OSAS

PAYROLL

WEEKLY

Collect hours from supervisors/employees to calculate and put on entry form.

Daily Work
Payroll Transactions

Enter hours only in Open Systems by employee.  

OSAS calculates regular time, overtime, doubletime, vacation, sick, bonus, fringe benefits, and other miscellaneous pays. 

No need to enter time for salary employees except if vacation or sick time is used and needs to be tracked.

Employees default department worked is shown but can be changed if other departments are worked.

Miscellaneous deductions can be entered.  Weekly deductions that are constant need only be entered once in employee’s master file (health ins, 401K, etc.).

Run Time Ticket Journal and Miscellaneous Deductions Journal.  


If journals are correct, post transactions.

If journals are not correct, go back to enter hours and correct, then rerun journals.

Post Transactions

PayDay Work
Calculate Checks

OSAS takes hours that were posted and salary information and calculates Federal, FICA, State, SUI, FUTA.  

Calculation takes into affect  pretaxed earnings or deductions.

Edit Register 

List of each employee with gross and net pay, withholdings, deductions, etc are shown.  Corrections can still be made if necessary.  
Print Checks


Option to print checks by employee, location, department, etc.

Check Register

Withholding Report, Tax Liability Report


Shows amounts for 941 tax, FUTA and SUI accrual, and state withholding.

Payroll Received Report


List employees name with space to sign when check is picked up. (Optional)

Pay Period Deduction Report

Listing of employees and deduction amount.  Good for 401K contribution and match, wage attachments, etc.

Post Check

Post Expense to GL

Takes amount of employers accrued expenses and post to correct GL account 

depending on department, location, etc.

Write up information for AP to pay deductions such as 401K, wage attachment, etc.

OSAS 

PAYROLL

MONTHLY/QUARTERLY/YEAR END

Periodic Processing

Department Report-Monthly or Quarterly

State Withholding Report-Monthly or Quarterly

Gives amount for state withholding to be called in.  This is also an automated phone entry.  Enter amounts per prompts.  Automatic deduction from checking account on day you specify.

State Unemployment Report-Quarterly

Unemployment rate entered in table for year and SUI amount is calculated for employees based on this percentage.

List of employees with gross wages and exempt wages (wages over $8500).

Copy list to actual State Unemployment Report form.

Employers Tax Liability Report (940)-Quarterly


FUTA amount is calculated for each employee based on FUTA rate.


940 tax amount is an automated phone entry.  Enter amounts per prompts.    

            Automatic deduction from checking account on day you specify.

941 Report-Quarterly


Enter total amount of weekly 941 tax deposits.


Printout looks just like IRS version of 941.  Copy figures to form.

Month/Quarter End


Helps to verify that wages are paid in correct month or quarter.

W-2 Forms-Yearly


Options for laser or continuous form W-2’s and magnetic filing.


W-2’s can be reprinted for up to one year.

Year End-Yearly

Starts new payroll year even if W-2’s and other year end reports have not been printed. 

Can have two payroll years open at the same time.  Can only enter time in current payroll year.
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