OSAS 

PAYROLL 

ENTERING HOURS

1. Go to Payroll.
2. Go to Payday Work
3. Go to Manual Checks
4. A screen just like Calculate Checks appears.  Enter in the information for this manual check run.
5. Employee-Enter the first employee’s ID and hit enter or hit F2 and look up from the list.

6. Pieces-Hit enter to skip this field.

7. Check No-Do not enter a check number if the check has not been printed.  A check will not print with a check number in this field.  If you manually wrote the check and it does not need to be printed then go ahead and enter the check number.

8. Weeks Worked-Enter the number of weeks the employee worked for this payroll.  Normally 1 if paid weekly.

9. Page down
10. Hit A to add transactions.  A box will appear.  Enter or change the class, earning code, hours, rate, amount, etc., as needed.  Page down and repeat for all earning codes.
11. When all earning codes have been entered (including Salary), hit C to calculate the withholding taxes for this screen.
12. Hit N to proceed to the next screen.

13. Deductions – Scheduled deductions will appear.  Hit enter to change, or A to add another deduction.

14. When all deductions have been entered hit R to recalculate the withholding taxes.

15. Hit N to proceed to the next screen.

16. Employee Withholdings-The taxes you calculated and recalculated appear.  Hit enter at each tax type to change.  Hit TAB to move to the employer withholdings.

17. If everything with this check is correct hit N to proceed.  You can delete this check by hitting D to delete, then F3.

18. Repeat for all employees.

19. F7 to exit.

20. Run Edit Register to check totals before printing checks.

21. Print Checks

22. Print other payroll reports needed.  Do not use the Calculate Checks function.  This will erase everything you just entered.

23. Post Checks

24. Post Expense to GL if done weekly.

