pagable:FICA Pagroll Tax Calle.. [
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Required links

(1) Net Pay to a Cash Account CR (usually the checking account)

(1) Gross Pay (Not assigned or al) to an Expense DR

(D) Federal Withholding to a Liability CR

(D) State Withholding to a Liability CR (if required)

(D) Socia Security to aLiability CR

(D) Medicareto aLiability CR

(E) Social Security Employer Match to an Expense DR

(E) Social Security Employer Match to aLiability CR

(E) Medicare Employer Match to an Expense DR

(E) Medicare Employer Match to a Liability CR

Additional Notes

When creating employer paid items that match the deductionsit reduc-
es confusion when linking by giving the item a different name from
the deduction.

If you have more than one expense account that you need individual
income items linked to, you must link each income item (i.e., Regular
Pay, Regular Overtime, etc.). Otherwise, simply link “Gross Pay (Not
assigned or all)” and not link individual income items.

Generally, you will link Income variables as Debits to Expense ac-
counts, Deductions as Credits to Liability accounts, and Employer
Paid Contributions to both Liability accounts as Credits and to Ex-
pense accounts as Dehits.

For posting to be successful, Net Pay + Deductions must equal al
combined Gross Pay expenses, and any Employer Paid contribution
Expense debit must be offset with an Employer Liability credit.
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Click the Report button.

Select Preview > Print All.

Refer to the printout and verify that all links are set up correctly. The report
provides helpful troubleshooting information. If you ever have problems
sending/posting payroll data, print your current Existing linkslist and fol-
low any troubleshooting suggestions the report may provide before calling
Technical Support.

When you are sure that all your links are set up correctly, click Done.

A QBLinksfileis saved to this company’s Employee Files f folder. The
payroll program uses the links you designated in this file every time you
post your payroll or liability data for this company.

cessfully send/post payroll to QuickBooks at least once.

i Don’t trash the QuickBooks Chart of Accounts export file until you suc-

Y ou can now send/post your paycheck data, as well as your liability
check information to QuickBooks when needed. For detailed instruc-
tions, refer to “ Sending/posting paychecks to QuickBooks” on
page 8-10 and “ Sending/posting liability checks to Quick-
Books” on page 8-12.
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Editing existing links

This section describes how to modify existing links for the currently open
company.

Removing links
To remove alink from the Existing linkslist, select the link you want to re-
move, then click the Unlink button.

Swaping links
To swap the type (credit or debit) of an existing link, select the link you
want to swap, then click the Swap c/d button.

Adding new links
You can choose from two methods for adding new links:

e If you are creating anew deduction or employer paid contribution, you
can create the link in the New Deduction or New Contribution win-
dow.

e Createthelink in the Designate Account Links portion of the Send/
Post Payroll window. If needed, click the arrow button to open the
Designate Account Links portion of the window.

Note: If your QuickBooks Chart of Accounts has any payroll related changes
(e.g., you change banks and change your checking account name), you will
need to export the new Chart of Accounts information out of QuickBooks, then
import it into your payroll program. For detailed instructions, refer to “ I m-
porting a QuickBooks Chart of Accounts” on page 8-4.
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Sending/posting paychecks to QuickBooks

Once the links have been set up for each of your companies, you can send your
payroll to QuickBookswhenever you process payroll. To post your payroll data
into QuickBooks, however, you must have recorded payroll at least once for the
company you are posting to.

Instruction Set 8-3: Sending/posting paychecks to Quickbooks

1 Process/record at least one payroll.

2 Select QuickBooks > Send/Post Payroll.

Send/Post Payroll="———— B
Send/Post Fayroll data type: @ Faychecks D Liability checks
Date recorded:  [9/21/02 Employee list: -
D Override date with: |5/21/82 -
I

3 Inthe Send/Post portion of the window, enter information as needed.

Payroll data type
Click the Paychecks button.

Employee list
From the Employee List pop-up menu, select the employee list whose pay-
roll you want to post.

Date recorded

Enter the payroll date you wish to post. The date must exist in your Pay
History records and be entered in this format: 8/4/02 (month/day/year).
Note that the program sends by date and not by employee.

Overridedate

(Optional) If you want to post payroll using a different payroll date, click
the Override date with checkbox and enter the date you wish the checksto
appear within the accounting program.
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4 Click the Send button.

The payroll program will create a paycheck datafile called Aatrix Top
Pay Export and saveit in your Aatrix Payroll f folder.

5 If QuickBooksis not open, select QuickBooks > Open QuickBooks.
When you do so, a Getfile dialog will appear allowing you to locate
and open the QuickBooks application.

If the RAM memory on your computer isrunning low, QuickBooks will be
opened using the minimum memory requirements specified in the Get Info
window. If there is not enough RAM memory to open QuickBooks at the
minimum memory setup, the payroll program will quit and QuickBooks
will open.

6 In QuickBooks, open the company you want, then select File > Import.

7 A Getfile dialog will appear allowing you to open the Aatrix Top Pay
Export file that was saved in the Aatrix Payroll f folder. To do so,
click the Desktop button, open your hard drive, open the Aatrix Pay-
roll f folder, and select Aatrix Top Pay Export.

The steps provided for finding the export file will be different if you moved
the Aatrix Payroll f folder after installing.

8 Once your paycheck datais posted, trash the Aatrix Top Pay Export
file so that you don’t accidentally post the data again.

Note: The employee names and liability payee names may appear in your
Other Names list in QuickBooks.
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Sending/posting liability checks to QuickBooks

After you've created and recorded aliability check(s), you can send/post it to
QuickBooks.

Instruction Set 8-4: Sending/posting liability checks to QuickBooks

1

2

3

Process/record at least one liability check.

Select QuickBooks > Send/Post Payroll.

Send/Post Payroll=———"w<———H
Send/Post Favroll data twpe: D Faychecks @ Liability checks (—
[_Send )
Date recorded: (9721702 Register:
[] override date with: |5/21/082 Cash account : I:I
D Export checks that have already been exported
I

In the Send/Post portion of the window, enter information as needed.

Payroll data type
Click the Liability checks button.

Register
From the Register pop-up menu, select the register containing the check(s)
you want to post to QuickBooks.

Date recorded

Enter the date of the liability check(s) you wish to post to QuickBooks.
The date must exist in the selected check register and entered in this for-
mat: 8/4/02 (month/day/year). Note that the program sends by date and not
specific check.

Override date

(Optional) If you want to post your liahility check(s) using adifferent date,
click the Override date with checkbox and enter the date you wish the
checks to appear within the accounting program.

Cash Account
Enter the name of the QuickBooks cash account you want the liability
check(s) posted to, if different than the account used for payroll checks.
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Export checks already exported
Select this option to make sure that al checks you have previously export-
ed actually do get exported.

4  Click the Send button.

Your payroll program creates a liability check datafile called Aatrix Top
Pay Liabs Export and savesit in your Aatrix Payroll f folder.

5 If QuickBooksis not open, select QuickBooks > Open QuickBooks.
When you do so, a Getfile dialog will appear allowing you to locate
and open the QuickBooks application.

If the RAM memory on your computer is running low, QuickBooks will be
opened using the minimum memory requirements specified in the Get I nfo
window. If there is not enough RAM memory to open QuickBooks at the
minimum memory setup, the payroll program will quit and QuickBooks
will open.

6 In QuickBooks, open the company you want, then select File > Import.

7 A Getfile dialog will appear allowing you to open the Aatrix Top Pay
Liabs Export file that was saved in the Aatrix Payroll f folder. to do
so, click the Desktop button, open your hard drive, select the Aatrix
Payroll f folder and select Aatrix Top Pay Liabs Export.

The steps provided for finding the export file will be different if you moved
the Aatrix Payroll f folder after installing.

8 Onceyour liability check datais posted, trash the Aatrix Top Pay Li-
abs Export file so that you don’t accidentally post the data again.

Note: The employee names and liability payee names may appear in your
Other Names list in QuickBooks.
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Notes:
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Chapter overview

_ The following information is covered in this chapter:
. »  Check Designer overview

*  Modifying pre-designed checkforms

*  Creating checkforms from scratch

Test printing checkforms
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Check Designer overview

One of the most powerful features of the payroll program isthe Check Designer.
While other computer programs require you to use specific pre-printed checks,
the Check Designer allows you to create your own customized checkform
templates that include graphics and your choice of fonts or you can modify any
of the sample templates that come with the program to fit your needs.

Note: The Check Designer includes templates that print paychecks identical to
those that are printed out of QuickBooks.

What arefields?

Theterm field identifies any item that is placed on a checkform template.
Examples of some fields you may want to place on atemplate include check
amount, payee name, check date, memo, and stub information (e.g., tax and
deduction amounts). The position in which thefields are placed on atemplateis
where they will print on your checks.

There are three different types of fields you can place on a checkform template:

Text These fields are ssmply text. They are used primarily for head-
ers or identifying other types of fields. Text fields are generally
located right above or next to each data field so that data can be
identified by you or your employees. For details, refer to
“Adding Text fields” on page 9-20.

Picture These are fields that contain graphic art such as your logo or
signature. For details, refer to“Adding Picture fields” on
page 9-21.

New These are fields that represent your payroll calculations and
data. For details, refer to“Adding New fields” on
page 9-22.

Before printing any checks, you will need to modify one of the sample

& templatesto fit your needs or create a new checkform from scratch. You
may find it easier to modify one of the sample templates than to create
an entirely new one.

For more information on the sample templates, refer to “ Sample
checkform templates” on page 9-4.
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Following isanillustration of acheckform template that includes several fields,
borders, lines, and a picture. This style of check can be printed on blank check
stock using the MICR font and toner kit.

0 =-—————Dale's MIC(R(theckform="i—c————FH 8
m . .. Fo F F oy E P
N Bank Name
Bark: Addras Number
4
1 Company Name A
Company Address Number Check date:
h Company Address Line Payroll Date —
_ Compary City ST Company Zip =
h Check amount:
=]
1 Pay: Met Pay s Test Met Pay

= Tothe Mame
order of 2 Address
s ] City ST ZipCode

= MEe3inLst RAg3ILEETEATS L E3mL SR

KD

m [«]»

Both text fields and new fields may contain datain text or numeric format. Text
and numeric formats are designed to align differently.

For example, text fields are aligned so they are left justified. That is, they are
aligned according to the first letter of the field as shown below, where the F in
Federal and the N in ND Tax are properly aligned.

Federal Tax:

ND Tax:

Numeric fields are aligned so they are right justified. That is, they are aligned
according to the last number of the field as shown below, where the 4 and the 7
are properly aligned.

329.94
13.97

Note: Text representing a field will often appear to override text for another
field. This happens because the actual string used to identify a field, such as
Social Security (15 characters) which islonger than the actual dollar amount
that prints on the check, such as 145.46 (6 characters).



CHAPTER 9: Check Designer

Sample checkform templates

Several sample checkform templates have been included with the program.
Their names indicate the style of check (e.g., Aatrix AML-2, Quicken) and the
type of printer it was created for (e.g., Laser). Any template that includes the
name Aatrix has been designed specifically for the pre-printed check stock you
can order through Aatrix Software.

[llustrated below are some examples of Laser Printer and Continuous Feed
checks. Under eachillustration are the names of the templates that were created
for that particular style of check.

Laser Printer Checks (8.5 X 11 Page):

Standard Business Check

Multi-Purpose Check

Payroll Detail Check

- = =
1_ e - = - =
__ﬁTa- — _;ﬁ — _;ﬁ

3 checks per page Stub/Check/Stub Detail Stub/Check/Stub

Aatrix ALCC-7 Laser

Continuous Feed Checks:

Standard Business Check

Aatrix AML-2 Laser

Multi-Purpose Check

=1

Continuous Checks
Aatrix ACC-4 Imgwrtr

Aatrix ALP-5 Laser

Payroll Detail Check

I |
e e e e e
=
e e e e
=
- |
—_— =l _— —_—
=1 ———————————————————————
- b
=]
Stub and Check Detailed Stub and Check

Aatrix AMC-1 Imgwrtr

Aatrix ACP-6 Imgwrtr

wish to edit one of the sample checkform templates. Use the sample

@ To become familiar with the features in the Check Designer, you may

templates to practice adding, moving, aligning fields, etc. After experi-
menting, you can close the template without saving changes and the

fields will return to their original positions.
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The Check Designer window

To access the Check Designer, select Utilities> Check Designer. Use the
commands in the menu bar at the top of the window and the graphic tools to

either create your custom checkform templates or edit existing ones.

Untitled
7 Te B |

T4
L

s
|

[

Graphic tools
On the left of the Check Designer window is a pal ette containing tools for

drawing lines, boxes, or circles. These tools are similar to the tools you would
find in any paint or draw program on your Macintosh.

Untitled

\ By moving the mouse pointer onto the gray

bar at the top of the palette, you can drag

12}
i m

and drop it to any location on the screen.

s

KD
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Shaped like an arrow, this tool is used to select

3 and drag fields that already appear on the check
template. It is automatically selected when you

enter the Check Designer.

The Rectangle tool is used to make rectangles
|:| (boxes) which display selected data. To make a
rectangle, click the Rectangle tool (the pointer
changes to a cross), mouse over to the approxi-
mate spot on the checkform you want to place the
rectangle. Then click and hold the mouse button
down to draw and shape the rectangle. After
obtaining the proper size and shape for the rectan-
gle, release the mouse button. To move the rectan-
gle around on the form, use the pointer tool.

The Circle tool is used the same way as the Rect-
angle tool. See above.

O

The Diagonal line tool is used to draw lines. One
T such use is to separate fields and columns on the
pay stub. Use it the same way the Rectangle and

Circle tools are used.

The symbols on the Key represent the various
T, types of New fields you can add to a checkform.

Iacc. * This symbol signifiesaYTD field.
“ This symbol signifiesaFiscal YTD field.
A This symbol signifies an Hoursfield.

> This symbol signifies an Accumulated field.
1 This symbol signifies a Prompted field.

Note: The Fiscal YTD field (*) is not available in Aatrix PayCheck.
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Viewing checkform templates

When a checkform template is too large to fit completely on the screen, select
File> View and slide the cursor to the desired size to reduce the checkform to
75%, 66%, or 33% of its actual size. To return to the form's regular size, click
the close box in the upper left corner of the screen.

Note: You cannot edit the form while you are in view mode.

Display Options
The Check Designer utility comeswith many built-in display options. To access
them, select Edit > Display Options.

IEX Fields Font Style Help

Undo %7 |
Cut X T
Copy £

Paste 2By

Clear

Select All EA

Duplicate %D

Send to back

Bring to front

Display Optio Snap to Grid
Align... aepy Grid Size...

Show Grid #06
+ Show Rulers

Hide Tools Window

Usethese optionsto savetime and effort in designing or editing your checkform
template. As you make your choices, a check mark (v) will appear next to each
selection.

Snap to Grid

This feature lines up the print fields on the checkform by automatically
snapping the field into an exact grid location. Thisis useful when lining up
anumber of fieldsin arow or column. The grid isinvisible and does not
show up on the screen.

Show Grid

This option actually shows the checkform grid on the screen, allowing
more accurate drawing and positioning of fields. The grid will not print on
your checks.
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Grid Size

Thisfeature allows you to change the size of the grid squares appearing on
your screen. When selecting this option, a dialog window opens in which
you can adjust both the vertical and horizontal lines of the grid by entering
the number of spaces, in pixels, desired. Certain lines on the grid can be

darkened, giving amore detailed reference point and making the alignment
of different fields easier.

Note that the Grid Size option affects fields differently depending on
whether the fields were created using the Snap to Grid option.

Show Rulers

This option displays rulers at the top and the left hand side of the Check
Designer window. Use the rulers to line up fields with the mouse. To turn
the rulers off, select the Show Ruler s option again. The rulers will not
print on your checks.

O0=—————AatrixAML-2 laser =————UH|H
T q 5 Y
* The position of the mouse is shown on the rulers by small dotted
lines within the ruler (- - -). For example, the mouse position as A
shown below is 5.75 horizontal and 4.75 vertical. NOTE: The circle
and arrows do not appear in the Check Designer program. Iy —
/ . =
- - — - — - — - — = = FaraTatek | [
Met Pay as Text \ J
Marme ~
Address
City State Zip Code
[
.
) 1k =

Hide Tools/ Show Tools

The Hide Tools option removes the tool palette from the window display.
To re-display the tool palette, select Show Tools.
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Form Setup options

Thefirst thing to do when setting up acheckform templateisto establish the size
of the checkform you will be printing.

To access the Form Setup dialog, select File > Form Setup.

Form Setup

Enter the size of your form:

Length: Width:

] Fit as many as possible on a sheet of paper

Enter the size of your form

Carefully measure the size (in inches) of the form from top to bottom and
sideto side. Be as precise as possible, using decimals to express your form
length and width (e.g., 8.5, 3.8). The size of the form includes both the
check and any accompanying stub(s).

Fit as many as possible on a sheet of paper
Select this option only if your checkstock contains more than one check
per page. This option is primarily designed for checkstock that contains
two, three, or four checks on a sheet of paper.

If you need to use this option, enter a page size that represents the amount
of space each paycheck will use. This way, the program will fit as many
employee paychecks as it can on one page. Unless you designate it here,
the program will print only one paycheck per page.

Do NOT select this option if you are using continuous feed checks.

sheet, the size of your checkform must be setup appropriately in order
to print multiple checks per sheet. Also, if you plan to print these
checks from the Check Queue you must setup the When printing
queue, print ___ checks per page option in Printing preferences.

i If you are using checkstock that contains more than one check per
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Modifying existing checkform templates

If you decide to use one of the sample checkform templatesto print your checks
instead of creating anew onefrom scratch, you may find that the template needs
some modification so that it prints your checksthe way you want, For example,
you may want to add additional fields or you may want to move afield so that
it printsin adifferent location.

Instruction Set 9-1: Modifying an existing checkform template

1

From the menu bar, select Utilities > Check Designer.

If the checkform you wish to modify appears in the Check Designer
window, continue to the next step.

If an Untitled checkform or a checkform you don’t want to modify ap-
pears, select File > Close, select File > Open, in the window that appears
select the checkform you want, then click Open.

Modify the checkform template to fit your specific needs.

Instructions for moving, adding and deleting fields are provided in the sec-
tion called “Managing Check Designer fields” on page 9-34. If
you want to add graphics such as lines or boxes, refer to the section called
“Graphic tools” on page 9-5.

Note: To delete a field on a checkform template, select the field to delete with
the pointer tool, then hit the Delete key.

4

(Optional) Add a MICR line to the bottom of the checkform.

If you want your checks to print with a MICR line, refer to the document
called “MICR Check Printing” located in the Documentation folder on the
CD-ROM disk. This document outlines the different fields you need to add
to your checkform template and how to enable the MICR check printing
feature in the payroll program.
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5 Select File > Save As to save the modified checkform.

Save Form As

Save layout as:

Cancel] l Save “

By using the Save As option, you maintain a copy of the original template.
Once you name and save your template, you should use the Save com-
mand to save any further changes you may make.

6 Enter adescriptive name for your checkform. Use a name that will be
recognizable to others (just in case you get sick).

7  Click the Save button.

The program automatically saves the checkform template to the Check-
forms f folder of the currently open company.

8 Select File > Return to Payroll.

9 Test print your checkform. For details, refer to “ Test printing
checkforms” on page 9-37.

When you’ ve completed the checkform you want to use, select it in the
@ Defaults section of the Company Setup tab window. The program will
default to the designated checkform when you print checks.
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Creating new checkforms from scratch

The following instruction set is meant as a lesson to guide you through the
process of designing acheckform template from scratch. The template will print
one check per pagein the center with some stub information at thetop. To create
an entirely new check layout, you need to determine which fields the check
needs and where they will be placed on the template. When you are ready to
design your own customized checkform template, simply use the information
you learn from this lesson.

Instruction Set 9-2: Creating a new check design form

Thisinstruction set will produce atemplate for pre-printed checkstock. Because
most pre-printed checks come with certain text already printed on them (e.g.,
Company information, Check #, Pay to the order of) as well as graphics like the
signature line, the template won't include those type of fields.

1 Choose Utilities > Check Designer.

2 If an Untitled checkform window appears in the Check Designer win-
dow, continue to the next step.

If a completed checkform appears, select File > Close, then select File >
New to bring up a blank Untitled checkform window.

3 Select File > Save As.

4 Inthe dialog that appears, enter atitle (e.g., My Test Checkform) for
the checkform, then click Save.

5 Select File > Form Setup.

Form Setup

Enter the size of your form:

Length: Width:

inches inches

[ Fit as many as possible on a sheet of paper

Cancel l 0K l
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In the Form Setup dialog that appears, setup the form asillustrated. If
needed, refer to “ Form Setup options” on page 9-9.

(Optional) Select Edit > Display Options. Decide if you want to acti-
vate any of the available options. Refer to “Display Options” on
page 9-7.

Next you'll add fields to the checkform template. For complete details on
each field type, you can refer to the section called “ Fields (Text, Pic-
ture, New)” on page 9-20. For information on what you can do with
the fields once they are placed on atemplate (e.g., move, align), refer to the
section called “ Managing Check Designer fields” on page 9-34.

Add the fields for the “Check” portion of the paycheck.

To do so, select Fields > New Field.

Field Is:

[Normal Bl

|Paycheck Data i]

|Net Pay i]

Text during layout:  |Net Pay |

Cancel I 0K l

The top, middle, and bottom pop-up menus are used to create fields. For
example, the above illustration shows the selections needed to create a Net
Pay field. When the OK button is clicked, a Net Pay field will appear in the
upper left corner of the template. The data for this field will print on the
paychecks wherever it’s positioned on the template.

Add the following New fields to your checkform template and move them
to their proper locations in the center of the checkform.

Top pop-up menu  Middle pop-up menu Bottom pop-up menu
Normal Paycheck Data Net Pay as Text
Normal Paycheck Data Payroll Date
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Normal Paycheck Data Net Pay
Normal Personal Data Name
Norma Personal Data Address
Normal Personal Data City
Normal Personal Data State
Normal Personal Data Zip Code

When you are done adding these fields and moving them to their proper lo-
cations, the template should ook similar to the following illustration.

0= MyTesttheckhrn=————HIHB
m_ 1 R A A N C A A

im

|w

Met Pay as Text Payrol| Date Net Pay

Hame

Address
City State  Zip Code

|.u

|u|

S

KD

You can change the font and font style using the Font and Style menu
commands. For details, refer to “ Changing fonts and font styles”

on page 9-35.

The bottom 5/8 inch of a checkform must be clear of borders, lines, or
graphics of any kind. The only item that can appear on the bottom 5/8
inch of the check is your bank information, printed with the MICR font.

9 Add fields to the “ Stub” portion of the paycheck.

Because atypical stub has many fields, these instructions will have you
add only afew fields to give you a general idea of how to create the stub
portion of your checkform. You may find it helpful to open one of the sam-
ple checkform templates to see how their stubs are setup and positioned.
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changes. If you totally mess up, you can close the checkform without

@ It is recommended that you select File > Save frequently to save your

saving, then open the it again to continue setting up the template.

Add the following New fields to the checkform template and move them to
their proper locations at the top of the checkform.

Top pop-up menu  Middle pop-up menu

Normal
Norma
Normal
Normal

Personal Data
Personal Data
Paycheck Data
Paycheck Data

Bottom pop-up menu
Name

Socia Sec. Number
Payroll Date

Check Number

When you are done adding these fields and moving them to their proper lo-
cations, the template should ook similar to the following illustration.

[0 =————My Test Checkform =
| I N N N =
Name Social Sec. Number Payroll Date
i ] 4
ThisisaText field
[+
il [« ]2

Now use the Text Field command in the Fields menu to add the Text fields
that will become the headers for your columns and rows of stub data. If
necessary, refer to“Adding Text fields” on page 9-20.

Refer to the following illustration for the naming of the text fields and

where they should be positioned.
0 =——— MyTest Checkform HE
| I T T T T T L =
Name Social Sec. Mumber Payroll Date Check # Chk #|
1 Description Hours  Current Year -to-date Description Current ¥-T-D
—1 Regular Pay Federal Tax
] Orvertime State Tax
1 D Dvertime FICA Tax
— Commission Local Tax
Bonus Miscellaneous
TOTALS TOTALS
-
[=|
il [«»]~
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Next you will add some calculating fields to the stub. The purpose of these
fieldsisto print paycheck data such as hours worked, regular pay amounts,
and Y TD amounts.

Add the following New fields to the checkform template and move them to

their proper locations at the top of the checkform.

Top pop-up menu

Middle pop-up menu

Bottom pop-up menu

Hours Regular Pay Types Regular Pay
Normal Regular Pay Types Regular Pay
Year to Date Regular Pay Types Regular Pay
Normal Deduction Groups Federal
Year to Date Deduction Groups Federal

When you are done adding these fields and moving them to their proper lo-
cations, the template should look similar to the following illustration.

O =——————— My Test Checkform ==
| I D - T (R N N L
Hame Social Sec. Number Payroll Date Check # Chk #|
1 Description Hauk Lurent damdad Description
— Regqular P€ alGeneral Pay General Pay sGeneral Pay ) Federal Tax Federal #Federal
Overti State Tax
1 D. Overtime FICA Tax
— Commission Local Tax
Bonus Miscel laneous
TOTALS TOTAL
—
[+]
il [«]»]2

You should now have a general idea on how to create a variety of stub
fields. Next you will add the fields needed to compl ete the deduction col-
umn and then you'll create afield that totals the data in the column.

Add the following New fields to the checkform template and move them to
their proper locations at the top of the checkform.

Top pop-up menu

Middle pop-up menu

Bottom pop-up menu

Normal Deduction Groups State
Normal Deduction Groups Social Security
Normal Deduction Groups Local
Normal Deduction Groups Miscellaneous
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When you are done adding these fields and moving them to their proper lo-
cations, the template should look similar to the following illustration.

O==——————— WMyTest thecklorm=>=—-—————[0H
| IR N T T N T L =
Hame Social Sec. Number Payroll Date Check # Chk #
1 Description Hours  Current ‘ear - to-date Description Current ¥-7-D
— Regular Pay aGeneral Pay General Pay sGeneral Pay Federal Tax sFederal
] Orwertime State Tax
D. Owertime FICH Tax
—] Commission Local Tax
Bonus Miscellaneous
TOTALS TOTAL
B -
[=|
il [«D]2

Now you are ready to create afield that will total the fieldsin the deduction
column. To create thisfield, select Fields > New Field. In the dialog that
appears, select the Accumulated option in the top pop-up menu.

The following dialog will appear. Select the State item from the left list,
then click the Assign button. The State item will be added to the Accumu-
lating list on the right.

O ————————Accumulator field ==
Numeric fields on form: Accumulating (Max 50):
AD. OT Hrs - State
A
D. Overtime E'gn\);] Federal
*D. Overtime FICA
Commission Local
Bonus Misc.
*Bonus
*Commission _
Local =
sLocal - [=]
sMisc. - Ed

Continue assigning the deduction items to the Accumulating list until your
dialog looks like the above illustration.
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After assigning the appropriate items, click the close box and adialog like
the following will appear.

Field Is:

Accumulated... =

Text during layout: tot ded
Cancel l 0K l

In the Text during layout textbox, enter a brief title for the field such as
tot ded, then click OK.

When you click OK, the field will appear in the upper left corner of the
template. The name of the field will include a y character to signify that it
isan Accumulated field.

Move thisfield to its proper location. Your template should now look simi-
lar to the following illustration.

O =———— MyTest theckform=—"—"r———— U0 E
B o E o E T E TR
Hame Social Sec. Number Payraoll Date Check # Chk #
| Description Hours Current Year-to-date Description Current ¥-T-D
1 Regular Pay aGeneral Pay General Pay eGeneral Pay Federal Tax Federal sFederal
1 overtime State Tax State
1| b Overtime FICH Tax FICA
| Commission Local Tax Local
| Bonus Miscel laneous i
TOTALS TOTALS Ztot ded
-
1 [+
i [« =

Up to this point, you have learned how to use the optionsin the New Fields
dialog to create many different types of fields such asthe Normal, Hours,
Year to Date and Accumulated types.
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Finish adding the fields to the stub portion of your checkform template.
When you are done, your template should look similar to the following il-
[ustration.

[ ==—————— My Test Checkiorm ———0—"—"—————00 g
| I N T T I T L =
Name Social Sec. Mumber Payroll Date Check # Chk #|
1 Description Hours  Current Year -to-date Description Current ¥-T-D
—| Regular Pay aGeneral Pay General Pay eGeneral Pay Federal Tax Federal eFederal
| overtime a0T Hrs  Overtime e0vertime State Tax State eState
D Overtime  aD.OT Hrs D, Overtime oD, Overtime FICA Tax FICA *FICA
— Commission Commission sCommission Local Tax Local #Local
Bonus Bonus eBonus Miscellaneous Misc. *Misc.
TOTALS aGross Pay Gross Pay oGross Pay TOTALS ot ded Ftotal ¥TD
] -
[+
i [« ]~

(Optional) Use the tools in the tool palette to draw lines or boxes to
separate the data in the columns and rows.

(Optional) Add a MICR line to the bottom of the checkform.

If you want your checks to print with aMICR line, refer to the document
called “MICR Check Printing” located in the Documentation folder on the
CD-ROM disk. This document outlines the different fields you need to add
to your checkform template and how to enable the MICR check printing
feature in the payroll program.

Select File> Save.
Select File > Return to Payroll.

Test print your checkform. For details, refer to “ Test printing
checkforms” on page 9-37.

Defaults section of the Company Setup tab window. The program will

@ When you’ ve completed the checkform you want to use, select it in the

default to the designated checkform when you print checks.
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Fields (Text, Picture, New)

This section providesinstructions for the three different types of fields you can
add to your checkform templates.

Adding Text fields

Text fields are fields that contain written text. They are used primarily for
headers and identifying other types of fields. Text fields print on your checks
exactly the way they appear on the checkform.

Some standard Text fieldsare Memo, Pay to the order of, and DOLLARS. If you
are using pre-printed checkstock, you won’t need to add them to your template.

Instruction Set 9-3: Adding a text field

1 Select Fields > Text Field.

Enter the text for this item:

|

2 Enter the text you want printed on your checks.
3 Click OK.
The text you entered appears in the upper left corner of the template

4 Move the newly created Text field to its correct position. If neces-
sary, refer to “Moving fields” on page 9-36.

5 (Optional) Change the font and font style of the Text field using the
Font and Style menu commands.

text line at a time. Enter one line of text in the text field, click OK, then

@ To enter multiple lines of text for such things as an address, do so one
choose the Text Field command again to enter the next line.
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Adding Picture fields

Picture fields are fields that contain graphics, such as your corporate logo or
your signature. They are a nice feature in that you can customize your checks
with unique designsthat identify your company. It isrecommended that you add
picture fields after all other fields have been added, positioned and tested.

Instruction Set 9-4: Adding a Picture field

1 Whileinapaint program or graphic viewer, copy your PICT Art or graphic
into the Clipboard. (If needed, see your Macintosh Reference manual for
instructions on using the Clipboard).

2 Open the checkform template to which the Picture field will be added.

3 Select Fields > Picture Field.

The Picture Field command is grayed out if thereis no picture in your Clip-
board.

4 Move the Picture field to the desired location on the checkform.

Back and Edit > Bring to Front commands to re-position the fields

@ If the Picturefield is placed on top of a text field, use the Edit > Send to
correctly.

Syle to Outline. Thiswill white out the center of the text and make it

@ To make text visible over a picture, select the Text field and change the
visible on a black background.
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Adding New fields

TheNew Field option alowsyou to add datafields onto your checkform. These
may include such items as deductions, employer paid contributions, extra
income, and any other items you have set up in your payroll program.

Instruction Set 9-5: Adding a New field

1 Open the checkform template you want to add New fields to.

2 Select Fields> New Field.

Field Is:
|Nnrmﬂ| i]
|Persona| Data i]
|Address i]

Text during layout: |A|:||:I|'ess |

Cancel | l 0K |I

The New field dialog allows you to select any variable in the payroll pro-
gram and place them on your checkform template.

When you select an option from the top pop-up menu, the middle pop-up
menu displays the categories associated with the option selected in the top
pop-up menu.

As you choose categories from the middle pop-up menu, the third pop-up
menu will display the categories associated with your selection in the mid-
dle pop-up menu.

Note: The aboveillustration shows the selections needed to create an employ-
ee Address field.
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What does*” Text during layout” do?

Thetext in the “ Text during layout” text box defaults to the name of the
item selected in the bottom pop-up menu. This text helps you to recognize
the fields on your checkform; it does not print on your checks. You can
change the text by placing the cursor in the textbox and typing the text you
want.

From the pop-up menus, select the desired combination of items. For
more information, refer to “New fields described” on page 9-24.

Click OK.

The New field appears in the top left corner of the checkform template.

Move the field to its desired location.

Continue adding as many New fields as you need to complete the
checkform.
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New fields described

This section describes many of the options available in the New field dialog. In
most cases, what you select in the top pop-up menu controls which options
become available in the other two pop-up menus.

Fiscal YTD Hours

BP——————
=+ Normal
Yearto Date
Fi Fiscal YID
Hours -
Accumulated... -k
Prompted... a I
Pay Rate -
YID Hours HEY
ining

Applicable Wages

Applicable Tips ncel

Overtime Hours
Overtime Amount
D. Overtime Hours
D. Overtime Amount

Accumulated
An Accumulated field allows you to add up other fields you have already
placed on the form. You can combine up to fifty (50) different fields for
your own customized cal culations. When you select the Accumul ated field,
the following dialog will appear.

0 =0—————Acaumulatorfiell 0"0"————=g
Mumeric fields on form: Accumulating (Max 50):

-
-

The Accumulator field dialog allows you to select items from the | eft list
and assign them to the accumul ated fields on the right side.
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The items you select will be added together to produce the accumul ated
variable. For example, an accumulation can be used to create atotal deduc-
tionsfield that adds up the total deductions for the pay period.

After assigning your fieldsto the right side, click the close box in the upper
left corner. Enter atitle in the Text during layout textbox for your “accu-
mulator” field. Keep thetitle short if possible, in order not to clutter up the
form template.

When you click OK, the field will appear on the checkform template with
a“y” character next to it signifying that the field is an accumulated field.

Prompted
A Prompted field allows you to enter information for paychecks (e.g.,
memo) just before printing them. When you select this field type, the fol-
lowing dialog appears.

Title to prompt with: [32 chrs]

Default to: [50 chrs]

()

The Prompt for thisfield is away of reminding yourself what thefield is
for when you actually use the checkform to print checks. For example, the
prompt could be “Enter memo”. This text will appear when you actually
use the checkform to print checks. The Default text can be something you
always want to appear for thisfield such as “Have a Good Day!”. Use the
Default field if the prompted information never or rarely changes.

When you click OK, a“" (paragraph mark) character is displayed along-
side the prompted field as an identification mark. Move the prompted field
where you want it to print.
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When you use this checkform to print checks, a dialog such as the follow-
ing will appear.

Enter memo:

[1Ssave for all subsequent checks

If the "Save" button is checked, you won't see thiz dialog again until the check form is read
in again (select "Switch Temnplate™). Abort will cancel the current print operation.

Abort ll oK ll

Notice that the prompted text “ Enter memo” displayed at the top of the di-
alog to remind you what thisfield isfor. Enter the text you want printed on
the check. If thistext will be the same for all the employees, mark the Save
check box. The program prints the text on the checks. If you don’t save,
different text can be entered for each paycheck.

Pay Rate
Prints the employee pay rates on the paychecks.

Hours
PrintstheYTD and Fiscal Y TD Hours on the paychecks.

Applicable wages and tips
Prints the amount of applicable wages or tips applied to whatever you se-
lect in the bottom pop-up menu.

Overtime
Prints the employee's OT and DOT hours and amounts for the pay period.

Note: The Pay Rate, Hours, and Applicable wages and tips options are not
available in Aatrix PayCheck.
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Normal (Year to Date, Fiscal YTD and Hours)

Note: Because there as so many possible combinations for the Normal, Year to
Date, Fiscal YTD and Hours field types, only the Normal type will be illustrat-
ed as well as some options that need further explanation.

Normal/Paycheck Data

The following illustration shows what options are available in the bottom
pop-up menu when the Paycheck Data option is selected in the middle
pOop-up Menu.

Field Is:

|Norma|

o] Lo

|Paycheck Data

+ Adjusted Gross
Available Holiday

1 Awvailable Sick

Available Vacation
Check Number :]
Gross Pay j
== NetPay

Net Pay as Text

Payroll Date

Pay Period Ending

Available Medical F5A

Available Dep. Care FSA

Net pay [plain]

Stub detail - Income w/header
Stub detail - Income

Stub detail - Deductions w/header
Stub detail - Deductions

Stub detail - Empir Paid w/header
Stub detail - Empir Paid

Pay Period 5tarting Date

¢ Usethe Adjusted Grossfield only when you are sheltering deduc-
tions. It isthe actual gross pay that the deductions were based on.

* The Net Pay field prints with the characters you set up in Preferences
(such as*** asterisks), while Net pay [plain] prints without any char-
acters and is generally placed on the pay stub portion of the check.

e The Stub detail fields, when placed on a checkform, automatically
calculate employee income, deductions, and employer contributions.
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Normal/(Income Sour ces, Deduction Types, Emplr. Cont. Types)
When you select either the Income Sour ces, Deduction Types, or Empilr.
Cont. Types option from the middle pop-up menu, the bottom pop-up

menu will list your “available” payroll items.

The following illustration shows an example of the options available in the
bottom pop-up menu when Income Sour cesiis selected from the middle

POpP-up menu.
Field Is:
|Nurma| i]
|In|:nme Sources i]
+ Training =
Reimbursement _k__j
1 wvacation |Tl'aining |
Cancel | l 0K ||

Note: The Income Sources option is not available in Aatrix Paycheck.

Normal/Regular Pay Types

When you select the Regular Pay Types option in the middle pop-up
menu, the bottom pop-up menu will list the Income itemsthat are built into

the payroll program.

Regular Overtime

1 Regular D. Overtime
Regular Commission
Regular Bonus
Advance EIC

Field Is:
[Normal Bl
|Regu|ar Pay Types i]
v Regular Pay -'t:—]

ular Pay
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Normal/Other Types
When you select the Other Types option in the middle pop-up menu, the
bottom pop-up menu will list avariety of miscellaneous fields.

Field Is:

Mormal

|Other Tvpes
Company Name

« Company Address 1
Company Address 2 [®
1 cCompanyAddress3 ppanyAddress |
Company Federal ID
Company State ID#1 |ycql
Current Date
Current Time
Employee File Name
Employee List Name
Report Page Number
Report Pariod
Company State 1D #2
Company 5tate ID #3
Company State 1D #4
Company State #1
Company 5tate #2
Company State #3
Company State #4

a“* Iu u

e The Report Page Number and Report Period selections are not avail-
able in Check Designer and appear in gray.
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Normal /(Deduction Groups, Empl. Paid Groups)

When you select either the Deduction Groups or Empl. Paid Groups op-
tion from the middle pop-up menu, the bottom pop-up menu will list all the
“types’ that a payroll item can be. Type fields, when placed on a check-
form, total al the payroll items of the same type. For example, if you have
two pension deductions, the Pension type field total the amounts of both
pensions.

Thefollowing illustration shows an example of the options available in the
bottom pop-up menu when Deduction Groupsis selected from the middie
pop-up menu.

Field Is:
[Normal =
[Deduction Groups =
v Federal :*
Social Security —
1 Pension al
State

Miscellaneous

Special Group 1
Special Group 2
Special Group 3

Flex Spending Account
Medicare

Disability

Training

Garnishment

Child Support
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Normal/Active Income Fields

The Active Income fields will only print the extraincome items that were
used for this pay period. For example, if you have ten different extrain-
come items, but only use four on a given pay period, only those four will
print on the check. This way, you will not have to change your checkform
each time you use different extraincome items.

Note: The Active Income Fields option is not available in Aatrix PayCheck.

The following illustration shows an example of the options available in the
bottom pop-up menu when Active Income Fieldsis selected from the mid-
dle pop-up menu.

Field Is:
[Normal B
|Active Income Fields ij
+ Active Income 1 \i"
Active Income 2 [

1 Active Income 3 ve Income 1

Active Income 4
Active Income 5 cel

Active Income 6
Active Income 7
Active Income 8
Active Income 9
Excess Income
Income Explanations
Inc. Expls. [inc. rts]

¢ AnExcessIncome field will subtotal all extraincome items after your
ninth one, in case you have more than nine.

¢ AnlncomeExplanationsfield will place alegend or key on the
checkform to detail what the extraincome items represent. Be sure to
leave adequate room for the legend at the bottom of your stub portion.
The program marks each item with a small case letter. For example:

a) 34.43 b) 54.78 ¢) 50.00

The Income Explanations field will then specify what each letter stands
for. For example:

a) Overtime; b) Training; c) Travel money
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e Thelnc. Expls. [inc. rtg] field works the same way as the Income Ex-
planations field, but it also provides the hourly rate for each extrain-
come item, if applicable. In order for thisfield to work properly, you
must have the Active Income fields on the checkform. The legend
should be placed at the bottom of the check or stub and will look
something like the following when it is printed out:

a) Overtime [8.75/hr]; b) Training [12.50/hr]; c) Travel money

Normal/Liability Checks

When you select the Liability Checks option in the middle pop-up menu,
the bottom pop-up menu will list the fields that should be used specifically
for liability checkform templates.

Field Is:

|Nnrma|

o] |o]

[Liability Checks

v Payto the order of
Payee's address

1 Check amount e order of

Check amount as text
Check date

Memo

Liability amounts column
Liability titles column
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Editing fields

Throughout the process of creating or modifying a checkform template, there
will be times when you need to edit or modify aText field or New field that has
already been placed on the template.

Instruction Set 9-6: Editing a field

1 Open the checkform template that has a field you want to edit.
2 Double-click the field (Text or New) you want to edit.

3 Inthedialog that appears, edit the field as needed.

e If you are editing a Text field, type in the new text or edit the existing
text.

e If you are editing a New field, select the appropriate options from the
pop-up Menus.

4 Click OK.
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Managing Check Designer fields

Once afield has been placed on your template, there are many things you can
doto get it to print the way you want. For example, you may want to change the
font or you may need to usethe Align feature to properly align a column of data.
Feel free to experiment with the different methods described in this section.

Aligning fields

The Align feature allows you to align multiple fields to the | eft, right, top, or
bottom of a checkform.

Instruction Set 9-7: Aligning a field on a checkform

1 Onthetemplate, select the fields you want to align.

2  Select Edit > Align.

Align Fields:
~ Horizontal edges:
) Right ) Left @ None

- Vertical edges:
) Bottom ) Top @ Mone

[Cancel ] [ OK ]

3 Inthe dialog window that appears, choose the direction to align the
selected fields.

Note: You can align fields either by column or by row, but not by both column
and row simultaneously.

4 Click OK.
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Changing fonts and font styles

Y ou can further customize your paychecks by choosing the individual font and
size of each field on the checkform. All fields can be the same font and size, or
each field can be different. However, make sure you use fonts that your printer
will recognize.

To set the font or size of afield before you place it on the checkform, use the
Font and Style menus to select the desired setting before defining the field. To
change afont or size after afield has been placed on the form, select that field
by clicking on it and use the Font or Style menusto change the setting. Usethe
Other command in the Style menu to set afont size that is not available from
the menu. Thiswould be used to enter avery large font size.

Deleting fields

There may be times when you need to remove afield from atemplate.

Instruction Set 9-8: Deleting a field

Listed below are two ways to remove afield from atemplate:
¢ Select the field(s) to remove, then select Edit > Clear.

e Select the field(s) to remove, then press the DELETE key.

Duplicating fields

There may be times when you want to duplicate afield. All types of fields,
including Picture and Text fields, can be duplicated.

Instruction Set 9-9: Duplicating a field
Listed below are 2 ways to duplicate afield on atemplate:

e Select the field(s) to duplicate, then select Edit > Duplicate. The duplicat-
ed field appears on the template. Move the field where you want it to print.

e Select thefield(s) to duplicate, then select Edit > Copy to copy thefield to
the Clipboard. Select Edit > Paste. The duplicated field appears in the top
left corner of the template. Move the field where you want it to print.
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Moving fields

Once afield has been placed onto atemplate, there are several waysto movethe
field into its correct position.

Instruction Set 9-10: Moving fields

There are four different ways you can move afield.

Click the mouse pointer anywhere on the text of the field. When the han-
dles (four squares at the corners of the field, see below) appear, click the
field while holding the mouse button down. Drag the field into the new po-
sition (ashow box will show you where the field will be placed), and let up
on the mouse button.

.Regular Pay.
L3

You can move any item or group of items by selecting them and using the
arrow keys located at the bottom right corner of your keyboard to move the
item(s). Thiswill move the item 1/72 of an inch.

Select the field(s) to move. Then while holding down the command key,
use the arrow keys to move the selected field(s).

Select the field(s) to move. Select Edit > Cut (the field will be cut to the
Clipboard). Use your mouse to select the new location for the field(s). Se-
lect Edit > Paste to place the field(s) back on the form.

Selecting fields

To select asinglefield, click the mouse pointer anywhere on the text of the field.

To select multiple fields, hold down the SHIFT key while clicking the mouse
pointer on the text of the fields. Y ou will note that each item you select has
‘handles’ on the corners.
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Test printing checkforms

After designing or modifying your checkform template, you will need to test
print the template using real data. This allows you to verify that the finished
form prints exactly how you intended.

Instruction Set 9-11: Test printing a checkform
1 If your checkform template is open, select File > Return to Payroll.

2 Inthe Process Payroll tab window, select an employee in the Employ-
ee List.

3 Click the Print Check button.

Print Check Options

r Check printing setup_

1)

Cheekform: [Aatrix AML-2 Laser

Starting check number : 4562
Diate on sbonk: 1/26/02 # Checks will be stored by this date. You can
. change this setting in Employee Preferences
Pay period ending date: | 1/26/02

— Direct deposit ploy only:

Direct Depasit form: |NDHE ¥ I

D Faor this pawroll, instead of direct deposit, print checks for employees who are
marked for Direct Deposit

e

4 Make sure the checkform template you want is selected from the
Checkform pop-up menu.

5 Insert blank paper into your printer.

6 Click OK.
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7 Inthe Print dialog that appears, click the Print button.

Be sure that after printing, you do NOT record any of your test check
& printouts.

8 Hold the paycheck printout over one of your pre-printed checkstock
sheets. Verify that all the fields on the paycheck line up with the
fields on the actual pre-printed check sheet.

9 If needed, make any necessary adjustments (e.g., move or align
fields) to the template by opening the template in the Check Designer
and making the changes you need.

10 Repeat steps 2 to 9 until the check prints out as needed.

If you cannot get your check to print out as intended, you can try the following
suggestions to correct the problem.

¢ Adjust the size of the template by selecting File > Form Setup.
¢ Change the checkform orientation by selecting File > Page Setup.

e If your checkform requires printing beyond the normal printer bound-
aries, you may try selecting the Larger Print Area optionin File >
Page Setup to seeif that corrects your problem.

Changing to a different printer can cause significant variations in the
f E output.
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Chapter overview
The following information is covered in this chapter:
. e Time Card vs. Time Card Remote
¢ The Employee Time Sheet
e Using Time Card

¢ Using Time Card Remote
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Time Card overview

Time Card is afeature of your payroll program that allows you to store
employeework information (e.g., date worked, punch in/out times) in employee
time sheets. When you process payroll, simply import the Time Card data and
your payroll program will automatically insert the hours into each employee’s
paysheet and make all the calculations for you.

Time Card vs. Time Card Remote

Y ou can use one of two methods for entering work information (e.g., date
worked, punch infout times) into the employee time sheets. We do not
recommend one method over the other. The method you choose depends on your
own particular situation. The two methods are:

Time Card With this method you use the Time Card feature
within your payroll program. It is here that you
manually enter your employee work information
into the empl oyee time sheets. For complete
details, refer to“ Using Time Card” on
page 10-4.

TimeCard Remote  With this method you use a separate application
called Time Card Remote to collect your employee
work information. Time Card Remote can be run
on the same computer that your payroll program is
installed on or you can run it on adifferent (i.e.,
remote) computer. Before processing payroll, you
need to export your employee hours out of Time
Card Remote and then import it into your payroll
program. For complete details, refer to “ Using
Time Card Remote” on page 10-11.

Note: All entries remain in the employee time sheets until you close out the
year.

10-2
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The Employee Time Sheet

To access the Employee Time Sheet window, open your payroll program, then
select Activities> Time Card.

Employee Time Sheet

Save Frint

Employee: Adams,Samuel )

Master List Date: In: Out: Hours:  Income Source:
Adarns, Sarnuel J T/T/02 [ TE2 A 4:30 P 2.97 [Regular Pa:
Andetson, JohnJ 374702 | 200 AM | 1130 AM | 350 |Reqular Pa

andrews, Mary 11 374702 | 1202PM | 430 PM_| 47 |Regular Pay

Blake, Lillith L
Carlzon, Caral M
Carpenter, Pat H
Crosby, Michael 0
Dahl, Perter R
Dietz, Raymand R
Eastman, Bonnie [
Ebert, Louie N
Englizh, Robert &
Erikson, Ronald T
Evans, Ruth K
Fritz, Jon .l

=

]

LRI

The payroll program stores your employee work information (e.g., date, punch
in/out) in individual time sheets. How the hours get entered into the time sheets
depend on which of the following methods you are using.

Time Card If you are using Time Card from within the payroll
program, manually enter the work information in each
individual employee time sheet. For details, refer to
“Manually entering data into time sheets” on

page 10-5.
TimeCard If you are using Time Card Remote, the import process
Remote automatically places your employee work information

into each individual employee time shest.

Each time sheet entry includes the following information:
e Date
e Punch In and Punch Out times.

¢ Number of hours and minutes worked. (The program automatically
calculates the In/Out time and then displays that time in hundredthsin
the Hours field.)

¢ Name of theincome item that the hours should be applied to.

10-3
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Using Time Card

Time Card isafeature within your payroll program. It is here that you manually
enter your employee work information (e.g., date worked, punch in/out times)
into the employee time sheets.

Employee Time Sheet

=~ H==h B
S0
Save Frint Original

- Employee: Adams,Samuel )

Master List Date: In: Out: Hours: Incorne Source :
Adams, Sarmuel J T/T/02 | I AM 430PM | 837 |Reqular Pay
Anderson, Jofin J 374702 | B:00 AM | 1130 AM | 350 |Regular Pa

gndrews, Mary 11 574702 | 1202FM | 430FM | 447 |Regular Fa

Blake, Lillith L
Carlson, Caral M
Carpenter, Pat H
Crosby, Michael 0
Dahl, Perter R
Dietz, Raymond R
Eastman, Bonnie [
Ebert, Louie N
Englizh, Robert &
Erikson, Ronald T
Evans, Ruth K
Fritz, Jan .l

=

]

4 Ju)

Before using Time Card
Before you begin using Time Card, complete the following steps:

¢ Open your computer’s Date & Time Control Panel and set the Time
Format to the 12 Hour setting.

e Settheoptionsinthe Time Card Preferencesto your needs. For ex-
ample, hours are entered in a 12 hour (AM/PM) or 24 (0-23) format.
For more information, refer to Time Card preferences in Chapter 2.

¢ Make sure the option ‘ Default to employee hours from previous peri-
od’ in Employee Preferencesis NOT selected if you plan to use the
Time Card hoursfor processing payroll. For more information, refer to
Employee preferences in Chapter 2.

10-4
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Manually entering data into time sheets

The following instructions guide you through the process of manually entering
your employee’ s work information into time sheets.

Instruction Set 10-1: Manually entering data into a time sheet

1 Inyour payroll program, select Activities> Time Card.

Employee Time Sheat

(—— Revert to
Save Frint Original
_ Employee: Adams,Samuel J
Master List Date: In: ut: Hours:  Income Source:
Adarms, Samuel J /T2 | FEZ AM 4 Z0 P 2.97 |Reqular Pa
Anderson, John .J T/4/02 | 200 AM_| 1130 AM | 350 |Reqular Pa

Andrews, Mary M
Eartz, Theodare 5
Blake, Lillith L
Carlson, Caral M
Carpenter, Pat H
Crosby, Michael O
[ahl, Perter B
Dietz, Raymand R
Eastman, Bonnie [
Ebert, Louie N
Englizh, Rabert &
Erikson, Ronald T
Evans, Ruth K
Fritz, Jon J

kil

F4/02 | 12:02PM | 4:30 PM 447 [Reqular P

4]

« [ T

Note: Both the Tab and Enter keys will move the cursor from field to field.

2 Fromthe Employee List on the left, select an employee.

3 Enter the employee’s work information in the appropriate fields.

A description of each field and how to enter your information is provided
in the section called “ Time sheet datafields’ on page 10-6.

4 Click the Save button.
5 Repeat steps 2 to 4 for each employee you need to enter data for.

6 When you are ready to process payroll, refer to “Importing Time
Card hours into payroll” on page 10-27.

10-5
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Time sheet data fields

[rate: In: Out: Hioursz Income Source :

Date

The program always assumes you are entering hours for the current month
and current year. To enter hours for the current month, enter the date of the
month such as 26th, or 27th, or 28th in the Datefield. Pressthe Tab key (or
Enter key), and the program automatically fillsin the Date field with the
appropriate date format (e.g., 9/26/02).

month and the date by using a “ separator” of your choice. Separators
can be any character (e.g., a period, star, plus sign, space, or |etter)

except a number. For example, enter 6* 30 for June 30th, press the Tab
key (or Enter key), and the program fillsin the Date field with 6/30/02.

@ To enter hours for a date other than the current month, enter both the

In/Out

Basic time entry

To enter straight hours such as 7:00, 10:00, or 23:00, enter the digitsfor the
hour such as 7, 10, or 23. Pressthe Tab key (or Enter key), and the program
fillsin the field in the appropriate format. For entries which include either
minutes or hundredths (e.g., 7:22, 23:92), enter the hour, followed by a
“separator” of your choosing, then enter the minutes’hundredths. For ex-
ample, you could enter 7*22 (for 7:22), hit Tab or Enter, and the program
would fill in the field with 7:22.

Information on 24 Hour entries

If you have the 24 Hour option selected in Time Card Preferences, the pro-
gram will not add the AM/PM information like it will if you select the 12
Hour option.

Information on 12 Hour (AM/PM) entries

For entriesin the I n field, the program assumes that the times entered are
AM times. If the entry isa PM time, you need to place a separator after the
time entry, and then type the letter “p” for PM. For example, to enter 11:15
PM inthe“In” field, you could enter 11* 15* p and the program would for-
mat it as 11:15 PM when you press the Tab key (or Enter key).
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For entriesin the Out field, the program cal culates whether the time entry
isan AM or PM entry based upon the entry in the In field.

For example, if you entered 10:00 AM in the In field and 2* 15 in the Out
field, the program would format the Out entry as 2:15 PM when you press
the Tab or Enter key. If you entered 8:00 AM intheln field and 10*45 in
the Out field, the program would format the Out field entry as 10:45 AM
when you press the Tab or Enter key.

Note: These last two examples illustrate how the program uses the noon hour
in determining whether the time entry should be AM or PM

I n/Out entries which involve Midnight

The program will calculate the In/Out time for entries which involve a
midnight shift. The manner in which you enter a midnight value depends
on which Time Format option (12 Hour or 24 Hour) you have selected in
the Time Card Preferences.

The following example illustrates how you could enter hours which in-
volve midnight using the 12 Hour option. The midnight hour is entered as
12:00 AM.

Date: In: Out: Hours Income Source :
Z42/02 | 10:00FM 500 A .02 |Regular Pay
ZSES02 | 11 :00PM & 00 A Z.50 |Regular Pay
/302 | 12:004M & 00 AM 4.50 [Reqular Pay

The next exampleillustrates how you could enter hours which involve
midnight using the 24 hour option. Midnight is entered as 0:00 not 24:00.

[rate: In: Out Hours Inzome Source :
/4702 22:00 5:00 £.00  |Regular Pay
24702 2300 400 5.00  |Regular Paw
Z/15/02 000 & 00 5.00 |Regular Pay

10-7
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Hours

The program automatically calculates each In/Out time and displays the
number of hours and minutes/hundredths worked in the Hour s field.

v

If you know the number of hours and minutes the employee has wor ked,
you can enter thisvalue in the Hours field and leave the In/Out fields
blank. If you choose this method of time entry, the minutes value MUST
be entered in hundredths.

ncome Sour ce

The information entered in the I ncome Sour ce field tells the program
which income item to apply specific hours to when you import hours for
payroll processing.

A

If you are using the Aatrix PayCheck payroll program, your list of
available income sources will include ONLY Regular Pay, Regular OT,
and Regular Dbl OT.

What income source choices you have depend on whether or not the Auto-
matic Overtime Calculation option is selected and set up in the Time Card
Preferences.

If the Automatic Overtime Calculation option isset up in Time
Card Preferences:

When you tab to the Income Sour ce field, the program fillsin the field
with the Regular Pay income type. When you import the Time Card
hours for payroll processing, the program cal culates the number of
hours and enters these hours into the appropriate fields (regular, over-
time, and double overtime) of the employee's paysheet. If you need to
assign specific hours (e.g., the employee worked a holiday) to over-
time or double overtime, click your mouse in the I ncome Sour cefield.
A pop-up menu will appear (see below) allowing you to select the ap-
propriate income item.

Drate : In: Out Hours : Income Source :
/14702 2200 5:00 .00 |Feqular Pa
Regular Pay
Regular OT

Regular Dbl OT
AL
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If you want to assign hoursto extraincomeitems (e.g., Training)
in addition to the regular income AND you don’t have the Auto-
matic Overtime Calculation option set up in Time Card Preferenc-
es, the program offers the following two methods for entering an
income item name.

1) When you tab to the Income Sour cefield, enter thefirst letter of the
name of the income item you wish to apply these specific hours to.
The program will search your list of available income items and auto-
matically fill in the field with the name of the income item that it first
matches. If the program selected the wrong income item, type in the
next letter of the income item name and the program will search for
the next closest match, and so on.

2) Press Command-L when you tab to the Income Sourcefield. A di-
alog will appear listing your available income items. Select thein-
come item you wish to apply these specific hours to, then click the
Select button. The income item you selected will be entered into the
Income Sour ce field.
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Printing employee time sheets

You can, at any time, print out your employees’ work hours to verify the data
entries and to keep a hard copy on file.

Instruction Set 10-2: Printing an employee time sheet
1 From the Employees tab window, select Activities> Time Card.

2 From the Employee List on the left, select the employee whose time
sheet you want to print.

3 Click the Print button.

Print time entries for the date range:

@ One month: () One quarter: |1st quarter > I
) One day: 3/8/02 ) Between: 3/8/02

and |3/8/02

4 Limit the time period to only those entries you want to print.
5 Click the Print button.

6 Inthe standard Macintosh Print dialog that appears, click Print.

Note: The Hoursfield of the printout displays the minutes converted into hun-
dredths.
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Using Time Card Remote

The Time Card Remote application allows you to collect punch in/punch out
times outside your payroll program. When you process your payroll, all you
have to do isimport the Time Card Remote data into your payroll program.

When you installed your payroll program, the Installer installed two versions of
Time Card Remote. Open the Aatrix TimeCard f folder that islocated in your
Aatrix Payroll f folder.

| g&i;&atrixﬁme(ardj =——HH
3 items, 4.61 GE available

i i

Sample TimeCard Sheet  Time Card Remote 63k Time Card Remote PPC [

=
[« ]2

The Aatrix TimeCard f folder contains a Sample TimeCard Sheet and Time
Card Remote applicationsfor a68K computer and a PowerPC computer. Which
application you use depends on the type of computer you plan to run Time Card
Remote on (i.e., 68K or PowerPC).

Before using Time Card Remote
Before you begin using Time Card Remote:

e Openyour computer’sDate& TimeControl Panel and set the Time
Format tothe 12 Hour setting.

e Open your payroll program and complete the following steps:

(1) Set the optionsin the Time Card Preferences to your needs. For
example, hours are entered in a 12 hour (AM/PM) or 24 (0-23) format.
For more information, refer to Time Card preferences in Chapter 2.

(2) Make sure the option ‘ Default to employee hours from previous
period’ in Employee Preferencesis NOT selected if you plan to use
the Time Card hours for processing payroll. For more information, re-
fer to Employee preferences in Chapter 2.
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(3) (Optional) If you want your employees to punch in/out with a spe-
cific ID number, it will save you timeif you first set up these IDsin the
Personal Info dialog in your payroll program. These ID Numbers are
imported into Time Card Remote at the same time as the employee
names are.

Open Time Card Remote and complete the following steps:

(1) Import your employeesinto Time Card Remote. For details, refer
to“Importing Employee Lists into Time Card Remote” on
page 10-13.

(2) Review the Prefer ences options and set them as needed. For de-
tails, refer to “ Setting up preferences in Time Card Remote”
on page 10-15.

(3) Review the Time Settings options and set them as needed. For de-
tails, refer to “Using the Time Settings in Time Card Re-
mote” on page 10-18.

If you will beusing Time Card Remote on aremote computer (i.e., a
different computer than the one you process payroll on), complete
thefollowing steps:

(1) Copy the Aatrix TimeCard f folder to the remote computer.

(2) Open the Date & Time Control Panel on the computer you will be
running Time Card Remote on and verify that the date and time set-
tings are correct.
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Employee Lists into Time Card Remote

Importing your Employee List(s) will save you timein setting up Time Card

Remot

e because your employee hames and associated Social Security numbers

and ID numbers (if any) are automatically inserted into a time sheet file.

Instruction Set 10-3: Importing an Employee List into Time Card Remote

Note:

You only need to import an Employee List one time. If you need to add

or delete employees, you can do so from within Time Card Remote.

1 OpentheAatrix TimeCard f folder, then double-click the appropriate

Ti

me Card Remote application (68K or PPC).

2 Select File > New.

O

Untitled oooaia07"—"——r—————1H

Name: In/0ut: Since:

S

3 Select Employees > Import List.

4 Inthe Getfile dialog that appears, open the Employee List you want to
to import. To do so:

a
b

(@]

Click the Desktop button.
Open your hard drive.
Open your Aatrix Payroll f folder.

Open the Employee Files f folder. (If you' re using a multi-company
program, open the company folder then the Employee Files f folder.)
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e Select the Employee List you want to import.
f  Click Open.

5 When you click Open, the names of your employees are imported into
the time sheet window.

OJ=—————untitled =
Name: In/Dut: _Since:
Adams, Samuel J 9:46 AM =
Anderson, John J 9:46 AM
Andrews, Mary M 9:46 AM
Bartz, Theodore § 9:46 AM
Blake, Lillith L 9:46 AM
carlson, Carol M 9:46 AM
Carpenter, Pat H 9:46 AM
Crosby, Michael 9:46 AM
Dahl, Perter R 9:46 AM ol
Dietz, Raymond R 9:46 AM 5
%

6 Select File> Print.

7 Referring to the printout, verify that the information associated with
each employee is correct.

If needed, you can change or assign new employee ID Numbers by
selecting Employees > Edit List.

8 Select File > Save.

9 Inthe Save dialog that appears, name and save your time sheet infor-
mation. To do so:

a Inthetext box, enter a descriptive name for the time sheet file (e.g.,
Company Time Sheet).

b  Click the Desktop button.
c Locate and open the Aatrix TimeCard f folder.
d Click Save.

Time Card Remote is now setup with atime sheet file that contains your
employee information.
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Setting up preferences in Time Card Remote

The preference options that are available in the Time Card Remote affect how
the Time Card Remote works. Y ou can change these options whenever you

want.

Instruction Set 10—-4: Setting up preferences in Time Card Remote

1 From within Time Card Remote, select Edit > Preferences.

2 A dialog will appear asking for you to enter the supervisor password.

Please enter the supervisor password:

Cancel
(Clear or ESC key)

3 Enter the “default” supervisor password, which is 7467202.

You can set up your own supervisor password once you are in the Prefer -

encesdialog.

4 Click OK.

—Access on Remote:
@ Full menus
2 Limited menus
{2 Remote Only

Log In/Dut Using: —
@ Mouse & Keys
» Mouse Only
2 Keys Only

~Screen Saver:

{0 Disable Screen Saver
2 Display current time

#® Display message: |Aatrix TimeCard Remote |

Display after: Elminutes

Supervisor password: |

[ Forced length of access id: 3 characters
[0Warn on sessions over: !} hours
[ Shut computer off on Quit [ Cancel ] " 0K ]I

(Clear or ESC key)
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Setup the preference options the way you want, then click OK.

Access on Remote

These options allow you to specify which menu commands you want avail-
able when Time Card Remote is running. Note that the Prefer ences com-
mand is always active but is only accessible with the correct password.

e Full Menus
All menu commands are available.

e Limited Menus
The Export Hour s and Delete Recor ds commands are available.

« RemoteOnly

The Export Hours menu command is available. Select this option if
you don’t want your employees to have the ability to edit employee
files or have access to the computer’s Time and Date Control Panel.

L ogln/Out Using

These options allow you to specify how your employees will be punching
in and out. With the M ouse option, employees punch in/out by using the
mouse to click the In or Out button on the time sheet. With the K eys op-
tion, employees punch infout using the keyboard to enter their access ID
number.

Screen Saver

You can set the screen saver to display the current time or a unique mes-
sage of your own. The screen saver will activate after the amount of time
you specify (e.g., 5 minutes). If you wish to disable the screen saver option
in Time Card Remote, select the Disable Screen Saver option.

Supervisor Password

Enter a Supervisor password. This password allows you to access the Pr ef-
erences dialog. It also gives you the ability to use the Edit Sessions com-
mand to edit the punch in/out times of your employees.
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Forced length of access 1D

If the access ID number of all your employees is the same number of char-
acters, click the checkbox and enter the number of characters contained in
the access number. This eliminates a step in the punch in/out process be-
cause the program will know how many characters to expect when the em-
ployeeislogging in/out.

Warn on sessions over

If you want your employees to be warned when the amount of time they
have been logged in exceeds a specified number of hours, click this check-
box and enter the number of hours at which you want the employee to be
warned. This feature is especially useful for those employees who may oc-
casionally forget to log out.

If the amount of time an employee has been logged in exceeds the number
of hours you specified in Preferences, the following dialog will appear
when the employee enters his’her access |D number. If necessary, make the
appropriate corrections in this dialog.

You have been logged in since 12:14 PM [?/26/99],
which is over 9 hours ago.

IT you've really been working since then, click the 0K
button below. Otherwise, fill in the blanks below.

Cllforgottologoutat [ |OAM ®PM

on |7/26/99

Shut computer off on Quit

If this option is selected and you choose File > Quit, the computer will au-
tomatically gject your Time Card Remote disk and display a message indi-
cating that you can turn off your computer. This option should not be
selected if you are running Time Card Remote on a computer that is not
dedicated exclusively to Time Card Remote.

10 -17



CHAPTER 10: Time Card

10-18

Using the Time Settings in Time Card Remote

Y ou can further customize the way in which Time Card Remote handles your
data (e.g., rounding times up or down) with the options available in the Time

Settings dialog.

Instruction Set 10-5: Using the Time Settings in Time Card

Remote

1

From within Time Card Remote, select Edit > Time Settings.

In the dialog that appears, enter your supervisor password (the pass-

word you set up in Preferences).

Click OK.

Time Settings

[ Time Rounding:

Round to nearest:

[ Always round DOWN [ Always round UP

[ Forced shift limit:

Maximum shiftis:

[ With notification on log out
[ Allow supervisor override on log out

Cancel ] “ 0K ]l
(Clear or ESC key)

Setup the Time Rounding and For ced shift limit options the way you

need them.

Time Rounding rounds log in times to the nearest 5,10, 15, 20, 30, or 60
minutes. You can have aforced shift [imit of 30 minutes to 12 hours, which

can be overridden by the supervisor.

Click OK.
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Time Card Remote provides alternative choices for punching in/out. Depending
on how you set up the preferences, your employees can use the keyboard to
punch in/out, the mouse to punch in/out, or both.

Instruction Set 10-6: Punching in/out with Time Card Remote

Thisinstruction set is divided into two sections: Using the mouse to punch in/
out and Using the keyboard to punch in/out.

Using the mouse to punch in/out:

1 Click the mouse on either the In or Out portion of the In/Out button.

Noticein theillustration below that Samuel JAdamsis punching in by
clicking the mouse pointer on the “In” portion of the In/Out button.

D =————————————— Rentz &cn_§E
Name: In/0ut:  Since:
Adams, Samuel J 7:11 AM =
Anderson, John J 5:15 PM
Andrews, Mary M 4:58 PM
Bartz, Theodore § 2:58 PM
Blake, Lillith L 5:81 PM
Carison, Carol M 5:27 PM
Carpenter, Pat H 5:89 PM
Crosby, Michael 0 5:36 PM
Dahl, Perter R 4:54 PM _|
Dietz, Raymond R 5:31 PM =
Z

2 When the In/Out button is clicked, the time is recorded in the employee’s

time sheet records.
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Using the keyboard to punch in/out:

1 Usethe keyboard to enter the employee access |ID number.

Thefollowing dialog will appear after the first number has been pressed on

the keyboard.

Keyboard Entry

Enter access code: |ee

H Accept ]l

(Clear or ESC key)

Note: The above dialog is bypassed if, in Preferences, you forced the length of

the access number to a designated number of characters.

2 After the complete access code number has been entered, press the
enter or return key of the keyboard (or click the Accept button).

To Cancel thisdialog, pressthe ESC” key on the keyboard or click Cancel.

3 A dialog such as the following will appear after an access number is
accepted (or the designated number of characters has been entered).

Keyboard Entry

QUT

You are Adams, Samuel J
and you are logging out.

and the time is  7:42:11 PM
on Wednesday, December 19, 2082

(Clear or ESC key)

[Caccent ]

4 If theinformation is correct, press the enter or return key on the key-

board (or click Accept).

The time that this employee punched in/out will be recorded in the time

sheet records.




CHAPTER 10: Time Card

Exporting/dumping Time Card Remote data

Before processing payroll, you will need to export your employee punch in/out
times out of Time Card Remote, and then dump this data into your payroll
program. Thefollowing instructionswill guide you through the entire procedure
of “exporting then dumping” your employee hours.

Instruction Set 10-7: Exporting/dumping Time Card Remote data

1 From within Time Card Remote, select Employees > Export Hours.

Export entries dated between:
12/16/02 | ana [12/31/02 ]

[ cancer | [ ok ||
(Clear o ESC key)

2 Enter the date range of the in/out data you want to export.
3 Click OK.

4 A Saveasdialog will appear allowing you to save the time records ex-

port file.
[ Desktop | % = Barb HD

i Barb’s Shared Folder

[} Bo pics
2l File Server | m
= Hard Disk 1042 [=|

Save time records as:
[12/31/02Time Records | -

5 From the pop-up menu, select the location where you want to save the
export file (e.qg., floppy disk, network, Desktop).
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10

In the Save Astext box, enter a descriptive title for the time records
export file (e.g., 12/31/02 Time Records).

Click the Save button.

If you use Time Card Remote on a remote computer, you will need to
transfer the export file over to the computer containing your payroll
program. Two options are described below:

Networ k

If your remote computer and the computer containing your payroll
program are connected to a network, you can copy the export file from
one computer to the other. If necessary, refer to your computer’s net-
work manual.

Floppy disk

If you saved the export file to afloppy disk, insert it into the disk drive
of the computer that contains your payroll program.

Dump the exported time records into your payroll program. To do so:

Start your payroll program.
Select Utilities> Time Card Remote.

A Getfiledialog will appear allowing you to locate and open your time
records export file.

The payroll program “grabs’ the information in thisfile and “dumps” it
into all the appropriate employee time sheets as “Regular Pay”.

Now when are ready to process payroll, refer to “Importing Time
Card hours into payroll” on page 10-27.
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Editing Employee Lists in Time Card Remote

Occasionally you may find that you need to add, modify, or delete the
employees on your remote Time Card employee lists.

Instruction Set 10-8: Editing an Employee List in Time Card
Remote

1  Select Employees > Edit List.

Current Employees:
Adamns, Samuel J

Anderson, John J
Andrews, Mary M

New 28N
Bartz, Theodore 5

Blake. Lillith L [E:00E il
Carlzon, Carol M

Carpenter, Pat H

Crosby, Michael O OEIETE

Dahl, Perter R

Dietz, Raymond R

Eastman, Bannie [ ﬂ

Ebert, Louie N -

Bk

Note: If the Edit List command in the Employees menu is not active, you can
enable it by selecting the Full Menus option in the Preferences dial og.

2 Select an employee.

3 Depending on what you need to do, click either the New, Edit, or De-
lete button.

Edit
Clicking Edit alows you to modify the selected employee’'s information.

Edit Employee

Employee name: |Ar:|ams,§amue|]

Social Security No: |343—34—2423 |

Optional Access 10: |]542| |

[cancel | [ ok |
(Clear or ESC key)
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Delete
Clicking Delete removes the employee’s name from the time sheet.

New
Clicking New brings up the following dial og.

New Employee

Employee name: ||

Social Security No: | |

Optional Access 1D: | |

[cancel | [ ok |
(Clear or ESC key)

Enter the new employee’s information in the appropriate fields.

« Employee Name

Enter the Employee Name with the last name first, followed by the
first name, then middle name or initial (e.g. Smith, Ming L).

e Social Security No.

The employee’'s Social Security Number must be entered exactly like
itisentered in the payroll program. Entering the SSN correctly isvery
important because the program matches the SSN you enter here with
what isentered in your payroll program when you dump the hoursinto
your payroll program.

e Optional Access|D

(Optional) Enter an Access ID number for this employee (i.e., the
number the employee will use when punching in/out). You must enter
an access D number if you are requiring your employees to punch in/
out only using a keyboard.
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Editing employee hours in Time Card Remote

Occasionally you may find that you need to edit or delete the punch in and/or
punch out times of an employee (e.g., employee forgot to punch out, or
employee accidentally logged in for someone else).

Instruction Set 10-9: Editing an employee’s hours in Time Card Remote
1 Select Employees > Edit Sessions.

2 Inthedialog that appears, enter your Supervisor password (the one
you set up in Preferences).

3 Click OK to continue.

Edit Sessions
Employees: nuel J
ploy Ande L dohnJ E
Andrews, Mary M I
Bartz, Theodore 5 n
Elake, Lillith L
Carlson, Caral M -
i H 12418/02 5:004M - 11:57 &M -
Sessions: 12/18/02 1:00 PM - 5:09 PM [&]
[~
[~

4 From the Employees list, select the employee whose data you need to
edit or delete.

5 From the Sessions list, select the session you need to edit or delete.
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Depending on what you need to do, click either the Edit or Delete but-
ton.

Delete
If you click Delete, the session will be removed from the selected employ-
ee’'s time sheet.

Edit
Clicking Edit brings up the following dial og.

Edit Session

Adams, Samuel J

Logged inon [12/18/02 | at [0 | @AM GPM

Logged outon [12/18/02 |at [11:57 | @AM O PM

(Clear ar ESC key

Make the changes you need, then click OK to return to the Edit Sessions
dialog.

When you have finished editing the session(s), click Doneto return to
the time sheet window.
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Other Tasks
This section includes the following information:
e Importing Time Card hours into payroll
¢ Printing time cards

e Time Card Reports

Importing Time Card hours into payroll

When you process payroll, you'll find that importing the individual employee's
Time Card hours is an easy process. Please read through the following
instructions before you begin.

Instruction Set 10-10: Importing Time Card hours into payroll
The Import Time Card feature will not work correctly if the “ Default to

employee hours from previous period” option is selected in Employee
Preferences. Before continuing, verify that this option is not selected.

1 Inthe Process Payroll tab window, select an employee from your Em-
ployee List.

2 Select File> Import Time Card Hours.

Import time entries for the date range:

@ One month: () One quarter: |1st quarter * I
) One day: 3/8/02 ) Between: 3/8/02

and (3/8/02

3 Set the date range for the hours you want to import.

4 Click the Import button.

The specified Time Card hours will be imported and assigned to the appro-
priate income items of the selected employee’s paysheet. If the Time Card
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entries are time formatted to Minutes, the program automatically converts
the minutes to fractions of hours in hundredths. This happens because the
payroll program only handles fractions of hoursin hundredth.

If you change the number of hours in the Process Payroll window, the
& hours in the employee time sheet do not change accordingly.

Printing time cards
A feature called the Time Card Printer can be used to print time cards. These
time cards include your employee’s names and identification numbers.

Y ou have a choice of three different time card formats which can be printed on
plain paper or card stock that is available from Aatrix Software. Y ou can then
use these time cards to either manually enter the times or for machine time
clocks.

Instruction Set 10-11: Printing a time card

1 Inyour payroll program, select Utilities> Time Card Printer.

Time Card Printer

Print time cards for: Printer:

Adams, Samuel J E
Anderson, Jofin J I LaserWriter Pro | 4

Andrews, Mary M

Bartz, Theodore 5 u - —

Elake, Lillith L Adjust Printing...
Carlsan, Caral M 7

—Time Card format:
@ Aatrix TC-01 (1-week payroll)

() Aatrix TC-02 (Daily job production)
() Aatrix TC-03 (Weekly job production)

—Printing Options:

Date to print on time cards: 2/17/02

For employee number,use: @& SSN (O ID# (3 None

2 Fromthe Print time cardsfor list, select the names of the employees
whose time cards you wish to print.
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From the Printer pop-up menu, select the type of printer on which you
will be printing time cards.

If your printer typeis not listed in the Printer pop-up menu, select the Ad-
just Printing option.

From the Time Card For mat options, click the button that represents
the type of time card you want to print.

Set up the time card Printing Options.

Dateto print on time cards
Enter a date to print on the time cards. If you don’t want a date printed on
your time cards, leave the text box blank.

For employee number, use

Depending on which type of number you want printed on the time cards,
click either the Social Security Number or | D# radio button. Select the
None option if you don’t want any type of employee number printed on the
time cards.

Click the Print or Test Print button.

Print

Click the Print button if you have already tested your printing settings and
your time cards print out correctly on your printer. The standard Macintosh
print dialog will appear allowing you to print out your time cards.

Test Print

Test printing allows you to print a blank sample time card to determine
whether any adjustments need to be made to your printing settings. If, after
printing out a sample time card, you find that some printing adjustments
are needed, refer to the following section. Continue test printing until your
time cards looks the way you want.
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Adjusting time card printing settings

If the time cards are not printing out correctly on your printer, click the Adjust
Printing button.

Printing Adjustments

Adjust these printing settings if the time cards aren't
printing out correctly on vour printer.

—Vertical adjustment:

Move top margin down pixels.
Vertical printing is pixels perinch.
—Horizontal adjustment:
Move left margin over m pixels.
Horizontal printing is pixels perinch.

Printing to a "Page” printer (ie: LaserWriter)

Cancel

Use the Printing Adjustments dialog to adjust the printing settings of the top
and left margins of your time cards. For example, if your printer requiresyou to
“center” feed time card stock, you could move the left margin over by the
number of appropriate pixels.

If you are printing to a page feed printer, such as a LaserWriter, click the
Printing to a“ Page” printer checkbox.

Note: If you select one of the available printers in the Printer pop-up menu
(e.g., Syle Writer, LaserWriter Pro), and you alter the settingsin the Printing
Adjustments dialog, the program will automatically change your selectionin
the Printer pop-up menu to the Custom Settings option.

Time Card reports

Pre-designed reports have been created for your Time Card data. Refer to the
Time Card Reportsin Appendix B.
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> Chapter overview

The following information is covered in this chapter:
The Reminders Calendar

Creating reminders

e Printing reminder calendars
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The Reminders Calendar overview

The Reminders Calendar feature allows you to set up important events you
wish to be reminded of such as Federal Tax deposits, Health Insurance
payments, State Taxes, Unemployment payments, and even employee birthdays
and anniversaries. Y ou can even print out monthly calendars listing all the
things you need to remember.

Opening the Reminders Calendar
There are two ways in which you can access the Reminders Calendar:
¢ From the Company Set Up tab window, click the Calendar button

¢ From the Employee tab window, select Activities > Calendar.

Note: The first time you open the Reminders Calendar, the following dialog
appears. It allows you to select certain types of reminders to automatically add
to your Remindersfile. Make sure the option(s) you select are the ones you
want because you will not see this dialog again.

Auto Create Reminders

Select from the following options those reminders you
want automatically created for your Calendar.

Known US Federal deadlines
Employee “Anniversary” dates
Employee birthdays
This dialog will not appear again. You can add additional

reminders to the Calendar at any time by clicking the
Calendar button.

[ Cancel ] I[ Create ]I

To create the calendar, select the option(s) you want, then click Create.
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The Reminders Calendar displays.

Click the day buttons for the dates

you want to set up reminders Click the arrow buttons to advance or

go back to a previous year.

=

«2002) | =
Lalendar
Thi ri Sat
Zl 5| &
EARZA R
e rmer
| F B | B o |mw IR
3 8M1112713 14
e || gl = Hamae=5

Done ;53456?

2u3n Greved days indicate no events that day. Click a day to add or edit an event! | zaan

| Clicking the buttons on the left and right |

of the Calendar opens the month you clicked.

The Reminders Calendar buttons

Y ear Clicking the arrow buttons next to the year allows you to
change calendar years. The program limits the range of
years from 1980 to 2050.

Month Clicking the month buttons bordering the window brings up
the calendar for that particular month.

Day Clicking the day button causes the Reminder Setup dialog

for that day to appear. Days displayed in bold indicate that
reminders have been set up for those specific dates. For
instructions on setting up reminders, refer to “ Setting up
reminders” on page 11-4.
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Setting up reminders

Creating remindersisfast and easy. And once they are set up, you never haveto
worry about remembering an important event ever again.

Instruction Set 11-1: Setting up a reminder

1 Open the Reminders Calendar.
2 Click amonth button (for example, April).

3 Click aday button (for example, 15th).

Reminder Setup

% Reminder List:

rpri 15 - April 15 -
1040 form dus

Title for Reminder List:

[Mezzage Fad .

Dalata

Disable

Reminder Occurs
Starting Data: 4515402

Pre—warn: El days

[ cearText |

The pad on the left is used to set up areminder, which includes aTitle for
the reminder as well asits description.

The scrolling list pad on the right displays the titles of the reminders al-
ready setup for the selected day.

If there istext displayed in the Title and Message Pad fields, you can
@ click the Clear Text button to clear the fields for the new reminder.

4 Enter the information for the reminder.
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Titlefor Reminder List
Enter a name for this reminder (limited to 31 characters).

M essage Pad

Enter the text for this reminder.

The text entered here is the text that will be displayed in the Reminders
Due window and printed on a calendar printout.

Note: If the Message Pad field iseft blank, the program will use the text from
the Title field for the Reminders Due window and calendar printout.

Reminder Occurs
From the Reminder Occur s pop-up menu, select the time period for which
you want to be reminded of this event such as, monthly, quarterly, annual-

ly.
Starting Date
Enter the date that the program should start reminding you of this event.

Pre-warn
Enter how many days in advance you wish to be reminded.

5 After setting up your reminder, click Save.

When you click Save, the Title of this reminder appears in the Reminder
List on theright. The text you entered in the M essage Pad field is dis-
played in the Reminder s Due window when it comes due. For details refer
to“The Reminders Due window” on page 11-8.

6 Click Done.
Smply enter the correct Starting Date for each new reminder. When

you click Save the program automatically places the reminder in the
Reminder List for the appropriate date(s).

@ You can create all your reminders from one Reminder Setup window.
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Editing reminders

Sometimes after you create a reminder, you may need to go back and make
certain changes. Y ou can edit reminders quickly and easily.

Instruction Set 11-2: Editing a reminder

1 Open the Reminders Calendar.
2 Click the buttons (e.g., month and day) for the desired reminder.

3 Inthe Reminder List on the right, select the title of the reminder you
want to edit.

4 Make the changes you want in the pad on the left.
5 Click Save.

6 Click Done to return to the Reminders Calendar.

Deleting reminders

At some point, you may determine that you no longer need certain reminders.
When that happens, you can easily remove the reminder by deleting it.

Instruction Set 11-3: Deleting a reminder

1 Openthe Reminders Calendar.
2 Click the buttons (e.g., month and day) for the desired reminder.

3 Fromthe Reminder List on theright, select the title of the reminder
you want to delete.

4 Click Delete.

5 A dialog appears asking if you are sure you want to delete the reminder.
Clicking Y es del etes the reminder from every day it is set up for.

6 Click Doneto return to the Reminders Calendar.

11-6



CHAPTER 11: Setting Up Reminders

Disabling reminders

Disabling a reminder will make areminder inactive without deleting it.

Instruction Set 11-4: Disabling a reminder

1

Open the Reminders Calendar.
Click the buttons (e.g., month and day) for the desired reminder.

From the Reminder List on the right, select the title of the reminder
you want to disable.

Click Disable.

Click Done to return to the Reminders Calendar.

Enabling reminders

Enabling areminder allows you to select areminder that you have previously
disabled, and make it active again.

Instruction Set 11-5: Enabling a reminder

1

Open the Reminders Calendar.
Click the buttons (e.g., month and day) for the desired reminder.

From the Reminder List on the right, select the title of the disabled
reminder.

Click Enable.

Click Doneto return to the Reminders Calendar.
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The Reminders Due window
If you have any reminders that have come due, the following Reminders Due
window will appear when you start up the program.

B

The following reminders have come due:

SA1/2002 Federal for s 940, 94, 942 and 943 are due today.
8¢10/2002 Federal form <070 {reported tip income due tods.
5#15/2002 Four ronthesdension of fornn 100 ex pi res today.
9715/2002 Federal form 1120 (corporate i noome tad) extension ..

ey

[(osanin | [ Done |

Once the program is open, you can access this window by opening the
Employees tab window, then choosing Activities > Show Reminder Due.

Removing reminders

Once you have been reminded of an event and no longer need the reminder until
the next time period, you can remove it from the Reminder s Due window.

Instruction Set 11-6: Removing a reminder

1 Fromthe Reminder s Due window, select the reminder you want to remove
from the list.

2 Click Remove.
The reminder is removed from the Reminders Due window and is moved

to the next appropriate date.

3 Click Done.
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Disabling reminders

Y ou can easily disable areminder in the Reminders Due window.

Instruction Set 11-7: Disabling a reminder

1 From the Reminders Due window, select the reminder you want to dis-
able.

2 Click Disable.

3 Click Done.

The reminder will not appear aslong asit is disabled.

To activate a disabled reminder, go to the Reminder Setup window and
enableit.

Reminders at startup

When you install the payroll program onto your hard disk, a Payroll Reminders
applicationisinstalled inthe Startup Itemsfolder of your System folder. When
you start up your computer the Payroll Reminders program will display the
Reminder sDuewindow if any reminders have comedue. If you don't want this
window to appear when you start up your computer, drag the Payroll
Reminder s application out of the Startup Itemsfolder of your System folder.
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Printing reminder calendars

Y ou may also want to have a printout of your reminders either for yourself or to
pass around the office. Y ou can very quickly and easily get an entire printout of
all your reminders and choose from several different formats.

Instruction Set 11-8: Printing a reminders calendar

1 Open the Reminders Calendar.

2 Click the Print Calendar button.

Print options

What would you like to print?

i Current month, calendar format

2 Current month, line listing format
) Current year, calendar format

) Current year, line listing format

3 Next 12 months, calendar format
) Next 12 months, line listing format

3 Select the type of calendar you want to print.

Date

11-10

The Current month option prints the remind-
ersfor the month that is currently selected in
the Reminders Calendar. The Current year
option, prints the reminders for all 12 months
(January to December) of the current year,
with each month printed on a separate page.
The Next 12 months option prints out 12
months of reminder calendars, on separate
pages, starting with the current month. For
example, if the current month is May 2002,
the program prints calendars for May 2002
through May 2003.
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Calendar format The Calendar format prints your reminders
on astandard grid calendar.

LineListingformat TheLineListing format printsalist of only
those days in which reminders occur.

4 Click Print.
5 Inthe print dialog that appears, click OK.

Calendars can be printed in landscape (sideways) orientation by
selecting File > Page Setup and choosing Landscape. Page Setup also
allows you to reduce or enlarge the size of the calendar printout.
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Notes:
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Chapter overview

The following information is covered in this chapter:
» Backing up
* Restoring
*  Moving files to anew computer

Purging payroll daa

12-1



CHAPTER 12: Maintenance

Backing up and restoring

12-2

Maintenance of your company payroll filesisimportant in order to maintain
current aswell as historical dataof your payroll records. Payroll records are the
most complex and costly aspect of operating abusiness. Federal and statelaw is
very stringent in regards to complying with payroll reporting and payroll tax
payments. For all these reasons, it isvery prudent to maintain your payroll files.

Maintenance of your payroll filesinvolves backing up payroll fileson aregular
basis, so that you can restore data that is lost or move files to a new computer
system. Also, it isimportant to back up all payroll records just prior to
performing the Y ear End Procedures.

Backing up payroll data

Asinany computer program, the data contained in your company and employee
files should be backed up every time you process payroll. Performing regular
backups to removable media or external drives protects important payroll
information from loss or corruption due to hard disk problems or crashes.

When using removable media, such as zip drives, we recommend using at |east
two separate disks, alternating between them each timeyou back up. Intheevent
one of the backup disks ever becomes corrupted.

Consider keeping a backup disk or backup file in alocation remote from your
place of business. In the event of a catastrophe such as fire or theft, having a
recent backup safe and available is like having an extra insurance policy.

If you have SAM (Symantec AntiVirus for Macintosh) installed on your

& computer, the SAM Intercept Suspicious Activity Alert dialog will
appear when you use Automatic or Program Backup. After selecting
Allow, Deny, or Remember in the Alert dialog, the Backup dialog will
not be redrawn.

Instruction Set 12-1: Backing up payroll data

1 Inyour payroll program, open the company you want to backup.
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2  Select File > Backup.

Backup

Backup records to:

@ Hard disk, network disk, tape drive or other
() Aatrix Payroll backup folder (on this computer)

Cancel l l Backup ||

Note: If the option Automatic backup if checks are printed or edited is select-
ed in Program Preferences, the above dialog will appear when you quit the
payroll program.

3 Select the backup option you want.

Hard disk, network disk, tapedrive, or other

This option places your backup files on external disk drives, network serv-
ers, or removable media. Selecting this option spawns a Getfile dialog in
which you specify the backup destination.

Aatrix Payroll backup folder (on this computer)
With this option, afolder containing your company backup filesis created
and placed within the Aatrix Payroll f folder.

- [t_j Payroll Backups Today, 3:34 PM
- (5§ Bentz & Co. Today, 3:36 PM
- Eﬁ 11/26/2001 backup Today, 3:36 PM

D_ #atrix Payroll Backup Today, 3:36 PM
[ tﬁ Simeoneums Today, 1:22 PM

4  Click the Backup button.

The amount of time the backup takes to complete depends on the size of
your company payroll files.
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Restoring from a backup

The program offers a broad array of choices for file restoration. From an
individual file, to a category (e.g., Register Files, Employee Evaluations), to a
full install, you can tailor the restoration process to fit for your needs.

Instruction Set 12-2: Restoring from a backup

1 Select File> Restore.

Restore Payroll Files
Back 12/26/02 E R
dCKUp sources: b [ clean install
Select the files to restore: L] Install to new folder
+ File name Size Created Modified File type
Bentz & Co. Ek TAzZM00 12/21/00 Company file =
Check Register 3k BF21/01 12426002 Reqister file
Flex Register 1k TR0 TR0 Register file
Stored Payments 1k &21/01 &/21/M Preferences file
Employess 1k s/29/01 g/z9/m Employes list
Active Employees 1k 12726402 12426002 Employee list
Adams, Sarnuel J 2k 42101 12/26/02 Employes data
Adams, Samuel J.EY AL 1k TA0/01 TAo/m Emnployee evaluation
Adams, Sarnuel J Logs 1k a/19/01 1z/19/01 Time card logs
Adams, Samuel J.RECS 2k &21/01 12426002 Pay history
Adams, Saruel J.TRT 1k /2201 &fzz/m Text file
Anderson, John J 2k &421 /01 12426702 Ernployes data
Anderson, John J.RECS 1k 42101 12/26/02 Pay history
Andrews, Mary M 2k &421 /01 12426702 Emnployes data
Andrews, Mary M.RECS 1k 42101 12/26/02 Pay history
Bartz, Theodore 5 2k &421 /01 12426702 Emnployes data
Bartz, Theodore 5 RECS 1k 42101 12/26/02 Pay history
Elake, Lillith L 2k &/21/01 12/26/02 Ernployes data
Elake, Lillith LRECS 1k &/21/01 12/26/02 Pay history 7|
Carlzon, Carol M 2k &421 /01 12426702 Emnployes data —
Carlson, Caral MRECS 1k &421/01 12/26/02 Pay history -
Mark: - Mark all Files to restore:
| B J 0 files
Unmark: | ¢] [unmarkan | Ok
[ Cancel ] [ Restore ]

2 From the Backup Sour ces pop-up menu, select the source of the
backup files from which the data will be restored.

Restore from other...
This option opens a Getfile dialog in which you specify the location of the
backup files.

DD/MM/YYYY
By default, the program will automatically display the most recent backup
it made (if available to the system or on alocal drive).
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(Optional) Under Optionsin the upper right corner of the window, se-
lect an install option.

For detailed information, refer to “ I nstall options” on page 12-6.

Mark the files you want to restore. Checkmarks (V) appear next to the
file names of marked files.

Individual Files
To restore an individual file or group of files, mark your choices by moving
the mouse pointer over the filename you want and then clicking.

All Files
To restore all the files, click the Mark All button.

Mark by category
Use the pop-up menu to select (or de-select) a specific category of filesto
restore (e.g., pay history files, time card logs).

Employee data files
Pay history files

Time card logs

Misc. employee data
Employee evaluations
Text files

Encrypted text files
Income source files
Deduction files
Employer paid item files
Company files
Employee lists
Preferences

Default information
Queue files
Registerfiles

The number of files and the total file size of your selections display in the
Filesto restore box in the lower right corner.

24 files

Files to restore:
’V 166 k

When selections are made, click Restore.
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Install options

Again, the Restore feature offers a fully customizable array of choices for
you to make, from the most basic, as described in the instructions above, to
the more exact and customized, we cover next.
Options:
] Clean install
] Install to new folder

Clean install
Thisis an excellent choice to make if you're not certain which files were
corrupted, damaged, or accidentally deleted and emptied from the Trash.

When this option is marked and you click Restore, an alert message will

appear informing you that a clean install will delete everything in the exist-
ing Employees f folder. If you have datain thisfolder that is up to date and
you know for sureis not damaged or lost, do NOT perform a clean install.

A Warning! Ifyou do a clean install, everything
in the "Employee Files f* folder will be deleted
before restoration. Are you sure you want to
do that?

Yes No l

Install to a new folder

When you mark this option, the following dialog appears allowing you to
restore your datato a new folder.

Create New Folder Options

What kind of new folder do you want?

@ Just make a backup of the "Employees Files f" folder

() Create a whole new company and call it: | |
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Just make a backup of the “ Employee Files f” folder

Selecting this option creates a duplicate/backup Employee Files f folder,
called Employee Files f.1, using the most recent data. The program places
this new folder in the company folder of the currently open company.

Create a whole new company and call it ...

If you select thisradio button, fill in the name of your new company in the
text box, then click OK. In the Restore Payroll Files window, make sure all
the files are selected before clicking Restore.

A message similar to the following will appear when the process com-
pletes. In the Company tab window, note that the original company infor-
mation is intact. Edit fields as needed to match the new company name.
Likewise, in the Liabilities tab window, the check register and pay history
records are also intact as of the last backup date.

I have created a new company, called
“Gilbert&Sullivan™. Go to the Company tab to switch
to the restored data.
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Moving files to a different computer

12-8

A frequently asked question from users who have upgraded to a new computer
is, “How do | copy my payroll dataonto my new computer?’ The following sets
of instructions outline how to use large capacity disks, networks, or floppy
diskettes to move payroll files from one computer to another.

Using large capacity disks to move files

This option allows you to move your files from one computer to another using
large disks, such as Imation (120MB) or lomega (100MB-250MB). These
instructions can also be used if you have the capability to burn your datato a
CD-ROM.

Instruction Set 12-3: Using large capacity disks to move files

1 Copy the entire Aatrix Payroll f folder to the disk (or burn it onto a CD-
ROM).

2 Copy the Aatrix Payroll f folder from the disk (or CD-ROM) to the
hard drive of your new computer.

3 When you open your payroll program on the new computer, you will be
prompted for a password. Enter the default password, which is: pass-
word (one word, all lower case letters).

4 Reset your password protection by selecting: Edit > Preferences >
Security Options.
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Using a network to move files

This option allows you to move your files from one computer to another using
your network.

Instruction Set 12—-4: Using a network to move files

1

Copy the entire Aatrix Payroll f folder from the old computer to the new
computer over the network. If necessary, refer to your computer’s network
manual .

On the new computer, open your payroll program.

When you open your payroll program on the new computer, you will be
prompted for a password. Enter the default password, which is: pass-
word (one word, all lower case letters).

Reset your password protection by selecting: Edit > Preferences >
Security Options.

Using floppy disks to move files

Thisfeature allows you to move your files from one computer to another using
3.5 inch diskettes.

Instruction Set 12-5: Using floppy disks to move files

1

Copy each folder in your Aatrix Payroll f folder to the diskette(s).

On the hard drive of your new computer, create afolder called Aatrix
Payroll f. (Note: The “f” character is created by pressing the Option-
f keys on your keyboard.)

Copy the folders on each diskette into the newly created Aatrix Pay-
roll f folder.
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4

Install your latest payroll program update. To do so:

a Insert the CD-ROM disc that contains your latest payroll program up-
date into the computer’s CD-ROM drive.

b Install the payroll program to the new Aatrix Payroll f folder. If nec-
essary, refer to theinstallation instructions that came with your payroll
update package.

c Eject the CD-ROM from the CD-ROM drive.

Open the Aatrix Payroll f folder on your new computer.

View the contents of the Aatrix Payroll f folder. Verify that it is set
up exactly like it was on the old computer by checking to make sure it
contains the same folders.

On the new computer, open your payroll program.

When you open your payroll program on the new computer, you will be
prompted for a password. Enter the default password, which is: pass-
word (one word, all lower case letters).

Reset your password protection by selecting: Edit > Preferences >
Security Options.
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There may be times in which you want to purge (i.e., delete) particular records
from your payroll program, such as your Time Card records. For example, you
may find that your records are getting very large and you want to clear up some

hard disk space.

Purging payroll data

Y ou are not required to purge your payroll data. In fact, you can maintain your
payroll dataindefinitely within the payroll program. We recommend that you
maintain your payroll datafor at least three years.

Instruction Set 12-6: Purging payroll data

1  Select Utilities> Purge Data.

2 Read the information in the dialog that appears, then click Continue.

Purge Data

Use this command carefully — it will permanently delete the records from
your employee files. Be sure you hare a backup before continuing.

rDelete:

Pay history records

Time card records
FSA Register:

[¥] Check Register: Check Register %

Liability Register:

rDelete:
@ Records dated before: (1/1/02
1 All records

Delete from: —
@ [Master List
1 No employee selected

1)

Cuntinuel l Cancel ||

Depending on which Aatrix payroll program you are using, some options
are grayed out. For example, the FSA Register option is grayed out for all
payroll programs except Ultimate Payroll.
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Select the types of records you want to delete by clicking the desired
checkboxes. If applicable, select the appropriate options from the
pop-up menus.

If you are deleting pay history records, only the employee .RECS files will
be deleted. If you are deleting Time Card records, only the .LOGS files
will be deleted. Employee information such as name, address and tax sta-
tus will remain intact.

The .RECS files contain the employee payroll records and .LOGS files
contain Time Card information.

Choose whether you want to delete the records before a date you
specify or all of the records.

If you've processed payroll into the new year, be sure to enter the appropri-
ate date so as not to delete records you need to keep.

Choose whether you want the records deleted from an employee list
or from an individual employee (the one currently open).

If you are deleting from an employee list, it is recommended that you use
the Master List for this process.

Click Continue.

A dialog will appear asking if you wish to delete the selected items.
Click Yesto delete the records you specified, or No to return to the
Purge Data window.
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Chapter overview

The following information is covered in this chapter:
e Setting up acompany for direct deposit
e Setting up employees for direct deposit
¢ Sending a prenatification file

e Processing payroll and creating an ACH transmis-
sion file
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Direct Deposit overview

Direct Deposit is the electronic transfer of a payment from a company’s bank
account into the checking or savings account of certain individuals or
businesses. Because of its convenience and time saving ability, Direct Deposit
iswidely used by employers who process their own payroll.

With Direct Deposit, the employer does not need to sign paychecks, re-issue
paychecks damaged from printing, separate and stuff paychecksinto envelopes,
or mail paychecks. Thisis a cost savings to the employer because no money is
spent on such things as check stock, envelopes, postage or stop payment fees.

Direct Deposit also provides advantages to the employee. For example,
paychecks are always deposited on payday regardless of vacation or sickness.
There are no trips to their bank or the risk of lost or stolen checks.

How doesit work?

€ —=—

ay Stub E [|
mployee One-time Authorization Employer

Direct Deposit

Employee ACH Employer
Financial Institution Transaction Financial Institution

Note: You can print payment stubsin your payroll program that are similar to
the paychecks you provide to employees who want paper checks.
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Setting up for direct deposit
Setting up for direct deposit consists of three steps:

e Setting up your company
e Setting up employees for direct deposit
¢ Sending apre-notification file

Setting up companies for direct deposit

Use the following instructions for each company that has employees who want
to be paid through direct deposit.

Instruction Set 13-1: Setting up a company for direct
deposit

1 Inthe Company Setup tab window, click the Direct Deposit button.

ACH Direct Deposit Setup

Please fill in this window if you will be using the ACH Direct Deposit features of this program.

r Account information for YOUR account:
Bank routing number: || (9 digits)

Account number: [ This is a savings account

) . ‘four bank will give you this information. It's the length of
Processing window: |3 day 4 | time between when you submit the Direct Deposit, and the
money gets transferred to your employees

rS I tal data:

o Thiz will appear on your employess’ bank statements, 5o
Description: l:l make it as descr iptive as you can with the 10 characters

you're allowed ("DirectPay” is a good choice.)
Discretionary data: l:l ‘our bank may request information in this field. If not,
: leave it blank.

r ACH Routing Information:

Immediate destination:  This is the bank or Automated Clear ing House that you're sending this file to
Immediate origin: Thig iz you. Your bank will provide this infarmation.

Routing # l:l Name: | ‘

[ create Prenotification File |

2 Enter the bank account information for this company.

Bank routing number
Enter the bank’s routing number. This number is sometimes referred to as
the transit number.
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Account number

Enter the number of the bank account from which the payroll funds are to
be withdrawn from.

Savings account
Click this checkbox if the account is a savings account.

Processing window
Your bank will provide you with this information.

Enter any Supplemental data.

Description

The text you enter here will appear on your employee’s bank statements.
You are limited to 10 characters, so you may want to enter something such
as DIRECT PAY.

Discretionary data (Optional)

This optional text field, which is limited to 20 characters, allows Origina-
tors and/or Originating Depository Financial Institutions to include codes
(one or more), of significance only to them, to enable specialized handling
of all subsequent entries in the transmission file. There is no standardized
interpretation for the value of the field.

Enter the ACH Routing I nformation.

Immediate Destination/Name

The information you enter here is used to identify the party to which the
transmission file is being delivered. In the Destination Routing # field, en-
ter the Routing Number of the party receiving the ACH file. If you wish,
you can enter the name of this party in the Name field (limited to 23 char-
acters).

Immediate Origin/Name

The information you enter here is used to identify the sender of the trans-
mission file. In the Origin Routing # field, your bank’s Routing Number. If
you wish, you can enter your company name in the Name field (limited to
23 characters).

Click OK.
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Setting up employees for direct deposit

Before you can pay your employees through direct deposit, you must first set
them up so the program knows which employees get paid viadirect deposit and

those employees who are paid with aregular paycheck.

v

they want their paychecks deposited into.

You will need to gather the banking information of those employees
who want direct deposit. A convenient way to get this information isto
have your employees provide you with a voided check from the bank

Instruction Set 13-2: Setting up an employee for direct deposit

1 Open the Employees tab window.

Bentz & Co.

Company Setup
Employee List:
Master List

Employees

=

-
>

Payroll ltems Process Payroll

Repurts Liabilities

Newg Delete& Personal F'au
Ernployee |Emplayes H\stor’g Notes Save

e
5, Jamuel J
Anderson John
Andrews, I“IaryI [yl
Bartz, Theodore 5
Elake, Lillith L
Carlson, Caral M
Carpenter, Pat H
Crosby, Michael 0
[ahl, Perter R
Dietz, Raymond R
Eastrian, Bonnie 0
Ebert, Louie M
English, Robert &
Erikson, Ronald T
Evans, Ruth K
Fritz, Jon J
Grange, JerriJ
Howard, Lindsey P
Hudson, Pamela Jo
Jensen, Jay L
Johnson, Howard M
Kramer, Joshua W
Larson, Larry &
Lenz, Gabriella w
Martin, Terrance J
Mertz, Angzlla &
Messinger, Michael D
Mutt, Tracy E
Nelson, Sarah D

D]

r Empl Info:

Narne  |Sarnuel J Adams

| ssn |343 F4-2428

Address [Bew 15

iy stae zip T oot oo

Direct Deposit Settln

Paid: (@ Hourly $ 10.50] per hour
(Salary $| 21,540.00] Annual salary

[[] Raise the ‘Per hour rate’ to §

Filing status:

Federal:
Owertime: Dbl. Overtime : State
Local:

Number  Extra

of claims: withhelding: Exempt:
O

o o000 [

L1 O

on

Last raise:

[ vacation, Sick, Holiday... |

r Earned Income Credit:

Evaluate

EIC Payrnent Eligible
[ Both spouses filing

Hext review date

Last review date:

[ ey [ Evaluate.. ]

Dates:

[ Hired: 177794 [Terminated: [ | [JDeceased: [ | |

2 Inthe Employee List, select an employee who wants to be paid via di-

rect deposit.

3 Select the Direct Deposit checkbox.
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5

Click the Direct Deposit Settings button.

Employee Direct Deposit Setup

This information is required to allow the employee to use Direct
Deposit. This information is about the EMPLOYEE'S bank, not yours!

Bank routing number: I:l (9 digits)

Account number: ‘

[J This is a savings account

[ This employee has been “pre-noted”

Banks require that wou “pre-notify" them before sending live transactions through the
systern. This protects you, the employes and the bark from errors.
If this box is NOT checked, the first time you do Direct Deposit for this employee, a
“zero value" transaction will be sent, a normal pawcheck will be printed, and this box
will be checked.
0 NOT change this box, unless:

# The employee has already been pre-noted by another means

® The bank doss not require a pra-note (highly unlikely)

® The ernployee switches banks and needs to be pre-noted again

# The pre-note was rejected due to an error and needs to be sent again

Enter the employee’s bank information.

Bank routing number
Enter the employee’s bank routing number.

Account number
Enter the employee's bank account number.

Thisisa savings account
If the account is a savings account, indicate this by selecting the checkbox.

Thisemployee has been “pre-noted”
Read the instructions in the window to determine if you need to check this
box.

Click OK.

The program returns you to the Employees tab window.
Click the Save button.

Continue setting up your direct deposit employees following the in-
structionsin steps 2 to 7.
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Creating prenotification files

Once your company and employees are setup for direct deposit but before you
actually use the Direct Deposit feature, you must create a prenotification
(prenote) file and have it verified as to the accuracy of your setup information.

A Prenctification is a non-dollar transmission file that is sent through the ACH
(Automated Clearing House) Network to a Receiving Depository Financial
Institution. It contains the same information (with the exception of the dollar
amount and transaction code) that will be used in subsequent ACH transmission
files. It allows the Receiving Depository Financial Institution to verify your
company and employee information.

Instruction Set 13-3: Creating a prenotification file

You may issue a prenotification at any time. However, you may not ini-
& tiate your first “ live” transmission with dollar entries until 10 calendar
days after the date of the prenote.

1 Inthe Company Setup tab window, click the Direct Deposit button (or se-
lect Edit > ACH Direct Deposit).

2 Click the Create Prenctification File button.
3 Read the information in the window that appears, then click Continue.

4  Thefollowing dialog will appear telling you where you can find the
prenctification file.

Your pre=-note file is called "ACH Transmit File txt™
and may be found in the "Employee Files " folder of
the current company folder.

5 Click OK.
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In the Direct Deposit window, click OK to return to the Company Set-
up tab window.

On your hard drive, open the Aatrix Payroll f, open the appropriate
company folder, then open Employee Files f folder.

Locate the file called ACH Transmit Filetxt and take it to your bank
or other ACH provider.

Your bank or other ACH provider will tell you how they want you to deliv-
er thisfile (e.g., floppy diskette, modem, ftp).

Once your prenote has been verified as to its accuracy, you can use
the payroll program to pay your direct deposit employees. Each time
you process payroll, the program will create an ACH transmission file
for you. Refer to the next section for details.
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Processing direct deposit payroll

Once your company and direct deposit employees are set up and you have
verified the setup with an ACH Prenotification file, you can use the Direct
Deposit feature to pay your direct deposit employees.

Instruction Set 13—-4: Processing direct deposit payroll

1

Process and queue paychecks for all your employees (i.e., both regular and
direct deposit employees).

Click the Print/View Queue button.
Click the Print All button.

In the Print Check Options dialog, setup the options as needed.

Print Check Options

~ Check printing setup:

Checkform:  [Aatrix AML-2 Laser ]
Check Register : |(he|:|( Register = I
e 2/15/02 ® Checks w!ll be s.tore.d by thiz date. ‘ou can
change this setting in Employee Preferences
Pay period ending date: | 2/15/02
— Direct deposit 1 only:
Direct Deposit form: |Dire|:t Deposit Stub ) I
[ For this payroll, instead of irest deposit, print checks for employees who are
marked for Direct Deposit

Notes about direct deposit checks:
Selecting aform from the Dir ect Deposit form pop-up menu allows you to
print a“pay stub” for any employee who is marked for direct deposit.

When you record a direct deposit check, the letters DD are inserted in the
Check Number field of the Pay History window.

If you ever need to print regular paychecks for your direct deposit employ-
ees, select the For thispayroll, instead of direct deposit, print checks...
option.
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Click OK.

When the paychecks are recorded, the following dialog will appear.

Direct Deposit Dates

Enter the dates required for Direct Deposit processing:
i . This is the dste on which you will be sending the dta to the Direct Deposit
Transmittal date: | 2/18/02 processor. It defaults 1o today, but may be any business day in the future.

Thiz is the date en which the payments will go inte your employees’

Effective date: 2/21/02 aceounts. This date is based on the "Window ™ you entered in the ACH Setup
" d

ialog. Unless your bark says it's ok, do NOT change this date to be SOONER
than it is.

Descriptive date: l:l This & character field can be anything you want (ie 101101, OCT11, etc)

as it has no effect on processing. It is solely a descriptive date

Enter the dates required to process your direct deposit file, then click
Continue.

When you quit the program or switch to a different company, the pro-
gram will create afile called ACH Transmit File.txt in the Employee
Files f folder for this company.

Deliver the file to your financial institution in the format they require
(e.q., ftp, floppy diskette, modem).

Your financial institution will take the file and credit the deposits of em-
ployees who bank there and then forward the remainder of the paychecks
to the ACH network. The ACH will sort the records and immediately dis-
tribute them to the appropriate financial institutions designated by your
employees, crediting employee accounts with their payroll amounts on pay
day.
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Chapter overview

The following information is covered in this chapter:
*  Overview of Aatrix EFTPS
e Setting up and using Aatrix EFTPS
e Connecting to the Aatrix EFTPS Server
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Aatrix EFTPS overview

Questions and Answers

Following isabrief question and answer section that is meant to provide hel pful
information concerning EFTPS.

Q
A

> 0

> 0

14 -2

What is EFTPS?

Electronic Federal Tax Payment System (EFTPS) is a system
whereby federal tax payments are transmitted electronically to the
Internal Revenue Service. It is managed by two financial agents
First National Bank of Chicago and NationsBank, on behalf of the
Department of Treasury. EFTPS is meant to replace all paper
deposit coupons.

Who has to use EFTPS?

Under the proposed EFTPS requirements that took effect on Jan-
uary 1, 2000. Taxpayers with aggregate Federal tax deposits
exceeding $200,000 during calendar year 1999 will become sub-
ject to the requirement to deposit by EFTPS beginning January 1,
2001.

Taxpayers with aggregate Federal tax deposits exceeding
$200,000 during calendar year 2000 will become subject to the
requirement to deposit by EFTPS beginning January 1, 2002.

How do | get enrolled with the Aatrix EFTPS Service?

Before you can use the Aatrix EFTPS Server to transmit your
EFTPS Federal tax payments, you must enroll with the Aatrix
EFTPS Service.

To do so, click the Enroll EFTPS button in the Company Setup
tab window. Fill out and print the Aatrix EFTPS Enroliment Form
which appears. Fax or mail the enrollment form and all other
required information to Aatrix Software. Your enrollment informa-
tion is entered into the Aatrix EFTPS system. Within approxi-
mately 2 weeks, Aatrix will email your P.I.N. and Acceptance
Form indicating that you can begin using Aatrix EFTPS to trans-
mit your EFTPS federal tax payments.
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What happens when | transmit my tax payments via Aatrix
EFTPS?

You will use your payroll program and your modem to transmit the
federal tax payment information to the Aatrix EFTPS Server. The
Aatrix EFTPS Server will validate your tax payment information
and forward it to a Financial Agent using the ACH Debit option.
Once the IRS verifies/accepts your tax payment information, an
ACH debit transaction will be initiated against your bank account
(i.e., the bank account you designated in your enroliment informa-
tion). In addition, for each transaction the Aatrix EFTPS Server
transmits for you, a monthly fee will be billed to the credit card you
have provided to Aatrix Software for EFTPS.

Requirements

To use Aatrix EFTPS, you need a 100% Hayes compatible modem. If you are
not sureif your modem is Hayes compatible, refer to the user manual that came
with your modem.

Opening Aatrix EFTPS

Use the following instructions to launch (i.e., open) the Aatrix EFTPS program.

Instruction Set 14-1: Opening Aatrix EFTPS

Open the Aatrix Payroll f folder, then open the Aatrix EFTPS f folder.

O =[] AatrixEFIPS f =—=FKEI B
1 itemn, 4.68 GB available
EFTFS
datrix EFTPS ™
=]
EIDY
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Double-click the Aatrix EFTPS icon.

Aatrix EFTPS

Please log in:

User name: | |

Password: | |

Date and time:  1/29/02 2:45 PM

If date or time iz incorrect, use the Contral Panel to correct it
EFTPS will not work correctly if wou have the wrong date or time
entered on wour computer.

(__ouit | | continue ||

Enter the default user name (admin) and password (eftps).

For more information on security, refer to “ Setting up security” on
page 14-13.

Click Continue.

The Aatrix EFTPS program opens to the following window.

Cormpon EFTPS Yolues Connection Higtony
Company Name : | |
—EFTPS Geographical Location:
{® North (First National Bank of Chicago) (2} South (HationsEank)

—Ildentification Information:

Enter the Site Identification you were given from EFTPS:

Enter ywour Taxpayet D Murnber (TIN):
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The Aatrix EFTPS tab windows

Before you begin using the Aatrix EFTPS program for the electronic

transmission of your federal tax payments, you should familiarize yourself with
the four main windows in the Aatrix EFTPS program.

e Company Setup e Connection

e EFTPSVaues e History

Tab

Aatrix IS ———~—
Compony Setup EFTPS Yalues Connection History \I
|

To access any of the four main windows, click the tab associated with the

window you want to open. When you click atab, the window associated with
the tab is displayed.

Company Setup window

When you open the Aatrix EFTPS program, the following Company Set-
up window displays. It isin this window that you enter the company infor-
mation required in an EFTPS transmission file.

Bentz & (o =" E

Compony Setup EFTPS Yolues Connection Higtony

Company Hame : |Bentz & Co. |

—EFTPS Geographical Location:

{® North (First National Bank of Chicago) (2} South (HationsEank)

—Ildentification Information:

Enter the Site Identification you were given from EFTRPS: |0

Enter your Tasxpayer [ Mumber (TIN): |12-3456729
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EFTPS Values window

Click the EFTPS Values tab to indicate the type and amount of tax pay-
ment you are transmitting plus any additional information the program
needs to complete the EFTPS transmission file, such as the Effective date.

O

Bentz & (0. —F—mm———————————————— 5

Company Sefup

Deposit Type:
Tax Period: |15t Quarter, W 2002

Connection Histony

EFTFS Effective Date: I/28/02

Tax Reason: |Federa| Tax Depozit

x]

—EFTPS Yalues:

Incorne Tax
Social Security

Medicare
Totals:

Total EFTPS Payment:

11906
133262

2834.94

283494

=

The above illustration displays the EFTPS Values window setup to trans-
mit a 941 tax deposit.

The values for your EFTPS federal tax payments can be automatically
@ filled in for when you use the payment feature in the Liabilities tab win-
dow of your payroll program.
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Connection window

Clicking the Connection tab allows you to transmit your EFTPS data.

Enter your EFTPS PIN:

— EFTPS Message:

O Bentz & (o.=——V——————8H
Company Setup EFTPS Yolues \Wﬂf History

Click on the ‘Connect Mow ' button to make wour EFTRS transmission.

—

D Test transmiszion

[ Message to datrix...

Ready for EFTPS connection.

History window

Clicking the History tab allows you to view relevant information about
each EFTPS transaction you have transmitted to the Aatrix EFTPS Service.

O

Bentz & Co.

Compony Sstup EFTPS Yolues Connection

EFTPS History:

Who! Transmitted: Effective: Arnount ;. What !

Adrinistrator gMz/0z Cleared history

Administrator af12/02 813502 23000 F20 send accepted

Adrministrator §/26/02  &/27/02 323200 945 zend accepted
[~
B

& Clear History... Print History...

Note: We recommend you print your History after sending each transmission.
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Setting up Aatrix EFTPS

14 -8

Before you can use Aatrix EFTPS to electronically transmit your EFTPS tax
payments, you need to complete a three step process. Once all the relevant
information is entered and saved in your EFTPS company setup file, you can
use Aatrix EFTPS to transmit your tax payments. The three steps are:

Step 1: Creating an EFTPS company file.
Step 2: Setting the EFTPS Preferences.
Step 3: (Optional) Securing the program with password protection.

If at any time during the setup process you have to quit, simply select File >
Save to save what you' ve already entered. When you return to Aatrix EFTPS,
continue setting up where you left off.

Note: The multi-company requirement is that each company be set up sepa-
rately following the steps outlined on the next pages.

Before you begin

The setup process requires that you have certain information organized and
readily available. The following information will be required for setup.

e Your 9 digit Taxpayer Identification Number (T.I.N.).
e Your 4 digit Personal Identification Number (P1.N.).

Before the Aatrix EFTPS Server can process your EFTPStax payments,
& you must be enrolled with the Aatrix EFTPS Service. To do so, fill out
the Aatrix EFTPS Enrollment Form and fax or mail it (and all other
required information listed on the enrollment form) to Aatrix Software,
Inc. as soon as possible. The Enrollment Form can be accessed by
clicking the Enroll EFTPS button in the Company Setup tab window.

want to determine a user name and password for each user. Only those
users with a valid password will then be allowed access to Aatrix
EFTPS. For details, refer to “ Setting up security” on page 14-
13.

@ If more than one person is going to be using Aatrix EFTPS, you may



CHAPTER 14: Aatrix EFTPS

Creating EFTPS company files

For each new company you set up, Aatrix EFTPS requires certain company
information to be included in your EFTPS transmission files.

Instruction Set 14-2: Creating an EFTPS company file
1 Openthe Aatrix EFTPS program.
2 Select File> New.

3 Click the Company Setup tab.

OaOS"S"S)8———Aatrix [l aeaDQ"Q"———————— o

Compony S

EFTPS Yolues Connection Histony

Company Name : || |

—EFTPS Geographical Location:

@ MNorth (First National Bank of Chicage) {2} South (NationsEank)

—Identification Information:

Enter the Site Identification you were given from EFTPS: I:l
Enter yvour Taxpayer D Mumber (TIN): |:|

4  Enter all the required information for this company.

Company Name

Enter the name of your company (limited to 32 characters). You can abbre-
viate the company name if it is more than 32 characters long

EFTPS Geographical Location
Select the Treasury Financial Agent that serves your geographical loca-
tion.
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¢ North (First National Bank of Chicago)
Alaska, California (all other counties not listed under NationsBank),
Colorado, Connecticut, Hawaii, Illinois, Idaho, Indiana, lowa, Kansas,
Maine, Massachusetts, Michigan, Minnesota, Missouri, Montana, Ne-
braska, New Hampshire, New Jersey, New York, North Dakota, Ore-
gon, Rhode Island, South Dakota, Utah, Vermont, Washington,
Wisconsin, Wyoming, Other International .

¢ South (NationsBank)
Alabama, Arizona, Arkansas, California (Los Angeles, Orange, San
Bernadino, Riverside, San Diego, and Imperial Counties), Delaware,
District of Columbia, Florida, Georgia, Kentucky, Louisiana, Mary-
land, Mississippi, Nevada, New Mexico, North Carolina, Ohio, Okla-
homa, Pennsylvania, Puerto Rico, South Carolina, Tennessee, Texas,
Virginia, West Virginia, Other US Territories.

I dentification I nfor mation

If your geographical location is North (First National Bank of Chicago), en-
ter the Site Identification they provided you. Enter the number zero if you
don’t know what your Site Identification is.

Enter your Taxpayer |dentification Number (T.I.N.). If the number in-
cludes a dash, be sure to enter it here.

Select File> Save.

The first time you select the Save command, a Putfile dialog will ap-
pear allowing you to name and save the company setup file.

Name your EFTPS company setup file with a descriptive name (e.g.,
your company name) and save it in the Aatrix EFTPS f folder.
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Setting the preferences in Aatrix EFTPS

It is necessary to enter in Preferences, the information that is unique to your
company (e.g., time zone, communication settings).

Instruction Set 14-3: Setting the preferences in Aatrix EFTPS

1 From within Aatrix EFTPS, select Edit > Preferences.

Preferences

B4 Automatically re-open the last company file used

—Time:

Your time zone: (4 Daylight savings time

—Communication:

Port: @ Modem 2 Printer Speed: I:l

Initialization string: | |

Precede phone number with: I:I
Follow phone number with: I:I

[ 1am calling from the Grand Forks, NDlocal dialing area

=l [ cancel | [ ok |

2 Setup the re-open and time settings options as needed.

Automatically re-open the last company file used
Check this box, if you want the last company you were in before quitting
the program to automatically open the next time you launch Aatrix EFTPS.

Time infor mation

Select the appropriate time zone for your geographical region from the
pop-up menu. Click the Daylight savings time checkbox, if applicable.

14-11



CHAPTER 14: Aatrix EFTPS

14 -12

3

Select the communication options for your modem.

Port type

M odem: Select this option, unless the printer option applies.

Printer: Select the Printer option if your modem is connected to the
printer port on your computer.

Speed: From the Speed pop-up menu, select the modem speed (should
not exceed 2400 baud).

Initialization string
Enter ATM 1. If this string doesn’t work, refer to your modem user manual
for the one that is specific to your modem.

Precede phone number with

Enter the long distance access number or sequence, if any. Also, enter the
number that allows access an outside line (e.g., 9).

Adding a comma to the string will pause the dialing process for a brief
moment. You may find that you need to add more than one comma in
order for a successful dial out.

Follow phone number with
Enter the number required after you dial the long distance telephone num-

ber, if any. For example, along distance dialing code (preceded by com-
mas, if necessary).

| am calling from the Grand Forks, ND local dialing area

Click the Calling from Grand Forks checkbox if you are calling from the
Grand Forkslocal dialing area. Thistellsthe Aatrix EFTPS that your trans-
mission to the EFTPS Server is not along distance call.

Click OK.

Select File> Save.



CHAPTER 14: Aatrix EFTPS

Setting up security

If security isan issuein your company, you will want to assign auser name and
password to each person who will be using the Aatrix EFTPS program. Y ou
have the options adding, editing and deleting users from the list

Instruction Set 14—4: Setting up security
1 From within Aatrix EFTPS, Select Edit > User List.

The EFTPS User List window appears displaying all users who currently
have access to the EFTPS Program.

EFTPS User List

Current EFTPS Users:
Administrator

Il Administrator

Password

[ Delete | [ New || Add |

Note: The User List command is available in the Edit menu only when the de-
fault user name and password (admin and eftps, respectively) is entered in the
log in window at start up.

2  Click the New button.
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3 Enter the new User’s name and Password in the text boxes. (Must use
at least 5 characters for both User Name and Password).

4 Click the Add button. The new “user” is added to the user list.

5 Click Done, when you are finished adding all your users.

Note: Use the Edit and Delete buttons to modify or remove users from the list.

Opening EFTPS company files

Company files can be opened by using the following instructions.
Instruction Set 14-5: Opening an EFTPS company file

1 Openthe Aatrix EFTPS program.

2  Select File> Open.

3 A Getfiledialog will appear displaying the names of your companies.
4 Select the company you want.

5 Click Open.

Note: Select File > Close to close the currently open company.

Quitting Aatrix EFTPS
To quit out of the Aatrix EFTPS program, select File > Quit.
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Connecting to the Aatrix EFTPS Server

The information is this section is relevant only after you’' ve set up and saved
your EFTPS company file. It includes three topics:

e Transmitting an EFTPS Tax Payment
e EFTPS Tax Payment History
e Troubleshooting

Transmitting EFTPS tax payments

Instruction Set 14-6: Transmitting an EFTPS tax payment

1 Open the Aatrix EFTPS program to the company you are transmitting a
tax payment for.

2 Open your payroll program, then click the Liabilities tab.

3 Calculate the tax payment (e.g., 941 Tax Deposit) for your payroll.

Bentz #ln0—fur———
Company Setup Employees Payroll Items | Process Payroll Reports Liabilities
Eg_ m]‘ i
B Vlew Pa et
Check HEgISlEr i Regizter Hlsy;or [ermnorize] Verlf
—To write a Check:
?‘;’g;ﬁggwmﬁam Date:[3711702 | Check # [7227 ]
1) Select or Create a Payment Grand Farks, ND 582037
941 Liability
FUTA Liability .
SUTH Liability Pay To: [First Bank | Total | 1 .681.66]
Health | nsurance Address

Grand Forks, NI 38201

5177 & Washington ‘

[~
e | '

2) |Master List ¥ Selected items for this check Type Amount
Federal Income Tax = | erpr 500.00] (]
2) [Quarter B Medicare =1 | Emprr. 111.58] E
Zrd qu..| 4 | [zo0z Sovial Security 4| | Ereir. 475.85]
Medicare Match = | emere 111 95
9 Iculate Social Security Match =1 | emprr. 478.85
_b Amount Not Allocated - 0.00]
ARt Amount Hot Allocated = 0.00] [+]

Refer to “ Creating liability payments” on page 7-4 for details on
creating payments and using them to write/cal culate liability checks.

14 -15




CHAPTER 14: Aatrix EFTPS

14 -16

Note: The Pay to and Address fields are not used by Aatrix EFTPS.

4 Click the Send EFTPS button.

The EFTPS program must be open when you select Send ETPS. If the
& appropriate payroll company is not open in Aatrix EFTPS, a Getfile
dialog will appear allowing you to locate and open it.

5 Click the EFTPS Values tab.

O(leeaSaSaSm) At I ammm———————H
Compony Sstup Connection Histany
Deposit Type: EFTFS Effective Date: 3/11/02
Tax Period: |3rd Quarter, w 2002
Tax Feason: |Federa| Tax Deposit Vl
—EFTFS Yalues:
Incorne Tax S00.00
Social Security 957.70
Medicare 22396
Totals: 1631 66
Total EFTPS Payment: 1681 65

=

6 Set up your tax payment.

Deposit Type
Select the type of federal tax deposit you are making.

EFTPS Effective Date

Enter the date you want your federal tax payment transfer to occur. Thisis
the date on which your designated bank account will be debited. For most
users, this will be the tax due date. Your tax payment must be reported at
least one business day prior to the Effective date.

The Aatrix EFTPS daily tax payment deadline is 3:00 p.m. Central

& Time. All tax payments received by the Aatrix EFTPS Server after 4:00
p.m. will be sent the next day, which ultimately adds an additional day
to the effective date of payment.
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Tax Period
Enter the liability period for which the tax payment is being made.

Tax Reason
Select the reason for this tax payment.

EFTPS Values

If you used the Payment and Send EFTPS features in the Liabilities tab
window of your payroll program, the values are automatically filled in for
you. Otherwise, fill in the correct values.

7 Click the Connection tab.

B I NN~
Compony Setup EFTPS Woilues \Wﬂ{ Histony
Enter your EFTPS PIN: [ | Connect Now...
Click on the 'Connect Mow' button to rmake wour EFTPS transmission. [0 Test transmission

[ Message to Aatrix...
— EFTPS Message:

Ready for EFTPS connection.

=

8  Setup and transmit your tax payment.

Note: The EFTPS Message portion of the Connection window indicates the
status of the tax payment setup. If the tax payment setup is complete, the mes-
sage " Ready for EFTPS connection” will appear.

EFTPSPIN

Enter your four-digit Personal I dentification Number (PIN) in the text
box.
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Test Transmission (Optional)

If you wish to check the information in your tax payment setup (such as
whether the payment will put you over the threshold amount, or if the ef-
fective dateisvalid), check the Test transmission checkbox, then click the
Connect Now button to do a Test Transmission of your payment.

Your tax payment information is transmitted to the Aatrix EFTPS Server
for verification. While online, the Server will respond with a message as to
whether the tax payment setup is valid or not.

If the setup isinvalid, make the necessary corrections and test the transmis-
sion again. If the setup isvalid, deselect the Test transmission checkbox
and continue to the next step.

Note: Theinformation in your transmission test does not go any further than
the Aatrix EFTPS Server.

Message to Aatrix (Optional)

The M essageto Aatrix option can be used to communicate with the Aatrix
EFTPS operator. When you click the M essage to Aatrix check box, the
following dialog appears allowing you to enter a brief message (up to 32
characters).

Message to Aatrix Software

To send a message to the EFTPS operator, enter it below. To
remove the message, simply delete it and click DK.

DO MOT use this to ask a technical support guestion: call (?01)
746-7202 instead.

Unless sent with a "Test Transmission", a message may delay
your EFTPS payment.

Message (up to 32 characters):
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Click the Connect Now button to send your tax payment. (Make sure
the Test Transmission checkbox is not checked.)

When you click the Connect Now button, the Aatrix EFTPS program
transmits your tax payment to the Aatrix EFTPS Server and verifies the
following information:

e TheAatrix EFTPS Server looks up your account and verifies that your
T.I.N. and P.I.N. are valid. If there is a message relative to your ac-
count, it is sent at thistime. If the T.I.N. and P.I.N. do not match, you
will be given thisinformation and logged off.

e The Effective date is verified that it is not an EFTPS Holiday Date or
weekend date. If the Aatrix EFTPS Server determines that your Holi-
day fileisinvalid, the Server will automatically update it for you.

e If applicable, the amount is checked that it does not exceed your desig-
nated threshold. If it does, you have 30 seconds to decide (while on-
line) if you want to override the limit. If not, the transmission is
rejected and you will be logged off.

Once the Aatrix EFTPS Server accepts your tax payment, it is sent to the
Financial Agent. An ACH debit transaction is then initiated against your
bank account based on your designated effective date and specified
amount.

In addition, for each transaction the Aatrix EFTPS Server transmits for
you, amonthly fee is automatically charged to the credit card you have
provided Aatrix Software for EFTPS.

@ If you provide Aatrix Software with your email address, we can email

you the details of the payment sent and a confirmation humber indicat-
ing that the payment was accepted by the institution.
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10 Click the History tab.

D =————— Bentz & (o. E
Company Sefup EFTPS Yolues Connection Histony
EFTPS History:
'ho Transmitted: Effective: Arnount: what
Adrinistrator g/12/02 Cleared history
Adrministrator g8Mz2/02  =2AEM02 FI0.00 T20 send accepted
Adrinistrator 8726402 8727702 32Z2.00 9435 send accepted
[~
|+
@ Clear History... Print History...

The EFTPS History window displays detailed information for each
EFTPS transaction that has been transmitted to the Aatrix EFTPS Server.

11 Click the Print History button.

12 The standard Macintosh dialog appears allowing you to print all the
information in the History window.

Note: Clicking the Clear History button allows you remove all the transac-
tions displayed in the scrolling list or only those transactions recorded before a

date you designate.

13 When you are done transmitting tax payments, select File > Quit.
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Troubleshooting

Q
A

| try to send payments but nothing happens.

Make sure that your modem is turned on and properly connected
to your computer. Verify that you have the proper initialization
string and modem speed assigned in the Preferences window
(refer to your Modem manual, if necessary).

When | attempt to transmit a tax payment to the Aatrix EFTPS
Server, | get a message that my Taxpayer ID Number (TIN) is
not registered with Aatrix Software.

If you are already registered with the Aatrix EFTPS Service, make
sure your Taxpayer ID Number (TIN) is entered correctly in the
Company Setup window.

If you have not yet registered with the Aatrix EFTPS Service, you
can do so by filling out the Aatrix EFTPS Enrollment Form. To do
so, click Enroll EFTPS in the Company Setup tab window of your
payroll program. Fax or mail this form (and all other required infor-
mation listed on the enrollment form) to Aatrix Software, Inc. as
soon as possible. If you need an enrollment form, call Aatrix Soft-
ware at 1-800-426-0854

| get the message, "You can’t connect because | can’'t open
the port for the modem connection." How do | correct this?

Check that there are no other program (e.g., American Online)
currently using the modem. Also, check that the correct port
option is selected in Preferences.

I'm using my PowerBook with Aatrix EFTPS and my modem
won’t dial out. How do | correct this?

Change the modem setting in the Teleport control panel to "com-
patible".
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Notes:
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APPENDIX A: States Requiring Special Attention

Overview

Some states require a special employee tax status setup. These particular states
are listed below along with instructions for setting up the special requirements.

Alabama

Arizona

Arkansas

California

To set the withholding status of your Alabama
employees, select an Alabama employee from your
Employee List. Choose the Alabama module from
the M odules sub-menu in the File menu. A dialog
will appear alowing you to select the withholding
status (Single, Married, Other, Head of Family) for
the selected employee. Repeat this procedure for
al Alabama employees.

To set the tax rate for each of your Arizona
employees, select an Arizona employee from your
Employee List. Choose the Arizona module from
the M odules sub-menu in the File menu. A dialog
will appear alowing you to select the appropriate
tax rate for the selected employee. Repeat this pro-
cedure for al Arizona employees.

To set the withholding status of your Arkansas
employees, select an Arkansas employee from
your Employee List. Choose the Arkansas module
from the M odules sub-menu in the File menu. A
dialog will appear allowing you to set the tax status
of the selected employee. Repeat this procedure for
al Arkansas employees.

To enter the number of additional allowances
claimed on the DE-4 or W-4 Form by your Califor-
nia employees, select (highlight) a California
employee from your Employee List. Choose the
Califor nia module from the M odules sub-menuin
the File menu. A dialog will appear allowing you
to enter the number of additional allowances the
selected employee claimed on the DE-4 or W-4
Form. Repeat these steps until the number of addi-
tional allowances for each of your California
employees has been entered.
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Connecticut

Georgia

Illinois

Indiana County

To set the withholding status of your Connecticut
employees, select a Connecticut employee from
your Employee List. Choose the Connecticut
module from the M odules sub-menu in the File
menu. A dialog will appear allowing you to select
the standard withholding table declared on form
CT-W4 Line 1 for the selected employee. Repeat
these steps for all Connecticut employees.

If aGeorgiaemployeeis married and filing jointly,
select the employee from the Employee List.
Choose the Geor gia module from the M odules
sub-menu in the File menu. A dialog will appear
allowing you to select whether the employee's
taxes are based on only one income or two
incomes. Repeat these steps until al Georgia
employees that are married and filing jointly have
been set up.

To enter the number of withholding allowances
claimed on Line 1 of the IL-W-4 form, select
(highlight) an Illinois employee from the
Employee List. Choose Illinois from the M odules
sub-menu in the File menu. A dialog will appear
alowing you to enter the number of withholding
alowances claimed for the selected employee.
Repeat these steps for al Illinois employees.

Note: The Indiana county withholding amount is
included in the Indiana state withholding.

To set the Indiana county tax rate, select an Indiana
employee from the Employee List. Choose I ndi-
ana County from the M odules sub-menu in the
File menu. A dialog will appear alowing you to
enter the tax rate for the selected employee. Enter
the rate as adecimal equivelant (e.g., .01 = 1%).
Repeat this step for each Indiana employee.

If the tax does not calculate correctly, verify that
the number of local exemptions and tax rateis
entered correctly for each employee.
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lowa

Louisiana

Maryland

M assachusetts

To set up the bonus configuration of your lowa
employees, select an lowa employee from your
Employee List. Choose the | owa module from the
M odules sub-menu in the File menu. A dialog will
appear alowing you to set up the bonus type of the
selected employee as regular income or infrequent
bonuses (Monthly, Quarterly, SemiAnnually, or
Annually). Repeat these steps until the bonus con-
figuration has been set for al 1owa employees.

To set the number of personal exemptions of your
L ouisiana employees, select a L ouisiana employee
from your Employee List. Choose the L ouisiana
module from the M odules sub-menu in the File
menu. A dialog will appear alowing you to enter
the number of personal exemptions (two, one, or
zero) for the selected employee. Repeat these steps
until the personal exemption has been set for all

L ouisiana employees.

To set the tax status of your Maryland employees,
select a Maryland employee from your Employee
List. Choose the M aryland module from the M od-
ules sub-menu in the File menu. A dialog will
appear alowing you to select from a pop-up menu
the local % rate of the selected employee. Repeat
these steps until the tax status has been set for all
Maryland employees.

To set the specia status deduction (employee or
spouseis blind, employee and spouseis blind, no
blindness) of your Massachusetts employees,
select (highlight) a Massachusetts employee from
your Employee List. Choose the M assachusetts
module from the M odules sub-menu in the File
menu. A dialog will appear allowing you to select
the deduction status of the selected employee.
Repeat these steps until the status has been set for
all Massachusetts employees.
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Mississippi

Montana

New Jer sey

New York Local

To enter the amount of line 6 from the Mississippi
Withholding Exemption Certificate Form 89-350,
select aMississippi employee from your Employee
List. Choose the Mississippi module from the

M odules sub-menu in the File menu. A dialog will
appear allowing you to enter the amount for the
selected employee. Repeat these steps until al
amounts of line 6 from the Mississippi Withhold-
ing Exemption Certificate Form 89-350 have been
entered for each Mississippi employee.

To set up amarried employee who wantsto use the
singlerate, select the employee from your
Employee List. Choose the M ontana module from
the M odules sub-menu in the File menu. A dialog
will appear allowing you to select the Married,
but use single rate checkbox.

To set the withholding status of your New Jersey
employees, select aNew Jersey employee from
your Employee List. Choose the New Jer sey mod-
ule from the M odules sub-menu in the File menu.
A dialog will appear alowing you to select the
standard withhol ding table declared on form NJ-
W4 for the selected employee. Repeat these steps
for al New Jersey employees.

To set the tax status of your New York City and
Yonkers employees, select aNew York City or
Yonkers employee from your Employee List.
Choose the New York L ocal module from the

M odules sub-menu in the File menu. A dialog will
appear allowing you to set the local tax option for
the selected employee. Repeat these steps for each
of your New York City and Yonkers employees.
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Ohio Schools

Puerto Rico

Create an Ohio Schools deduction. The deduction
TypeisLocal; the Calculation Method is Tax Cal-
culation and then choose Ohio Schools from the
pOop-up Menu.

To set the Ohio School Tax Rate, select an Ohio
employee from the Employee List. Choose Ohio
from the M odules sub-menu in the File menu. A
dialog will appear alowing you to enter the per-
cent rate for the selected employee. Repeat this
step for each of your Ohio employees.

If the tax does not calculate correctly, verify that
the number of local exemptions and percent rateis
entered correctly for each employee.

To set the exemption status of your Puerto Rico
employees, select a Puerto Rico employee from
your Employee List. Choose the Puerto Rico
module from the M odules sub-menu in the File
menu. A dialog will appear alowing you to enter
the number of allowances claimed based on deduc-
tions (not dependents), and if married, the amount
of personal exemptions the selected employeeis
claiming. Repeat these steps for all Puerto Rico
employees.
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Appendix B: Sample Reports

Overview

There are several reports already built into your payroll program. These pre-
designed reports are listed in the Reports scrolling list of the Reports Main
Dialog. This appendix describes and provides samples of many of these reports.

Some reports (e.g., Regular Deduction, Regular Contribution) have been

designed to print in landscape mode: printing across the longer side of an 8.5 x
11 inch sheet of paper. In order to view all the report information, you will need
to select the Page Setup command from the File menu before printing the report.

LaserWriter 8 Page Setup £

[Page Attributes i]

Format for: [Sales4l]l]l] printer i]

Paper: [ US Letter B

% Orientation: 1@
Sl:ale:%

[=]

[ Cancel ] H

K_J

In the Page Setup dialog, select the landscape mode option (see below).

Orientation: t t@
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Payroll Reports

New Employee Settings Summary

The information displayed in the New Employee Settings Summary report is
the current setup of your Default Information File. This setup is what the
program will automatically assign to each new employee file created.

It is recommended that the information in this report is reviewed for accuracy
before employee files are created. Another verification should take place
whenever information is changed in the Default Information File.

An example of the New Employee Settings Summary report isillustrated below.

HEeEe——————— Report Preview =]
Mew Employes Settings Summary =
Reporting on: Mew Employes Settings
Bentz & Co.
Printed on 2/26/02 Page 1
Grand Forks, MD 532201
trcorne !
Regular Pay $0.00 (per hour)
Extra invore !
Yacation $0.00 Chour ly Fate)
Dhedetions !
Federal Income Tax
Linked ta "*FE 2002 US Federal” in Aatrix Taxbasze.
Thiz is categorized as a “Federal Income Tax" deduction.
N[ 2002 North Dakota
Linked ta "ND* 2002 Morth Dakota™ in Aatrix Taxbase.
Thiz is categorized as a "State Income Tax" deduction.
Social Security 620 %
This has an “Upper Limit" applied to it:
$54,900.00 per year
Thiz is categorized as a "Social Security " deduction.
Hedicare 145 %
Thiz is categorized as a “Medicare” deduction.
Erployer Paid:
FUTA 0.80 % of gross
Thiz haz an “Upper Limit" applied to it:
$7,000.00 per year
Thiz is categorized as a "FUT&" ernployer paid itern.
Medicare Match 1.45 % of gross
This is categorized as a "Medicare Match” employer paid itern.
Sesial Security Mateh £.20 F of gross
Thiz haz an “Upper Limit" applied to it:
$24,200.00 per year
Thiz iz categorized as a "Social Security Match® employer paid itern.
SUTA 0.320 % of gross
This iz categorized as 3 "SUT A" employer paid item.
a
-
KD
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Employee Data Summary Report

The Employee Data Summary report details all income sources, assigned
deductions and employer paid contributions for a single employee or an entire
Employee List. The report lists an employee's pay, aswell asall limit amounts
and percentageson all pay items. Usethisreport to check the correctness of your
employee files after they have been created or at any time that an employee’'s
pay items are in question. Check the report for properly assigned and
personalized payroll items.

An example of the information contained in an Employee Data Summary report
isillustrated below.

O =———————Report Preview

{1} m

Employee Data Surmmary
Reporting on: Adams, Sarmuel J
Bentz & Co.
Printed on 2/22/02 Fage |

Sarnuel J Adams SEN: ZT43-34-242F
Box 15 D #: 101001010
Grand Forks, ND' 52202

Group: Other

o
Regular Pay $10.50 (per hour)

Extra incarme
Yacation $0.00 Chour ly rate)

Dedustions
Federal Income Tax
Linked to “*FE 2002 US Federal™ in Aatrix Taxhase
Thiz iz cateqorized as a "Federal Incomne Tax" deduction.

Social Security 620 %
This has an “Upper Limit" applied o it:
$284,900.00 per year
This is categorized as a "Social Security” deduction.

Medicare 145 %
Thiz iz cateqorized as a "Medicare” deduction.

HD 2002 Horth Dakota
Linked to "N[» 2002 Morth Dakota® in Aatrix Taxbase.
Thiz iz categorized as 2 "State Income Tax" deduction.

Erployer Paid:
FUTA 0.80 % of gross
This has an “Upper Limit" applied o it:
$7,000.00 per year

Medicare Match 1.45 % of gross
Thiz iz cateqorized as a "Medicare Match™ employer paid item.

Social Security Match 6.20 % of gross
This has an “Upper Limit" applied o it:
$284,900.00 per year
This is categorized as a "Social Security Match” employer paid itern.

«r

[«
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Employee Personal Data Summary Report

The Personal Data Summary report details all the personal datayou have
entered in your employee’ sfiles.

If the Line Summary option is selected, all employee personal datais displayed
across the width of the screen. Due to the width of the report when setup as a
line summary, you may want to print it in landscape (sideways) mode. If the
Line Summary option is not selected, the personal data of each employee will
be displayed one employee per page (see below).

[0 =——————Report Preview B
Fersonal Data Summary
Reporting on: Adams, Sarmuel J
Printed on 2/22/02 Page 1
Sarnuel J Adams SSN: 243-34-2423
Box 15 I *: 101001010
Grand Forks, NI 58203
Fhone Nurnber : TO1-746-5555
Contact: John 0. Adarns
Contact Phone : TO1-746-5555
Hired an: 147434
Birthday :
Marital Status: Married, filing separately
Fay Period:  Semimonthly
Claims: Extra Withholding:
Federal: o 0
State: o 0.o0
Local: Tax not aszigned
a
l [~]
| D

An example of the Personal Data Summary report isillustrated above. Below,
the same report using the Line Summary option.

O =—————Report Preview =
Personal Data Summary =
Federal State Local
Marne SEN Marital Status Pay Period Claims Extra With. Claims Extra With. Claims Extra with
Samuel J Adamns T43-34-242% Married, filing separ$erbfmonthly O 0.00 ] 0.00 Mone found
a
l [+]
| [(D

Note: Using this method doesn't list employees’ phone humbers, contacts,
contact phone numbers, hired dates, or birth dates.
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Estimated Annual Wage Report

The Estimated Annual Wage report displays the estimated annual income of

your employees.

The method of calculationis:

Salary employees annual wage = ((# pay periodsin year) * rate)

Full-time hourly employees annual wage = ((# hours in year, which is 2080) *

rate)

An example of the Estimated Annual Wage report, based on the status of full

time employees, isillustrated below.

11

HeportT rreview:

Employee Name
Sarnuel J Adams
John J Anderson
Mary M éndrews
Theodore 5 Bartz
Lillith L Blake
Caral M Carlson
Fat H Carpenter
Michael O Crosby
Perter R Dahl
Raymond R Dietz
Bonnie [ Eastrnan
Louie N Ebert
Robert & English
Ronald T Erikson
Ruth K Evans

Jon J Fritz

Jerri J Grange
Lindsey P Howard
Parnela Jo Hudson
Jay L Jensen
Howard M Johnson
dJoshua % Kramer
Larry & Larson
Gabriella % Lenz
Terrance J Martin
angella & Mertz
Michael I Messinger
Tracy E Mott
Sarah [ Nelson
Jack O Preston
Terry B Primrose

Eztimated Annual Wage Report

Estimated Annual Wage Report
Printed on: 2/22/02

Bentz & Co.
Salary/

S5N Hour Iy Pay Period Pay Rate Annual ‘Wage
Z43-24-2422 Hour Iy Sernirmanthly 10.50 21,240.00
S01-93-2133 Hour Iy Sernimonthly 10.00 20,500.00
S01-99-9299 Salary Sernirmanthly 1,125.00 27,000.00
S01-99-9239 Salary Sernirmanthly 1,104,116 26,499.84
S01-99-9959 Salary Sernirmanthly 1,223.16 2949384
S01-99-9599 Salary Sernirmanthly 11229 26,949.84
S01-00-9299 Salary Sernirmanthly 1,102.08 26,449.92
S01-00-9999 Salary Sernirmanthly 823.ZZ 19,759.92
S01-00-9099 Salary Sernirmanthly 83166 19,959.84
S01-00-9919 Salary Sernirmanthly 1,260.41 30,243.84
S01-99-0000 Salary Sernirmanthly 209.52 21,82992
S01-00-9909 Salary Sernirmanthly 1,242.91 29,829.84
S01-99-0099 Salary Sernirmanthly 1,264.58 32,74992
S01-99-9900 Salary Sernirmanthly 1,192.75 28,650.00
301-93-0000 Salary Sernimonthly 1,137.91 25,743.84
S01-00-0002 Salary Sernirmanthly 83416 20,493.84
S01-00-0004 Salary Sernirmanthly 1,164.58 27,949.92
S01-99-0005 Salary Sernirmanthly 1,260.41 30,243.84
S01-99-9902 Salary Sernirmanthly 1,135.41 2724984
S01-00-0010 Salary Sernirmanthly 1,207.08 28,969.92
S0z2-99-0010 Salary Sernirmanthly 1,260.41 30,243.84
S01-99-2999 Salary Sernirmanthly 1,221.66 29,319.84
S0z-00-9931 Salary Sernirmanthly 1,223.16 2949384
S01-99-9989 Salary Sernirmanthly 1,236.66 29,673.84
S0z2-99-0012 Salary Sernirmanthly 1,232.91 29,589.84
S0z-00-9909 Salary Sernirmanthly 1,233.58 2974992
S02-99-9907 Salary Sernirmanthly 1,260.41 30,243.84
S0Z-00-9927 Salary Sernimonthly 1,247.50 29,340.00
S0z2-99-9979 Salary Sernirmanthly 1,254.16 30,093.84
S02-00-9995 Salary Sernirmanthly 1,223.16 2949384
S0z2-99-2899 Salary Sernirmanthly 1,270.83 30,493.92

Total 854,116.48

Fage: 1
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Pay History Summary Report

The Pay History Summary report can be used to show the amounts deducted
(e.g., Federa, State, etc.) in the Pay History records of an individual employee
or an entire Employee List.

The following dialog appears when you click the Preview or Print Report

buttons.
Pay History Summary Options
Include: Print Options:
. ] Und
& Individual Pay History records Plain Bold f#sfic Line
< Monthly subtotals [JSkip if zero om0
& Quarterly subtotals [15kip if zero om0
B Totals [Jskip if zero om0
[]Total of all employees only
[]Separate pages
[ Cancel ] [[ Continue ]]

The above dialog allows you to select which values you want displayed on the
report (individual employee Pay History amounts, monthly subtotals, quarterly
subtotals, and/or annual totals). To print one employee per page, click the
Separ ate pages checkbox. To display the totals only, select the Totals of all
employees only (the Separ ate pages and I ndividual Pay History records
optionswill becomeinactive). Use Print Optionsto display report valuesin the
format of your choosing (plain, bold, italic, or underlined).

An example of a Pay History Summary report isillustrated below.

[0 =———————NReport Preview =
Fay Hiztory Summary Report =
Lirnited to the month Jan, 2002
Samuel J Adams S5N: 343-34-2423
[ate Burnber Gross Federal State Local FICA Mise
141502 4190 SE0.20 Te.00 1064 0.oo TZ0z 10969
1431/02 6204 SE2IZ Ti.00 9.94 0.oo E9EZ 106.02
January 1,893.12 147.00 20.58 o0.00 141.63 21571
Total 1,893.12 147.00 2058 o.00 141.65 21571
a
l [~|
[«
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Pay History Detail Report

The Pay History Detail report can be used for acomprehensive ook at the Pay
History records of asingle employee or an entire Employee List. The report will
list each pay period and detail all the payroll information for that pay period. Use
this report to review your past paychecks for proper income, deductions, or

employer paid contribution assignment and calculation.

If the Preview option is selected, a Y es/No dialog asks if you want to skip
employee reports and only view totals. Thisis applicable only if printing or
viewing the entire Employee List. The report combines all payroll check

information from the selected period.

An example of the information contained in a Pay History Detail report is
illustrated below.
] Report Preview: =]
Fay History Detail =
All Periods Printed on 2/26/02 Page 1
For the Erployes List: "Modified Master List"
Final totals:
tncame HoursdUnits/s: Amount:
Reqular Pay 10,660.41 141,123 88
Reqular Overtime 16.0 32003
EIC Payrment 0.0 93.58
Yacation 1.0 10.00
10,677 .41 141,547 49
Deduedions : App. Tips: App. Wages Arnounit:
Federal Incorme Tax 141,453.91 17,698.00
Social Security .00 141 45291 8,770.23
Medicare 141 45291 2,051.15
ML 2002 Morth Daketa 141 45291 247772
Health Insurance 141,453.91 2,829.04
3Z5,826.14
Erployer Paid: App. Wages Arnounit:
FUT#& 141 45291 1,131.49
Medicare Match 141,453.21 2,051.15
Social Security Match 141,453.91 8,770.23
SUTA 141 45291 424 .30
1237717
Het Pay 107,721 35
a
[~]
[«]»
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Regular Contribution Summary Report

TheRegular Contribution Summary report will display each employee on the
selected Employee List and detail all the employer paid contributions aswell as
the contribution totals.

This report can be used to check the correctness of an employer paid
contribution or whenever the totals of a contribution arein question. Due to the
width of this report, you may wish to print it in landscape (sideways) mode.

An example of a Regular Contribution Summary report isillustrated below.

[0 = -————— Report Preview B
Employer Paid Report
Reporting on: Modified Master List
All Periods

Marne : SSN: FUTA: Medicare ... Social Sec... SUTA: Total:
Sarruel Adare BAT-T4-242T 20E7 =225 22764 1m 227
b J Andetson -9 2iT2 0z 21456 1040 FAEIE
May M Ardrews S01-95-5250 W €524 Zram 1252 IETE
Thecdore SBaiz S01-95-2350 IDET 459 e 1235 i)
Lillith L Btlaker S01-95-2000 2065 =97 22955 112 453
CarolMCarlon S01-93-2650 a2 €512 2re4e 1248 2E0
Pat H Carperiter S01-00-2850 =T 4TS 28T 124 2078
Michael0 Crocty S01-00-5950 I 477 2420 Q82 230
PFetter RDchl S01-00-2050 2660 4824 20624 2% 2914
Rayrnond R Dtz S01-00-919 4032 Tz JZ2E0 1512 44116
Ecrnie [ Exstrian S01-25-0000 2912 S22 22356 1052 3183
Lousie M Ebert S01-00-2000 024 T22T 0288 1455 4Imes
Febett 4 English S01-25-0070 428 EEAL 2240 1635 477 E0
Feonakd TE-ikeson S01-25-2000 = €924 29604 14322 4720
Ruth K Evare S01-25-0000 ;|2 €942 2970 1435 41924
o JFritz S01-00-0002 2rEz 4958 21184 1024 29856
et JGrange S01-00-0004 Erpe] 5= 28280 1256 4070
Lirddsesy P Howard S01-25-0005 4032 Tz JZ2E0 1512 44116
ParrelaJo Hudson S01-25-200e LI €524 28180 1264 29740
ety L oJersen S01-00-0010 =4 ] 299ZE 1442 42248
Herweard M Jobrson S0E-s-0010 4032 Tz JZ2E0 1512 44116
o o Krarmer S01-95-2950 e 024 0206 1454 42752
Larry Alarson S0E-00-991 0z nz= 424 1476 42020
Gabriella ' Lere S01-95-2020 |5 Ty EEE 1424 42280
Tetvarez JMatin SOE-s-I0z2 4020 = 32z 1512 44025
Arella Atz SOE-00-Ta0s I0ED e 0740 1422 42224
MichazelD Messinger SOE-Tre-oo0T 4032 Tz JZ2E0 1512 44116
Trracy EMott SOE-00-ET 092 T2EE 20940 145 4T L4
Sarsh D Mebson SOE-Te-ToTo 404 =0 3502 1524 465
ke O Preston SOE-00-Rs 0z nz= 424 1476 42020
Tetvw RPrinnross SOE-To-EEEn 408 I EIEALY 1524 44420
Tetaks: 113149 206115 57025 42430 1257717

a

[+]

|




Appendix B: Sample Reports

Regular Deduction Summary Report

The Regular Deduction Summary report will show each employee on the
selected Employee List and detail all their deductions as well as the deduction

totals.

This report can be used to check the correctness of an employee deduction or
whenever the totals of adeduction type are in question. Due to the width of this
report, you may wish to print it in landscape (sideways) mode.

An example of a Regular Deduction Summary report isillustrated below.

= Report Preview: =]
Deductions Report
Reporting on: Master List
Limited to the month Jan 2002

HName : S5N: Federal: FICA: Pension: State: Local: Mise: Total:
SarnuelJ Adamns Z4Z-34-2422 12049 119.72 100.00 16.86 0.oo .00 ISTA3
dJohn J Anderzon 231-23-1113 a4.02 TE 6 100.00 11.76 o.00 0.ao 2724
Mary M Andrews  B849-43-2432 6932 £9.47 100.00 971 0.oo .00 242.50
Theodore S Bartz  323-43-2242 211.47 16618 100.00 29.61 0.oo .00 S07.26
Lillith L Blake 242-43-24335 284 43.91 S0.00 4.60 0.oo .00 12235
Carol M Carlson  Z22-34-2242 63.31 8462 100.00 9.14 0.oo .00 259.08
FatH Carpenter  342-34-2542 T222 9822 100.00 1095 0.oo .00 28740
Michael O Crosby  243-53-Z323 8591 10215 100.00 1202 0.oo .00 Z00.09
Peter R Dahl 47Z-46-2998 2343 8852 100.00 .06 0.oo .00 217.54
Raymond R Dietz  272-12-1121 5237 E0.E2 100.00 7.z 0.oo .00 22052
Bonnie [ Eastman  121-23-1323 TE.e4 95.44 100.00 11.00 0.00 0.00 28808
Louie N Ebert 121-12-1212 22092 8255 100.00 2092 0.oo .00 434 46
Fobert & English  142-12-3424 21.55 56.54 100.00 3.0z 0.00 0.00 EARINR]
Ronald T Erikson 121-24-1131 .00 0.00 0.o0 0.0o0 0.oo .00 0.00
Ruth K Evans 121-23-1423 To.64 95.44 100.00 11.00 0.00 0.00 z2es.08
Jon J Fritz 121-25-1242 29.04 7351 100.00 1247 0.oo .00 2s1.0z2
Jerri J Grange 121-42-1122 TT.EZ0 7532 100.00 4.E8 0.00 0.00 2z28
Totals: 1,24755 1 42346 1,55000 18863 o.00 000 451964

=]

||
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Appendix B: Sample Reports

Regular Income Summary

The Regular Income Summary report displays each employee on the selected
Employee List and details all the regular income types, as well as the income
totals.

Use this report to check the correctness of an employee’sincome or whenever
theincome totals are in question. Due to the width of this report, you may wish
to print it in landscape (sideways) mode. An example of a Regular Income
Summary report isillustrated below.

[J=——————-~Report Preview B
Regular Income Report
Reporting on: Master List
Limited to the month Jan, 2002

Marne : SSN: BegP... Owverti.. DblOT: Corm: Bonus : EIC: Total:
Sarruel J ddarre 4TEA-MZT 1 g00e 330 o om ooo HH 155512
hobnJ Andetrson S0-95-9199 1 TEE240 oo o om ooo oo 1,740
Mlary M dndrews i b e 223000 om alux) oo o alux) 2230
Theod Batz =] 2MeE2 om alux) oo o alux) 2eE2
Lillith L Eilake S01-95-9500 122908 oo o om ooo oo 1zZ90e
CarolMCarlson S01-95-9e90 224582 oo o om ooo I 9%
PatH Carpeniter S-00-%EEe 22046 oo o om ooo 00 ZAMIE
Plichae O Crostny: S01-00-9993 1 4656 om alux) oo o alux) 14655
Petter R Dbl S01-00-9053 1 pEZE2 om [alun) o o [alun) 1 EEZE2
Rayrnond R Dtz S-00-9919 252082 oo o om ooo oo zE0ER
Eornie D Exstrian S01-95-0000 121908 oo o om ooo oo 121906
Lowie M Ebett R o] 2485582 om om oo om om 2485582
Ruobett A English S01-2e-0003 272396 om alux) oo o alux) 272398
Fonakd T Erikeson S01-95-9000 228750 oo o om ooo oo zEETA0
Futh K Evare S01-95-0000 229082 oo o om ooo oo ZEo6ER
onJFritz S-00-002 1 F0eE oo o om ooo oo 170232
i Grange S01-00-0004 232306 om alux) oo o alux) 232306
Lindsesy P Howeard S01-25-0005 25082 om alux) oo o alux) 25Em0E2
Parrela o Hudson S01-95-oo02 227082 oo o om ooo oo zzmez
ay L dersen S-00H010 241408 oo o om ooo 00 ZM41e
Howeard M Jobreon SO-ee-0010 25082 oo o om ooo oo zE0ER
whohia i Kirarrer S01-95-0599 244332 om alux) oo o alux) 284332
Larry & Larson SOE-00-F 2458322 om [alun) o o [alun) 2458372
Gatriella W Lere S01-95-9000 247IE2 oo o om ooo 00 ZATEEZ
Tevance JMatin SO-ee-0012 246582 oo o om ooo 000 24582
Angella AlMertz D003 247306 om om oo om om 247308
Plichae] D Messinger S0E-Ee-9207 25082 om alux) oo o alux) 2082
Tracy EMott S-00-T02T 249500 oo o om ooo 0o Zz4seo0
Sarsh D Melson SO2-95-9070 230832 oo o om ooo 00 2E0eER
wJack O Preston SO-00-99% 245232 oo o om ooo 00 Z4ASaER
Tetry R Primrose 0E-F-EE9T 2 EE om alux) oo o alux) 2 Es
Totaks: E9,M7 T 330 o om ooo 4528 044

-

[~
|

Note: Regular incomes lists only income built into the program. It does not in-
clude extra income sources.



Appendix B: Sample Reports

Pension reports

Pension reports such as the following can be generated if you use the Pension
deduction type to group employee pension funds together, and the Pension
Match employer paid type to group your employer contribution matches to the
employee pension funds.

An example of the Pension Summary Report isillustrated below.

[0 =———————Report Preview =]
Penzion Summary Report =
Bentz & Company
Limnited to the month Jan 2002
Ernpl Mame Empl Cont. Fet.  Employer Cont. Fet.
Sarnuel J Adams 100.00 .00 100.00 &.00
John J Anderzon 100.00 Q.04 100.00 904
Mary M dndrews 100.00 299z 100.00 29z
Theadore 5 Bartz 100.00 440 100.00 & 40
Lillith L Elake S0.00 TED S0.00 TE9
Carol M Carlson 100.00 829 100.00 8z
FatH Carpenter 100.00 722 100.00 T2
Michael O Crosby 100.00 6.97 100.00 697
Peter B Dahl 100.00 795 100.00 T95
Rayrond R Dietz 100.00 1117 100.00 1117
Bonnie [ Eastman 100.00 7.2 100.00 721
Louie N Ebert 100.00 248 100.00 248
Raobert A English 100.00 a1z 100.00 a1z
Ronald T Erikson 0.00 o 0.00 o
Ruth K Evans 100.00 T2 100.00 T2
Jon J Fritz 100.00 ave 100.00 aTe
Jerri J Grange 100.00 22z 100.00 92z
$1,55000 764% $1,55000 764%
Fage 1
a
[~]
[«]»

An example of the Pension Detail Report isillustrated next.

0 =—————Report Preview =]
Penzion Detail Repart =
Bentz & Company
Limited to the month Jan 2000
Samuel J Adams 343-34-2423
Date Employee Cont. Pot. Employet Cont. Pot.
14157592 S0.00 &.07 S0.00 &.07 =
| 1/30/98 S0.00 5.94 S0.00 5.94 -
[«»




Appendix B: Sample Reports

Federal Tax Summary Report

The Federal Tax Summary report is atwo page report that lists the wages
(Federal, EIC, SS, SS Tips, Medicare) and taxes (Federal, SS, SS Match,
Medicare, Medicare Match) of each employee on the Employee List and
provides the Total Wage and Total Tax amounts.

When selected, a dialog will appear prompting you to select the proper item
names from the pop-up menus to match the required fields. For example, the
Social Security withholding deduction must be selected for the Social Security
(FICA) withholding field.

An example of Page 2 of the Federal Tax Summary report isillustrated below.

O Report Preview B
Federal Tax Summary Report Page 2 %
Bentz & Co.
2/26/02
All Periods
TAXES
55 Medicare
Name Federal 55 Match Medicare Match Total Taxes

Sarnuel J hdamns 289.00 227.64 227.64 5325 53.25 250.73
John J Anderson 404.00 214.95 214.95 5028 50.28 934.43
Mary M ndrews 560.00 272.00 272.00 6524 £5.24 1,248.48
Theedore S Bartz 554.00 276.21 276.21 6459 £4.59 1,235.60
Lillith L Blake 472.00 229.95 229.95 5377 5377 1,040.44
Carel M Carlson 560.00 278.43 278.43 £5.12 £5.12 1,247.20
Fat H Carpenter 55%.00 276.87 276.87 €475 £4.75 1,236.24
Michae| O Crosby 330.00 204.20 204.20 4776 47.76 863.92
Ferter R Dahl 384.00 206.24 206.24 4524 45.24 59295
Raymond R Dietz £52.00 312.60 312.60 7312 7312 1,425 44
Eonnie [ Eastman 432.00 225.56 225.56 5276 52.76 S88.64
Louie N Ebert £35.00 308.86 308.86 7223 72.28 1,397.18
Robert 4 English F&d.00 33840 33840 7916 7916 1,599.12
Renald T Erikson £00.00 296.04 296.04 £3.24 £3.24 1,330.56
Ruth K Evans £04.00 297.08 297.08 5948 £3.48 1,337.12
Jon J Fritz 396.00 211.84 211.84 4356 43256 918.80
JerriJ Grange 534.00 288.80 288.80 6756 £7.56 1,296.72
Lindsey P Howard £52.00 312.60 312.60 7312 7312 1,425 44
Parnela Jo Hudson 564.00 281.60 281 .60 6534 £5.84 1,258.88
Jay L Jensen £08.00 29935 29935 7000 70.00 1,346.72
Howard M Johnson £52.00 312.60 312.60 7312 7312 1,425 44
Joshua W Kramer £16.00 302.95 302.95 7024 70.54 1,365.60
Larry & Larson £24.00 304.84 304.84 7128 71.28 1,376.24
Gabriella W Lenz £28.00 306.63 306.68 172 7172 1,384.80
Terrance J Martin £52.00 512.33 512.33 TI06 7306 1,423.88
Angella A Mertz £32.00 307.40 307.40 7188 71.88 1,390.56
Michae| D Messinger £52.00 312.60 312.60 7312 7312 1,425 44
Traey E Mott £40.00 309.40 309.40 7236 7236 1,408 52
Sarah D Nelson £65.00 315.08 315.08 7370 73.70 1,442 56
Jack O Preston £24.00 304.84 304.84 7128 71.28 1,376.24
Terry R Primrose £64.00 31515 31515 7372 73.72 1,441.76
TOTAL TAXES 17 £98.00 577023 577028 2,051.15 2,051.15  59,340.76

a

[+|




Appendix B: Sample Reports

Unemployment Summary Report

The Unemployment Summary report lists the amount of wages (FUTA and
SUTA) and taxes (FUTA and SUTA) of each employee on the Employee List
and provides Total Wage and Total Tax amounts.

When selected, a dialog will appear prompting you to select the proper item
names from the pop-up menus to match the required fields. For example, FUTA
should be selected for the Federal Unemployment field.

An example of an Unemployment Summary report isillustrated below.

| Report Preview B
Unemployment Summary Report Page 1 ﬂ
Bentz & Co.
2/26/02
All Periods
WAGES TAXES
Name FUTA 5UTA FUTA 5UTA Total Taxes
Sarnuel J hdamns 367166 367166 29.37 11.01 4038
John J Anderson 3 ,466.30 346680 27.72 10.40 3812
Mary M ndrews 4,500.00 4,500.00 36.00 13.52 4952
Theedore S Bartz 4,454 .36 4,454 85 3563 1335 4599
Lillith L Elake 3,708.75 3,708.75 2966 1113 40.79
Carel M Carlson 4,491 564 4,491 64 35.92 13.43 49.40
Pat H Carpenter 4 46553 4,465 53 35.73 13.41 4914
Michae| O Crosby 529332 3,293.32 26.35 938 3624
Ferter R Dshl 332664 I,326.64 26.60 296 2656
Raymond R Dietz 5,041 54 5,041 64 40.32 15.12 55.44
Eonnie D Eastrnan 5,638.32 3,638.32 2912 10.92 40.04
Louie N Ebert 4,981 564 4,981 64 39.84 14.95 54.79
Robert & English 5,458.32 5,458 32 4368 16.35 £0.04
Renald T Erikson 4,775.00 4,775.00 35.20 14.32 5252
Ruth K Evans 4,791 64 4,791 64 38.32 14.35 5268
Jon J Fritz 3 41664 341664 27.32 10.24 3756
JerriJ Grange 465832 4 65832 57.23 12.95 5124
Lindsey P Howard 5,041 64 5,041.64 40.52 15.12 55.44
Parnela Jo Hudson 4,541 64 4,541 64 36.32 13.64 49.96
Jay L Jensen 4,828.32 4,528.32 35.64 14.43 5312
Howard M Johnson 5,041 54 5,041 64 40.32 15.12 55.44
Joshua W Kramer 4,886 64 4,586 64 29.08 14.64 53.72
Larry & Larson 4,916.64 491664 59.32 14.75 54.08
Gabriella W Lenz 4,546 64 4,946 64 39.56 14.24 54.40
Terrance J Martin 5,038.34 5,038 .34 40.30 15.12 55.42
angella & Mertz 4,958 32 4,958 32 3968 14.83 54.56
Michae| D Messinger 5,041 54 5,041 64 40.32 15.12 55.44
Traey E Mott 4,990.00 4,990.00 39.92 14.95 54.88
Sarah D Nelson 5,081.77 5,081.77 40.64 15.24 5588
Jack O Preston 4,916.64 491664 39.32 14.75 54.08
Terry R Primrose 5,083 32 5,093 32 40.68 15.24 55.92
TOT AL W AGES 141,452.91  141,453.31
TOTAL TAXES 1,131.49 424.30 1,555.79
-
[|




Appendix B: Sample Reports

Income History Report

ThelncomeHistory report providesthe amounts of all income sourcesfor each
employee on the Employee List.

Salary amounts are all salariesincluding those extraincome sources that are of
a Salaried type. Per Hour amounts include anything that is on a per hour basis
including overtime and double overtime. Commission amounts include both
regular commission and those extraincome sources that are of a Commission
type. Bonus amountsinclude both regular bonus and those extraincome sources
that are of a Bonus type. Minimum Pay includes the salaried minimum pay
amount and/or hourly minimum pay amount.

An example of an Income History report isillustrated below.

(| Report Preview:
Income History Report Page 1
Bentz & Co.
2/26/02
All Periods
Per Per Per Min.
Name Salary Hour Unit Dther Comm. Bonus Pay Tips Total
Sarmuel J Adams 2610 TETEE 0.00 .00 000 o.oo 000 0.00 275776
John J Anderson 000 3466380 0.00 0.00 000 0.00 0.00 000 346680
Mary M Andrews 4,500.00 000 0.00 .00 000 o.oo 000 0.00 4,500.00
Theodore S Bartz 441664 3822 0.00 0.00 000 0.00 0.00 000 445486
Lillith L Blake 68748 2127 0.00 .00 000 o.oo 000 0.00 3,702.75
Caral M Carlson 4,499.12 0.00 0.00 0.00 000 0.00 0.00 000 449902
Pat H Carpenter 4,408.32 57.21 0.00 .00 000 o.oo 000 0.00 4,465,532
Michael 0 Croshy 3,295.32 0.00 0.00 0.00 000 0.00 0.00 000 329332
Perter R [ah] 3,326.64 000 0.00 .00 000 o.oo 000 0.00 332664
Rayrond R Dietz 5,041 64 0.00 0.00 0.00 000 0.00 0.00 000 504164
EBonnie D Eastrnan 363832 000 0.00 .00 000 o.oo 000 0.00 3,638.32
Louie M Ebert 4.,981.64 000 0.00 n.0o noo 0.00 000 000 432164
Robert A English 5,458.32 000 0.00 .00 000 o.oo 000 0.00 5.458.32
Ronald T Erikson 4,775.00 000 0.00 n.0o noo 0.00 000 000 477500
Ruth K Evanz 4,791.64 000 0.00 .00 000 o.oo 000 0.00 4,791.64
Jon J Fritz 3 ,416.64 000 0.00 n.0o noo 0.00 000 000 341684
JerriJ Grange 4 ,635.32 000 0.00 .00 000 o.oo 000 0.00 4,635.32
Lindsey P Howsrd 5,041.64 000 0.00 n.0o noo 0.00 000 000 504164
Famela Jo Hudson 4,341.64 000 0.00 .00 000 o.oo 000 0.00 4,341,864
Jay L Jensen 4,222.32 000 0.00 n.0o noo 0.00 000 000 432832
Howard M Johnson 3.,041.64 o.00 0.00 0,00 0.00 o.00 o.00 0.00 3.041.64
Joshua W Eramer 4 88664 000 0.00 .00 000 o.oo 000 0.00 4 ,886.64
Larry 4 Larson 4,316.64 0.00 0.00 0.00 000 0.00 0.00 000 431664
Gabriella W Lenz 4,946 64 000 0.00 .00 000 o.oo 000 0.00 4,346,864
Terrance J Martin 4,931 64 106.70 0.00 0.00 000 0.00 0.00 000 503834
Angella A Mertz 4,952,322 000 0.00 .00 000 o.oo 000 0.00 4,952,232
Michael D Messinger 5,041 64 0.00 0.00 0.00 000 0.00 0.00 000 5,04164
Tracy E Mott 4,290.00 000 0.00 .00 000 o.oo 000 0.00 4,390.00
Sarah D Nelson 5,016.64 E5.13 0.00 0.00 000 0.00 0.00 000 5,081.77
Jack O Preston 4,916.64 000 0.00 .00 000 o.oo 000 0.00 4,316.64
Terry R Primrose 5,083.32 0.00 0.00 0.00 0.00 0.00 0.00 000 508332
TOTALS: 134,120.50 742699 0.00 .00 000 o.oo 000 0.00 141547429
D
|




Appendix B: Sample Reports

Certified Payroll Summary Report

The following dialog will appear when you select the Certified Payroll
Summary Report option in the Reports list.

Customize Certified Payroll Report ="0——

Solect items to include on the report:

Your state may only require certain items. Select them here:

+ Reqular Pay
REeqular Overtime
Regular Double Overtimne
Reqular Commission
Feqular Bonus
EIC Payrment
Training
Meals
Fedical Reimbursement

Lep. Care Reimbursement

ule

Reimburze -
Drifferential e

[ | Include employees whose Gross Pay = B.88

1 Select (V) al theitems you want to include in your certified payroll report.

2 (Optional) Select the Include employees whose Gross Pay = 0.00 if you
want the report to include employees who have no gross pay.

3 Click OK.

The Certified Payroll Summary report will display all information for all payroll
items selected in the above window.

If applicable, it will include the pay rate, hours, and amounts for each selected
payroll item for each employee. Y ou can use the values in this report to enter
into your own state certified payroll report.



Appendix B: Sample Reports

An example of a Certified Payroll report isillustrated below.

O

Report Preview

Printed on 2/26/02

Samuel J Adams

Income Sources
Reqular Pay
Reqular Overtime
EIC Payment

Deductions
Federal Income Tax
Social Security
Health Insurance

John J Anderson
Income Sources
Regular Pay
Deductions
Federal Income Tax
Social Security
Health Insurance

Mary M Andrews
Incorme Sources
Reqular Pay
Deductions
Federal Income Tax
Social Security
Health Insurance

Theodore 5 Bartz
Income Sources
Reqular Pay
Reqular Overtime
Deductions
Federal Income Tax
Social Security
Health Insurance

Certified Payroll Report
All Periods
Bentz & Co.
12-12234121
1127 N. Columbia Rd.
Grand Forks, ND 58201

343-34-2423 Gross Pay: 3,757.76

Payrate: 10.50 Hours: 346.68
Payrate: 15.75 Hours: 2.0
Payrate:  N/& Hours:
239.00 Medicare
227.64 NI 2002 North Dakota
73.43

S501-99-9199  Gross Pay: 3,466.50

Payrate: 10.00 Hours: 346,68
404.00 Medicare
214.96 NI 2002 North Dakota
69.32

501-99-9299  Gross Pay: 4,500.00

Payrate: 12.98 Hours: 346.68
560.00 Medicare
279.00 ND 2002 MNorth Dakota
90.00

501-99-9399  Gross Pay: 4,454.86

Payrate: 12.73 Hours: 346.68
Payrate: 19.11 Hours: 2.0
554.00 Medicare
27621 ND 2002 North Dakota
§9.09

Net Pay: 3,073.95

Amount:
Amount:
Amount:

3,640.16
31.50
86.10
53.25
40.46
Met Pay: 2,671.68
Amount: 3,466.80
50.25
S56.56
MNet Pay: 3,427.36
Amount: 4,500.00
65.24
75.40
Net Pay: 3,393.41

Amount:
Amount:

4,416.64
3522

64.59
7756

Page 1

i [
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Appendix B: Sample Reports

Vacation, Sick, and Holiday Hours Reports

The Reportslist includes an Hours - VVacation Report, Hours - Sick Report, and
an Hours- Holiday Report. Each report displays earned, taken, and available
hours for each employee for the time period you designate.

An example of aVacation Hours Report isillustrated below.

O=—————————ReportPreviewi—— H
Vacation Hours Report
all Periods
Printedon 12410702 Page 1
Employee Name SSN Hrs Earned Hrs Taken Hrs Available
Samuel J Adams 243-34-2423 10.00 Q.00 1000
John J Anderson S02-33-1932 £.00 Q.00 200
Mary M ARdrews 549-43-2435% 1000 o.oo 1000
Theodore S Bartz 3I2I-43-2243 1200 500 700
Lillith L Blake 342-43-2435 10.00 0.00 1000
Caral M Carlson 3I22-34-2243 200 0.00 200
Pat H Carpenter 342-34-2543 10.00 1000 000
Michael O Crosby TAI-5E-ZTIT 20.00 1000 1000
Peter R Dahl 4TI-4E-5335 0.00 Q.00 Q.00
Rayrnond R Dietz 2yz-12-1121 0.00 Q.00 Q.00
BEonnie D Eastman 121-23-1323 0.00 Q.00 Q.00
Louie N Ebert 121-12-1212 0.00 Q.00 Q.00
Robert A English 142-12-3424 10.00 Q.00 1000
Ronald T Erikson 121-24-1131 0.00 Q.00 Q.00
Ruth K Evans 121-23-1423 0.00 Q.00 Q.00
o J Fritz 121-25-1243 0.00 0.00 0.00
Jerri J Grange 121-42-1123 10.00 0.00 1000
Totals 108.00 2500 83._00
[=]
[~
KD

Note: Report will display all zeroes until the first Payroll is recorded after set-
up.



Appendix B: Sample Reports

Miscellaneous Reports

Cost Center Analysis Report

The Cost Center Analysis Report in Ultimate Payroll (Single and Multi-
Company) liststhe amounts and percentages of Regular Pay, Regular Overtime,
and Regular Double Overtime pay paid by the company to itsemployees. It also
lists the deductions withheld for Federal Income Tax, Medicare, and Social

Security. Additionally, employer paid contributions (FUTA, Medicare Match,
and Social Security Match) are detailed.

An example of a Cost Center Analysis Report isillustrated below.

O Report Preview

Cost Center Analysiz Fage 1

Reporting on: "Master List" #ll Periods
Reg. pa Req. OT Req. dbl 0T ddv. EIC Wacation Totals

Arnount 141,123.88 2002 0.oo 9358 1000 141,547 .49

Percents: 99.70% 023" 0.00% 0.07% 0OME 100.00%

Deduetions

Federal Incorne Tax 17 ,645.04 40.01 0.oo 11.70 1.25 17,692.00

Social Security 5,743.95 1953 0.00 3.80 06z 8,7T7T0.23

Medicare 2,045.01 4.64 0.oo 136 014 2,051.15

Nl 2002 North Dakota 2,470.30 3.60 0.00 1.64 IR L] 247772

Health Insurance 282057 &40 0.oo 187 0.zo 2,829.04

Erployer paid

FUTA 1,128.10 256 0.oo 0vs o.os 1,131.49

Medicare Match 2,045.01 4.64 0.oo 136 014 205115

Social Security Match 8,743.92 1982 0.oo S.e0 0ez 8,770.23

SUTA 423.03 0.9& 0.oo ozg 0.0z 424 30

Il m

[0
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Appendix B: Sample Reports

Tax Payment Summary

The Tax Payment Summary report shows all payments made on all tax itemsfor
any given period you choose.

(| eport Preview:
Tax Payment Report
Printed on 2/26/02
All Periods
Federal 941
Check # Check Date Faid To Arnount Deposit For
4561 1/21/02 First National Bank 10,4241 First quarter, 2002
TOTALS 10,484.11
Federal Unemployment
Check # Check Date Paid To Arnount Deposit For
4559 1/5/02  Internal Revenue 28872 First quarter, 2002
TOTALS 28873
State Unemployment
Check # Check Date Faid Ta Arnount Deposit Far
4560 1/15/02 State Unemployment Agency 18.05 First quarter, 2002
5191 2/12/02 State Unemployment Agency 2512 Whole year, 2002
TOTALS 10318
State Income Tax
Check * Check Date Paid To Arnount Deposit For
TOTALS o0.00
State Disability Insurance
Check # Check Date Faid To Arnount Deposit For
TOTALS 000
Employment Training Tax
Check # Check Date Faid To Arnount Deposit For
TOTALS 000
Local Income Tax
Check # Check Date Faid To Arnount Deposit For
TOTALS 000
GRAND TOTAL OF ALL DEPDSITS 10,876.02




Appendix B: Sample Reports

Job Costing Detail Report

The Job Costing Detail report breaks out income (i.e., job) by the state
withholding, other deductions, and employer paids that are assigned to the

employee.

Following isan example of the Job Costing Detail report for one job—the Cedar
Rapids Complex job. Job reports can, however, be generated for all jobs which
would include rates not assigned to any job.

Printed on 12/8/02

Employee Hame

Fred Anderson

Social Security
Medicare
US Federal Sample
State Sample
Lacal Sample
S0l
Sacial Security Mateh
Medicare Mateh
Federal Unennployrnent
SUTA
501 Match
ETT

Overtime (9.67%)
Social Security
Medicare
US Federal Sample
State Sample
Lacal Sample
S0l
Sacial Security Mateh

Job Costing Detail Report

All Periods

Income

Ceder Rapids Complex (64 51%) 120.00

12.00

Deductions

12071
057
179.27
232119
I1EZ
1055

19.59
458
2687
3465
4.74
158

Page 1

Employer Paid

12071
057
16.86
I1EZ
1055
21.02

19.59

J»




Appendix B: Sample Reports

Job Costing Summary Report

The Job Costing Summary report breaks out income (i.e., job) by the state
withholding, other deductions, and any other employer paid items that are
assigned to the employee.

Following is an example of the Job Costing Summary report for one job—the
Cedar Rapids Complex job. Job reports can, however, be generated for all jobs
which would include rates not assigned to any job.

O =—————Report Preview

i m

Job Costing Summary Report
&1l Periods
Printed on 12/8/02 Page 1

Employee Hame Income Deductions Employer Paid

Fred Anderson
Ceder Rapids Complex (64.51%) 120,00
Overtime (9.67%) 12.00
Dbl. Overtime (25 80%) 45.00
Social Security 20262
Medicare 4733
US Federal Sample 2779
State Sample 308.38
Local Sample 43.04
=] 16.36
Social Security Match 20262
Medizare Match 47.39
Federal Unemployrnent 26.14
SUTA 49.04
SD Match 1636
ETT IZEE

Approximate Job Totals 186.00 a951.70 37423

1D

[«




Appendix B: Sample Reports

Time Card Reports

Pre-designed reports have been created for your Time Card data. They are
located in the Reports Main Dialog and include General reports (detail and

summary) and Income reports (detail and summary).

Note: The Hours fields of the Time Card Reports will display the minutes con-
verted into hundredths.

[llustrated below is an example of the Time Card General Summary report.

O

Report Preview

i

TimeCard Summary

All Periods

Page 1

Days

Weeks

Humber of Hours
o7

DOT

Sarnuel J Adams

4

1

EIRE

0.0

o0

«r

[4]»

Note: The Time Card General Summary Report is only available when auto-
matic overtime calculation is selected in Time Card preferences.
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The Queue Reports

When you have checks waiting to be printed in the Check Queue, the following
reports can be generated. If necessary, refer to Chapter 5, Process Payroll.

Queue Hours Report

For each employee in the queue, the Queue Hours report displays the hours for
Regular Pay, Overtime, Double Overtime, Vacation, Sick, and Holiday. Any
other extra income hours are combined under the heading Other.

Queue Detail Report

The Queue Detail report lists all paychecks currently waiting to be printed from
the Check Queue. It itemizesall the payroll items on each empl oyee's paycheck.
Use thisreport for checking your payroll before actually printing the checks. If
you find any mistakes, you can edit the check in the queue before printing.

Queue Summary Report

This report lists al the employee paychecks currently waiting in the Check
Queue for printing. Listed in this report are the amounts deducted (Federal,
State, Local, etc.) from the paycheck of each employee. Use this report for
checking your payroll before actually printing the checks. If amistakeisfound,
the check can be removed from the queue, corrected, and added back.
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New Hire Report

Federal and state laws require that every employer must report each employee
hired on or after October 1, 1997. The report must be made no later than 20 days
after the date the employee is hired. If you have any questions about reporting

new hire information, call your State Child Enforcement agency.

To generate a New Hire Report, select the New Hire Report option in the
Reportslist, then click either Preview or Print. In the New Hire Report Options
window which appears (see below), enter the appropriate information, then

click OK.

Ay M e
[O g H T

Only for employees in the state of:

Name of a contact

at your company: |W.S|:heissen

Contact's Title: ! H/R mar.

Fax Number: | T01-779-7790

EMail Address: |Msl:@hentzcu.l:um
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Help Fax Report

The Help Fax feature allows you to print out a Technical Support Fax Report
that you can fax to the Aatrix Support Staff.

To access Help Fax, select the Help Fax option under the Apple menu. In the
dialog that appears, enter the question, comment, or enhancement request you
want printed on the fax. The Help Fax report is pictured below.

Help Fax

Fill In this screen, print out and fax to Aatrix at (701) 746-4393

Company name: [Bentz & Co.
Contact (your name): (Samuel Adams
YOUR fax number: |1-800-555-1212
YOUR email address: [sadams@bentzco.com

@ Problem ) Enhancement request

This fax is a:
1sfaxis a ) Question

Description of problem, question or enhancement:

Fhlic ic am anbancamant eannact wlaeric thic imeaan e Y T )
TLIND I3 Ul THHUNLCINNCHL T CYyUWO L, WY 13 LIS NP UTLUIL LY YUl

¥ Include detailed system information Cancel [ Print ]

Y ou can also have the program automatically include, on your Help Fax,
detailed information about your system (e.g., computer type, memory,
extensions, etc.). If you are faxing Aatrix about a particular problem, it can be
helpful for the technical support staff to have this information when trying to
assess the problem.
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Appendix C: Troubleshooting

Troubleshooting overview

Thisappendix provides answersto some common questionswe receive from our
payroll users. If you do not find an answer to your problem in this section or in
the related section of the user manual, please contact Technical Support.

Error Messages

Error Type #1, 2, or 3

These three types of error messages are System error messages. Any number of
things can cause the problem (e.g., extensions, bad system). Y ou should first
determine if extensions are causing the problem by disabling your extensions
and then trying to run the program again.

Error Type # 25

This message is related to the amount of memory you have allocated to the
payroll program. To set the application memory so you don't receive the error
message, quit out of the payroll program, then select the program application
icon by clicking on it once. Select the Get Info command from the File menu.
In the dialog that appears, increase the application memory size as needed.
Close the Get Info window and try to run the program again.

Error Type -39

This error message may occur when opening the payroll program. It means that
your icon is bad and that you need to extract a new icon. To fix the problem,

1 Insert the Aatrix CD-ROM, then double-click on the Payroll ProductsIn-
staller icon.

2 Select Extract.
3 Enter the Code that came with the payroll program CD.
4 Select the existing payroll application.

5 Eject the payroll CD-ROM.
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Error # 43

In order to avoid this error message when recording checks, make sure your
register file(s) arein the Registers f folder; and the Registers f folder isin your
Aatrix Payroll f folder. To link aregister to your company, open the program,
then select aregister from the Check Registers sub-menu in the File menu (a
check mark will appear next to its name). If you don't have any registers, you
will have to create one using the New Check Register command in the Check
Registers sub-menu and selecting it from the Check Registers sub-menu in the
File menu.

Error # 48

This error means that the program could not install completely because of
duplicated items found on the hard drive. The duplicated items are the result of
quitting in the middle of the installation, and then trying to re-install the
program. Y ou will need to trash the Aatrix Payroll f folder from the hard drive
before you install the program.

Bad F-Line

A Bad F-Linegenerally resultsfrom adeduction being linked to thewrong table.
Check each of your deductions making sure the calculation method is set up
correctly for each deduction. Don't forget to Update your Master Employee List
after correcting the deduction and correct your Default Information file by
deleting the deduction from the assigned side and re-assigning the deduction.

Can't find the default...

The message Can't find the default income sources, deduction types, or
employer types file means that you have moved these files out of the Employee
Files f folder of the company that is currently open. Make sure these 3filesare
in your Employee Files f folder of that company and that the Employee Files f
folder isin the appropriate company folder in your Aatrix Payroll f folder.
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Program incompatibilities

The following programs are known to cause problems with our payroll
programs:

Adobe Type Manager and Adobe Type Reunion

Turn off the extension/control panel for these utilities when installing and
running your payroll program.

Auto Doubler

If you have Auto Doubler installed on your computer, you will need to set it up
so that it does not compact your payroll folder and any files within the payroll
folder.

Norton Utilities File Saver

If you have the Norton Utilities File Saver installed on your computer, you will
need to set it to update at shutdown.

QuickTime

When installing or updating this application, turn off QuickTime in the Apple
Control Panel and Extensions.

Printing

Q I'm using 8.5x11 checkform sheets with 3 checks per page.
Why does my laser printer print one check then skip the next
two when | print from the Check Queue?

A Make sure you enter the appropriate number of checks you want
printed per page in the Printing Preferences dialog. To access
this dialog, select the Preferences command from the Edit menu.
If you still have this problem, open the checkform and select the
Form Setup command in the File menu. Make sure the size of
your form is set up correctly (e.g., each check is 2.75x8.5), and
the Fit as many as possible on a sheet of paper option is
selected.
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Q

A

General

Why does the information from some reports get cut off
when | print them?

Some reports (e.g., General Deduction, General Contribution)
have been designed to print in landscape mode. In order to view
all the report information, you will need to select the Page Setup
command from the File menu before printing the report. In the
Page Setup dialog, select the landscape mode option (see
below).

Orientation

‘I -— Landscape mode

Why can’t | access my Help screens?

The Help file may have been moved out of the Defaults f folder or
has been trashed. If you locate the Help file on your hard disk,
move it back into the Defaults f folder. If you can't locate the Help
file, you can drag the Help file into your Defaults f folder from your
original installation disk.

When sending (exporting) Payroll data to an accounting pro-
gram, | get this message: Warning - no records were
exported. Please check the date in the export window. What
does this mean?

The program sends checks by date. The date you enter in the
export window must match a date in the employee’s pay history
records. Go to Pay History of an employee paid and check the
date in the pop-up menu.
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Q

A

> 0

I made a liability payment and the amount of the check is
wrong.

First, make sure the Master List is selected. This ensures all
employees are included. Run the Pay History Detail Report (totals
only) for the same period as the liability check. If the reports
match the amount on the check, examine the individual's pay his-
tory records for errors. If they do not match, compare the totals to
find the error.

When | process payroll, my deduction/employer paid item is
still calculating for a particular employee when they have
reached their limit. How can | fix this?

First, make sure the upper limits are set properly. To do so, click
on the Payroll Items tab window and double click the deduction/
employer paid item in question. If the upper limits are correct, go
through each check from Pay History records, making sure the
correct amount is listed in the wages column for this deduction/
employer paid item.

My Federal/State tax tables are not calculating correctly!

In the Employees tab window, confirm the settings for Pay Period,
Filing Status, and Exemptions are correct. Also, verify that any
tax-exempt income items or deductions in the Payroll Items tab
window are correct.

Why do | only get three out of four copies when printing the
Employee/Employer copies of Form W-2?

You may have clicked the Print Sample button instead of the
Print W2s button. Print Sample prints only one copy of the form
for proofing purposes.

When | process my Form 941, | get a fraction of cents that is
unacceptably large.

Bring up a Pay History Detail Report (totals only) for the same
period. Compare wages and amounts for Federal, SS Employee,
SS Match, Medicare Employee and Medicare match. Make
adjustments as needed.
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Q

A

| updated my system (or transferred my Aatrix folder) and
tried to open the program. Now it wants a password!

When the computer system is updated, it places Pay Defaults in
your System Preferences folder in the old system folder. In mov-
ing the Aatrix program to the new computer, you might forget to
move this folder from the old system folder into the new System
Preferences folder. Simply enter the default password (which is
the word password in lower case letters) and then change it to
the one you want; or locate the old Pay Defaults folder and move
it to the new system.

I tried to open the payroll program and got a message saying
that it couldn’t continue because the Defaults f folder and
the application are not in the same folder. What should | do?

An Aatrix Payroll f folder was created when you installed the pay-
roll program. The Defaults f folder and the application must be
stored in this folder. To solve this problem, locate the Defaults f
folder and the program application and move them back into the
Aatrix Payroll f folder.

How come | get zeroes in my 941 report’s line 14 (deposits
made) when | have checks in the program for that payment?

This can be fixed by going to the Liabilities tab window, selecting
Federal 941 and clicking the Edit button. Make sure the Report
Type is selected as Federal 941. If needed, refer to Chapter 7,
Liabilities for more information. Or you can edit the payment in the
Check Register. In the Edit Entry window, make sure to mark the
checkbox next to the pop-up menu stating that it is a 941 pay-
ment.

When | view my check register there is nothing in there. It
was fine last time | viewed it...

Check your Display and Limit by options at the top of the win-
dow. You may have a box that is incorrectly checked/unchecked.
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Notes:



A

Accounting preferences, 2-17
Add
Name to Employee List, 3-
34
Report to Report Queue, 6-
12
Align
Checkform fields, 9-34
Checksin printer, 5-24
Assign
Department to employee, 3-
17
Group to employee, 3-17
Payroll itemsto
employees, 4-27

B

Backup, 12-2

Balance check register, 7-23
Basics, 1-15

Bonus checks, 5-11

C

Calculate button, 5-8

Certified Payroll Summary
Report, B-16

Check Designer
Accumulated field, 9-24
Alignfields, 9-34
Create new checkform, 9-

12

Delete fields, 9-35

INDE X

Display Options, 9-7
Duplicate fields, 9-35
Edit fields, 9-33
Field types, 9-2
Fonts, 9-35
Form Setup, 9-9
Graphic tools, 9-5
Modify existing form, 9-10
Move fields, 9-36
New fields, 9-22
Overview, 9-2
Picture fields, 9-21
Prompted field, 9-25
Sample checkforms, 9-4
Select fields, 9-36
Test printing, 9-37
Text during layout, 9-23
Text fields, 9-20
View checkform, 9-7
Window, 9-5
Check Queue
Edit a paycheck, 5-22
Overview, 5-14
Preview Printed Check, 5-
15
Print paychecks, 5-16
Record paychecks, 5-20
Remove paychecks, 5-22
Check register
Delete entry, 7-21
Deposit, enter, 7-15
Display options, 7-13
Edit entry, 7-20
Export to Excel, 7-22
Find entry, 7-18
Limit by options, 7-14
New register, 7-26
Open, 7-12

INDEX

Print, 7-22
Reconcile, 7-23
View, 7-12
Void entry, 7-21
Withdrawal, enter, 7-16
Checkstock Watcher, 2-29
Claims, 3-9
Command keys, 1-16
Commission, 5-6
Company Setup
Defaults, 2-7
New Company, 2-4
Overview, 2-2
Company Setup tab window, 1-5
Copy to different computer, 12-8
Cost Center Analysis Report, B-
19
Create
Check register, 7-26
Checkform template, 9-12
Deduction, 4-3
Employeefiles, 3-6
Employee List, 3-32
Employer Paid item, 4-9
EZ report, 6-22
Incomeitem, 4-15
New company, 2-4
Report Bundle, 6-9
Customer Support, 1-17

D

Deduction
Assign to employees, 4-27
Cadculation Method, 4-6
Create, 4-3
Delete, 4-30
Edit, 4-29
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INDEX

Exempting, 4-8
Limits, 4-24
Personalize, 4-29
Sheltering, 4-8
Types, 4-4
Unassign, 4-28
Delete
Check register entry, 7-21
Checks from pay history, 3-
27
Employeefile, 3-12
Employee List, 3-33
Liability payment, 7-6
Liability register entry, 7-
32
Paychecks from Queue, 5-
22
Payroll items, 4-30
Reminder, 11-6
Department
Assign employee, 2-10
Assign to employee, 3-17
Edit, 2-12
Gross pay expensing, 2-11
New, 2-9
Differentia, types, 4-17
Direct Deposit
Button, 2-3
Company set up, 13-3
Create prenctification, 13-7
Employee set up, 13-5
Overview, 13-2
Print pay stub, 5-17
Process payroll, 13-9
Disable
Reminder, 11-7, 11-9

E

Earned Income Credit, 3-9
Edit
Check register entry, 7-20
Checkform template, 9-10
Company information, 2-2
Employeefile, 3-11

Index — 2

Employee Payshest, 5-8
EZ report, 6-25
Liability payment, 7-6
Liability register entry, 7-
31
New Employee Settings, 3-
3
Pay history records, 3-23
Queued paycheck, 5-22
Reminder, 11-6
EFTPS
Clear History, 14-20
Company Setup
window, 14-9
Connect Now, 14-19
Connection window, 14-17
Effective date, 14-16
EFTPS Vaues window, 14-
16
Enroll, 2-3
History window, 14-20
Message to Aatrix, 14-18
Modem setup, 14-12
Open company file, 14-14
Open program, 14-3
Preferences, 14-11
QandA's, 14-2
Quit program, 14-14
Requirements, 14-3
Security, 14-13
Send EFTPS, 14-16
Setting up, 14-8
Tab windows defined, 14-5
Test Transmission, 14-18
Transmit EFTPS
payment, 14-15
Troubleshooting, 14-21
User List, 14-13
Employee Data Summary
Report, B-4
Employee Evaluator
Add questionsto form, 3-40
Creating new forms, 3-38
Delete previous
evaluations, 3-53
Delete questions on

form, 3-45
Edit questions on form, 3-
43
Evaluating an employee, 3-
49
Move questions on form, 3-
47
Print evaluationsform, 3-48
Print previous
evaluations, 3-52
Remind, 3-54
Undelete questions, 3-46
Window, 3-37
Employee List
Add namesto list, 3-34
Assign payroll items, 4-27
Create new list, 3-32
Deletelist, 3-33
Edit payroll items, 4-29
Lost file, 3-30
Open list, 3-33
Pop-up menu, 3-31
Remove names from list, 3-
36
Rename employee, 3-13
Restore, 12-4
Terminated employee, 3-30
Using, 3-30
Employee List Settings
Assignitem to, 4-27
Edit assigned item, 4-29
Employee Paysheet
Cadculate, 5-8
Edit, 5-8
Hourly/Salary
employees, 5-5
Overview, 5-2
Revert to Original, 5-8
Employee Personal Data
Summary Report, B-5
Employee preferences, 2-19
Employees, 3-2
Add notestofile, 3-19
Delete, 3-12
Edit, 3-11
Enter pay history, 3-21



Find, 3-12
Import, 3-14
New employee defaults, 3-3
New employee setup, 3-6
Personal Information, 3-16
Rename, 3-13
Save, 3-11
Setting up, 3-3
Employees tab window, 1-6
Employer Paid item
Assign to employees, 4-27
Calculation Method, 4-11
Create, 4-9
Delete, 4-30
Edit, 4-29
Limits, 4-24
Personalize, 4-29
Tax Exempt options, 4-13
Types, 4-10
Unassign, 4-28
Error checking, 2-31
Exempt, 3-9
Export
Check register, 7-22
EZ report, 6-25
ExtraIncome
Per item option, 2-20
ExtraWithholding, 3-9
EZ Report Builder
Column widths, 6-22
Create new report, 6-22
Edit EZ report, 6-25
Export EZ report, 6-25
Period reports, 6-25

F

Federal Tax Summary Report, B-
13
Find
Check register entry, 7-18
Employee, 3-12
Find and replace, 2-33
Fiscal year, 2-24
Form 941

Auto Calculation, 6-20
Get Value, 6-20

Print, 6-18

Process, 6-15
Troubleshoot, 6-19

G

Get Value, 6-20
Getfile dialog, 1-16
Gross pay expensing, 2-11
Group
Assign to employee, 3-17
Groups
Assign employee, 2-14
New, 2-13

H

Help Fax Report, B-26
Holiday pay, set up, 4-21
Hourly pay rate, 3-8
HTML file, create, 6-25

Import

Employee hours, 5-13

Employee information, 3-

14

Time Card hours, 10-27
Income History Reports, B-15
Income item

Assign to employees, 4-27

Calculation Method, 4-18

Create, 4-15

Delete, 4-30

Edit, 4-29

Personalize, 4-29

Types, 4-16

Unassign, 4-28

Vacation pay, 4-21
Installation, 1-3

INDEX
Internet menu, 1-13

J

Job costing
Assign job, 4-33
Create job, 4-32
Deletejob, 4-34
Disable/Enable job, 4-34
Job Costing Detail Report, B-21
Job Costing Summary
Report, B-22
Job, assign on-the-fly, 5-6

L

Labels, 2-34
LaserWriter, 5-24
Liabilities
Check register, 7-12
Create payment, 7-4
Delete payment, 7-6
Edit payment, 7-6
Liability registers, 7-28
Overview, 7-2
Payment history, 7-11
Print checks, 7-9
Verification report, 7-8
Write/print checks, 7-7
Liabilities tab window, 1-10
Liability Checks
Post to Quickbooks, 8-12
Liability registers
Deleteentry, 7-32
Edit entry, 7-31
Enter payment, 7-30
New register, 7-29
Overview, 7-28
Lost file, 3-30

M

MacP& L
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INDEX

Menu link to, 2-18
Mailing Labels

Print, 2-34

Setup, 2-35
MICR check printing, 2-22
MICR Info, 2-3
Midnight Shift, 10-7
Miscellaneous Reports, B-19

N

Negative paychecks, 2-21
New
Check register, 7-26
Checkform template, 9-12
Company, 2-4
Deduction, 4-3
Employee, 3-6
Employee List, 3-32
Employer Paid item, 4-9
Income item, 4-15
Liability payment, 7-4
Liability register, 7-29
New Employee Settings
Assignitem to, 4-27
Edit assigned item, 4-29
Employee defaults, 3-3
New Hire Report, B-25

O

Open
Check register, 7-12
Checkform template, 9-10
Company, 2-4
Employee List, 3-33
Other Limits, 6-5
Overtime, 3-8, 5-5

P

Password Protection
Default password, 2-26
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Security preferences, 2-25
Pay History Detail Report, B-8
Pay History Records
Add pay items, 3-23
Deleterecord, 3-27
Duplicate paycheck, 3-29
Edit records, 3-23
Enter records, 3-21
Print paycheck records, 3-
27
Remove pay item, 3-25
Reprint paycheck, 3-28
Restore, 12-4
Update employer paids, 3-
26
Paycheck
Add to Check Queue, 5-6
Print from Check Queue, 5-

16
Print from Process
Payroll, 5-9

Print with MICR, 2-22
Record without printing, 5
20
Paychecks
Post to Quickbooks, 8-10
Payment History
Disable, 2-24
View, 7-11
Payroll Items
Assign to employees, 4-27
Deductions, 4-3
Delete, 4-30
Edit, 4-29
Employer paids, 4-9
Extraincome, 4-15
Overview, 4-2
Payroll Items tab window, 1-7
Payrall reports, B-3
Pension Reports, B-12
Period by Period report, 6-25
Personal Information, 3-16
Personal pay, set up, 4-21
Plug-ins, 4-35
Pop-up menus, 1-15
Preferences

Aatrix EFTPS, 14-11
Accounting, 2-17
Employee, 2-19
Overview, 2-16
Printing, 2-21
Program, 2-23
Security, 2-25
Time Card, 2-27
Time Card Remote, 10-15
Preview Printed Check, 5-15
Print
Auto-print liabilities, 2-22
Cdendar, 11-10
Check from Process
Payroll, 5-9
Check register, 7-22
Checks from Check
Queue, 5-16
Form 941, 6-18
Liability checks, 7-7, 7-9
Mailing Labels, 2-34
more than 1 check per
page, 2-21
Paycheck records, 3-27
Reprint check, 7-20
Reprint checks, 5-19
Time cards, 10-28
Time shesets, 10-10
Print as Report, 5-11
Print/View Check Queue, 5-14
Print/View Report Queue, 6-13
Printing preferences, 2-21
Process Payrall
Add check to Check
Queue, 5-6
Add Pay Item, 5-8
Edit paysheet, 5-8
Import Hours, 5-13
Overview, 5-2
Process paycheck, 5-4
QuickCalc, 5-8
Quit, 5-10
Remove Pay Item, 5-8
Revert to Original, 5-8
Process Payroll tab window, 1-8
Program overview, 1-4



Program preferences, 2-23
Pull-down menus, 1-15
Purge Data, 12-11

Putfile dialog, 1-16

Q

Queue reports

detail, B-24

Hours, B-24
QuickBooks

Create datafiles, 2-8

Edit existing links, 8-9

Import Chart of

Accounts, 8-4

Linking, 8-3, 8-5

Menu link to, 2-18

Post liability checks, 8-12

Post paychecks, 8-10

Required links, 8-7
QuickCalc, 2-23, 5-8
Quicken

Menu link to, 2-18
Quit payroll process, 5-10
Quit program, 1-15

R

Reconcile check register, 7-23
Regular Contribution Summary
Report, B-9
Regular Deduction Summary
Report, B-10
Regular Income Summary
report, B-11
Reminders at startup, 11-9
Reminders Calendar, 11-2
Buttons, 11-3
Delete reminder, 11-6
Disable reminder, 11-7
Edit reminder, 11-6
Enable reminder, 11-7
Open, 11-2
Print Calendar, 11-10

Setup new reminder, 11-4
Reminders Due window, 11-8
Disable reminder, 11-9
Remove reminder, 11-8
Remove
Name from Employee
List, 3-36
Paychecks from Queue, 5-
22
Rename employee, 3-13
Report Queue
Add report to queue, 6-12
Print/View, 6-13
Reports
Generate, 6-3
Reports (Government)
Form 941, 6-15
State Forms, 6-2
Reports tab window, 1-9
Reports(Pre-designed)
Certified Payrall
Summary, B-16
Cost Center Analysis, B-19
Default Information
Summary, B-3
Employee Data
Summary, B-4
Employee Personal Data
Summary, B-5
Federal Tax Summary, B-
13
Help Fax, B-26
Income History, B-15
Job Costing Detail, B-21
Job Costing Summary, B-
22
New Hire, B-25
Pay History Detail, B-8
Pay History Summary, B-7
Pension reports, B-12
Detail, B-12
Summary, B-12
Queue Detail, B-24
Queue Hours, B-24
Regular Contribution

INDEX

Summary, B-9
Regular Deduction
Summary, B-10
Regular Income
Summary, B-11
Unemployment
Summary, B-14
Vacation, Sick, Holiday
Hours, B-18
Reprint check, 3-28, 5-19, 7-20
Restore from backup, 12-4
Revert to Original
Employee Payshest, 5-8

S

Sadlary Pay Rate, 3-8
Sample checkforms, 9-4
Save

Employeefile, 3-11
Security preferences, 2-25
Sick pay, set up, 4-21
Software terms, 1-12
State Forms, 6-2
Switching computers, 12-8

T

Tax Deposit Summary
Report, B-20
Technical Support, 1-17
Terminate employee, 3-10
Terminated employee, 3-30
Test Transmission, 14-18
Time Card
Employee Time Sheet, 10-3
Enter hours worked, 10-5
Import Time Card
hours, 10-27
Print time cards, 10-28
Print time sheets, 10-10
Restore logs, 12-4
Setting up, 10-4
vs. Time Card Remote, 10-2
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Time Card preferences, 2-27
Time Card Remote
Edit employee hours, 10-25
Edit Employee List, 10-23
Export data, 10-21
Import Employee List, 10-
13
Preferences, 10-15
Punch in/out, 10-19
Setting up, 10-11
Time Settings, 10-18
Tips, 2-20
Troubleshooting, C-1
error messages, C-2
generd, C-5
printing, C-4
program
incompatibilties, C-4

U

Unemployment Summary
Report, B-14

Vv

Vacation pay, set up, 4-21
Vacation, Sick, and Holiday
Hours Report, B-18
Verification report, 7-8
View
Check Queue, 5-14
Check register, 7-12
Checkform, 9-7
Report Queue, 6-13

w

Withhold extra, 3-9
Write acheck, 7-7
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