OSAS

Payroll Setup

1. Go to Payroll.
2. Go to Codes Maintenance.
3. Labor Classes-Enter the labor classes needed. (ie:  Shipping, Office, Management, etc)  

a. Enter the Labor code first then the description of that code.  (OFC, Office)
4. Tax Authority Setup-Enter the information needed for Federal (F), State (S), and Local (if needed) (L).  Make sure you page down to produce the tables for the each tax.

a. Hit F for Federal

b. Federal Withholdings will appear in the description or if it does not appear, enter FWH.  Hit page down.

c. Employee and employer codes will appear on the left and right.

d. Employee codes are FWH, OAS, MED, and EIC.

e. Employer codes are EOA, EME, and FUT

f. Hit F5 to end.

g. Hit S for State

h. State Code is NJ

i. New Jersey will appear in the description.  Page down.

j. Employee and employer codes will appear on the left and right.

k. Employee code is SWH, SO1, SO2, SO3, SO4
l. Employer code is SUI.

m. Hit F5 to end.

n. Hit L for Local if you have local tax.  If you do not have local tax, proceed to #5.

o. State Code is ??
p. Local Code is 01

q. Copy from State – hit enter

r. Description-Enter the description of this local tax.

s. Call Response for help in setting up local tax employee and employer codes.

5. Earning Codes-Enter the earning codes needed for payroll.  REG(ular hours), SAL(ary), OVT, BON(us), VAC(ation), SIC, COM(missions), HOL(iday),  etc.

a. Enter an earning code.  Make sure to use all capital letters.

b. Description-Enter the description of this code. (Regular hours)

c. Included in Net Pay- Yes

d. Fixed Withholding- No.  The only earning code that may have a fixed withholding is commissions and bonus.  This is a company decision.

e. Earning type-Hit F2 and select from the list.  Regular is R, Overtime is R, Sick is S, Vacation is V, bonus is B, etc.

f. GL Account-Enter the GL account number associated with this Earning Code. (Normally Wage Payable)

g. Multiplier-Everything except overtime (1.5 multiplier) is 1.

h. Add to Base-Hit enter to skip.

i. Repeat for all types of codes you will use to enter employee hours.

6. Deductions-Enter the deductions needed for this company.

a. No.-Enter 1 for the first deduction set up.
b. Description-Enter a description of this deduction.  If you have SIMPLE IRA deductions, 401K deductions, etc., please go to File Maintenance, Tax Tables, Table ID W2CODE and W2CODE2.  The names under SOURCE must be the first word of the deduction so that the deduction will appear in box 12 on the W-2.
c. Emplr?-If this is an employer paid deduction enter Yes; otherwise enter No.  Normally only 401K matches are employer paid deductions.
d. Liab Acct- Enter the liability GL account number (expense) for this deduction.
e. Def Comp-If this is deferred compensation enter Yes; otherwise enter No.  Normally 401K deductions and matches are deferred compensation.
f.  Calc on-Is this deduction calculated on Gross pay or Net pay.  Prompts are at the bottom of the screen.  Select one. (Normally Gross pay)
g. Repeat for all deductions.

h. If there are certain deductions that are excluded from earning codes (ie:  BONus) then arrow to the deduction, hit E to exclude and arrow to the earning code.  Hit enter to make the Exclusion YES. F7 to exit.

7. Withholdings-Enter the information needed for Federal, (F), State (S), and Local (if needed) (L).  Make sure you use all the valid employee and employer codes.  Hit enter at any earning code or deduction that is excluded from a tax.

a. Fit F for Federal
b. Withholding Code-Valid withholding codes appear at the bottom of the screen for the employee and the employer.  You must set up a withholding code for each of these codes.
c. Enter the first code (FWH)
d. Description-Enter the description for each.  FWH-Federal Withholding, OAS-Employees Fica, MED-Employees Medicare, EIC-Earned Income Credit, EOA-Employers Fica, EME-Employers Medicare, FUT-Employers Federal Unemployment. (State codes are SWH-State Withholding, SUI-State Unemployment Insurance)  (Local codes if needed are LWH-Local withholding)
e. Liability Acct- Enter the liability GL account for this code.
f. Fixed Percent-If in Earning Codes you enter YES for fixed withholding then enter a fixed percentage; otherwise hit enter to skip.
g. Tax ID-Enter the tax ID number for this company 
h. Page down.
i. Deductions will appear at the bottom left and Earnings to the bottom right.  If any of the deductions or earnings are to be pre-taxed, move the cursor to that deduction or earning and hit enter.  The value in Exclusion? will change from No to Yes.  Hit the TAB key to move from deductions to earnings and back.
j. When you have finished each valid code hit F5 to begin with the next until all valid codes for Federal, State, and Local (if needed) are set up.
8. Tax Groups
a. Tax Group – Enter NJ for New Jersey
b. Copy From, hit enter to skip.
c. Description – Enter New Jersey
d. Page down
e. Hit A to add, enter NJ for the state.
f. Withholding code is SWH, hit enter and Employee will appear.
g. Hit A to add, enter NJ for the state.
h. Withholding code is SUI, hit enter and Employer will appear.
i. F7 to exit
9. Go to File Maintenance.
10. Go to Departments.  Enter the departments needed for this company.  Enter all earning codes that will be used by this department along with any employer paid withholdings and deductions.  Use the copy from feature to enter any additional departments.  It makes it easier then having to enter all the info each time. You will have to change the GL account numbers to correspond with each department.

a. Enter all earning codes set up and the GL account number that needs to be debited during the Post Expense to GL function.

b. Enter all deductions set up and the GL account number that needs to be debited during the Post Expense to GL function.

c. Enter all employer withholdings set up and the GL account number that needs to be debited during the Post Expense to GL function

d. Hit A to add, enter the Type (D-deduction, E-earning or W-withholding)

e. When D or E are selected enter the Code by hitting F2 and selecting.

f. When W is selected enter the withholding type (F-Federal, S-State, or L-Local) then the code.

g. After the code enter the GL account number and page down.  GL period, Quarter, and Year and not entered manually.

11. Go to Payroll Information.
12. Enter 1-Setup State Unemployment Report.  Enter your state (NJ).  Self-Adjusting SUI Month, enter 1.  Print zero earnings employees? If you want this enter YES, otherwise enter NO.  Sort Report by 1 last name.  Enter the numbers 1-7 for the bottom options.  Page down.

13. Enter 2-Enter the company address that you want to show on the yearly W-2’s.

14. Enter 3-If you want to keep track of degrees that employees have earned, enter them here.

15. Go to Tables-   The following tables need to be setup using the new company ID in place of the ending H. (i.e.: FREQH would be setup for a new company 1 as FREQ1).  Use the copy from feature to copy from a table ID already set up.  FREQx,HEADDx, HEADGx, MAXVS (enter the maximum vacation and sick hours allowed), PACTLx, PERSTx.  Make sure the new table ID GL account numbers are correct.

16. Go to Tax Tables-Enter the correct tax tables by referring to the tables attached.  The SUTNJ table will also need to be corrected with your company’s state unemployment percentage.

17. Go to Employees-Enter the employees needed for this company.

