Open Systems

Payroll

Enter Employee History

1. Go to Payroll

2. Go to File Maintenance

3. Go to Employee History

4. Enter the employees ID or hit enter and select from the list.

5. Enter Y to the six employee history fields and page down.

6. The first screen is the Employee Miscellaneous History.  If hours/weeks worked must be kept then enter the weeks worked.  Arrow to Hours/Weeks Worked, hit C to change the quarter months that appear or hit Q to see quarters 1-4 (Information can not be entered if Q is selected).  Once the correct months are showing enter the information.  You can enter information for three months, hit C to change the months again, and enter more information if needed.

7. Hit N for the next page

8. Employee Earnings History – Hit A to add Earning Hours.  If hours are not necessary at this time hit TAB to Earning Amounts (bottom).  Hit A to add an earning code (if not entered in Earning Hours).  A message that you are not in the current quarter may appear at the bottom.  If you are in the quarter you need to be in just hit enter to continue.  Hit F2 to select an earning code.  Enter the earnings for each month or enter the entire quarters amount in one month.  The quarter to date and year to date fields will be updated at the same time.
9. Hit T to go to the gross and net pay.
10. Enter the gross earnings for each month or enter the entire quarters gross amount in one month.  Continue to the Net Pay and enter the same way.
11. Hit N for the next page.
12. Employee Deductions History – Hit A to add deductions.  Hit F2 to select a deduction.  Enter the deduction amount for each month or enter the entire quarters deduction amount in one month.  The quarter to date and year to date fields will be updated at the same time.
13. Hit N for the next page.
14. Employee Federal Tax History- Hit A to add the federal earnings.  Hit F2 to select a federal withholding code from the list.  All withholding codes showing should be set up with the possible exception of EIC.  Enter the federal earning amount for each month or enter the entire quarters federal earning amount in one month.  The quarter to date and year to date fields will be updated at the same time.
15. Hit TAB to enter the federal tax amounts for the withholding codes that were set up in the federal earnings.  Enter the federal tax amounts for each month or enter the entire quarters federal tax amount in one month.  The quarter to date and year to date fields will be updated at the same time.
16. Hit N for the next page.
17. Employee State Tax History – Hit A to add the state code (NJ) for the state earnings.  Hit F2 to select a state withholding code from the list.  All withholding codes showing should be set up.  Enter the state earning amount for each month or enter the entire quarters state earning amount in one month.  The quarter to date and year to date fields will be updated at the same time.
18. Hit TAB to enter the state tax amounts for the withholding codes that were set up in the state earnings.  Enter the state tax amounts for each month or enter the entire quarters federal tax amount in one month.  The quarter to date and year to date fields will be updated at the same time.
19. Hit N for the next page.
20. Employee Local Tax History- Hit A to add the local code for the local earnings.  Hit F2 to select a local withholding code from the list.  All withholding codes showing should be set up.  Enter the local earning amount for each month or enter the entire quarters local earning amount in one month.  The quarter to date and year to date fields will be updated at the same time.
21. Hit TAB to enter the local tax amounts for the withholding codes that were set up in the local earnings.  Enter the local tax amounts for each month or enter the entire quarters local tax amount in one month.  The quarter to date and year to date fields will be updated at the same time.
22. Hit N for the next page.
Continue for all employees.

If you exit out of employee history you will be prompted to print an audit log.  This is helpful to make sure the amounts that are manually entered are correct.  Keep the log until W-2’s are printed.  

