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Overview

OSAS Payroll is a system for recording hours worked by employees, cal culating employee
compensation, producing the necessary checks, and updating your general ledger with all the
information accumulated and generated during this process. It also uses the information you collect to
produce the reports and forms required by federal and state laws.
Payroll operations consist of three phases:

»  collecting information

e processing information

*  reporting

You work through the three phases as part of the normal payroll cycle.

Payroll Main Menu Screen - Graphical Style

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Coer 2 @@ RO

IH Builders Supply ll Qr‘ AS

OPEN SYSTEMS® Accounting Seftware

GEMERAL Report ‘Writer E mployee |nguiry General Information

Billz of M aterials/Kitting D aily ook, Salary Information

Bank Reconciliation Papday "Wark Tax Information

Fized Aszets Payroll Reports Perzonnel Information One
General Ledger Personnel Reportz Perzonnel Information Two
Inverntary Productivity Reports Emploves Histone [nguinge
Job Cost Periodic Processing Time Ticket Histary
Purchasze Order File kaintenance Check History

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable b aster Codes List

Resource Manager

Company H | Terminal TOOO | 11/1742000 | 17:47 Ak
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Payroll Menus

Payroll Main Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tools Favorites Other Help
Gl S 2 @ EERO
IH Builders Supply ;Igﬂ ! S
OPEN SYSTEMS® Accounting Seftware
TR Payeo | Emploves inaviy
GEMERAL Report ‘Writer E mployee |nguiry General Information
Billz of b aterials/Kitting Draily ok, Salary Information
Bank Reconciliation Papday "Wark Tax Information

Fixed Azsets

General Ledger
Inverntary

Job Cost

Purchaze Order
Sales Order
Accounts Beceivable
Accounts Payable
FPayroll

Resource Manager

Payroll Reports
Personnel Reportz
Productivity Reports
Periodic Processing
File kaintenance
Codes Maintenance
taster File Lists
aster Codes List

Personnel Information One
Perzonnel Information Two
Emploves Histone [nguinge
Time Ticket Histary

Check Histony

| Company H | Terminal TOOD | 11/7/2000 | 11:47 Ak

Usethe Employee Inquiry functionsto:

»  view General information concerning the employee

» view Sadary information for the employee

e view Tax information for the employee

»  view Personnd information for the employee

*  view Employee history

» view Time Ticket history for the employee

»  view Check history for the employee

Use the Daily Wor k functions to:

»  enter Payroll transactions

e print Time Ticket Journal

»  print Miscellaneous Deductions Journal

e copy recurring entries

e post transactions
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Payroll Menus

Overview

Use the Payday Work functionsto:

set up Calculate Checks

prepare Manual Checks

print the Edit Register

enter Accrual Adjustment

print the Vacation and Sick Leave reports
Print Payroll Checks

Void checks

do Payroll Reports and Posting

. print Check Register

. print the Paycheck Received report

. print the Withholding report

. print the Employer’s Tax report

. print the Employer’s Liability report
. print the Pay Period Deduction report
. print the Employer Department Expense report
. Post Checks

Use the Payroll Reports functions to:

print the Earnings and Deductions reports
print the Sick Leave and Vacation reports
print the Transaction History report

print the 401(k) report

print the Check History report

print the Detailed Leave report

print the Profit Sharing census

Use the Per sonnel Reports functions to:
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print the Salary Review report

print the Employee Birthday report

print the Employment Anniversary report
print the Personnel Roster

print the Education report

print the Key Date report



Overview

Payroll Menus

Use the Periodic Processing functions to:

print Department reports
post expenses to General Ledger

print Monthly Withholding report

print Quarterly Employer’s Tax report
print Quarterly Withholding report

print Quarterly State Unemployment report

prepare the 941 worksheet
prepare the W-2 forms
Roll Up Leave Balances
Purge Recurring Entries
Periodic Maintenance

Close Last Year

Use the File Maintenance functions to:

update Employees

update Employee History
Leave Adjustments

update Departments

update Payroll Information
update Recurring Entries
form Tables

form Tax Tables

view Formula Maintenance

to Change Fields

Use the Codes M aintenance functions to:

set up Labor Classes

prepare Tax Authority Set Up
set up Earning Codes

set up Earning Types

set up Deductions

set up Withholdings

set up Tax Groups
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Usethe M aster FileList functionsto:

print Employee Detail list

print Employee Labels

print Formulas list

print Department list

print Payroll Information list
print Recurring Time Ticket list
print Recurring Deductions list

print Tableslist

Usethe M aster Codes List function to:

print Labor Class list
print Tax Authorities list
print Earning Codes list
print Deductions list
print Withholdings list



System Flow

Payroll Interaction With Interfaced Applications

Void Checks

PAYROLL

Post Checks

Post Checks

Bank Reconciliation

\ 4

Post Transactions

Post Transactions

»
»

General Ledger

Job Cost
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Printing Reports

Open Systems offers several different output devices when printing reports. Select:

(P)rinter -to send areport to a printer. If you have more than one printer set up on your
system, you are prompted to select the printer you want to use from alist.

p(R)eview -to use a GUI window to view the printed report. The system prompts you to
select the printer you want to usefor the preview. After viewing the report on the
screen, you can select to send the report to a printer.

(F)ile -to print the report to afile so that it can be printed later. In the Defaults function
on the Workstation Configuration Menu in Resource Manager, you can specify a
default path for print files.

(E)nd -to exit from the report selection screen without printing the report.

Using the Preview Output Device

When you finish making the print selections for a report you are prompted to choose an output
device. The selection p(R)eview allows you to see what the report looks like before you send it to the
printer. It also allows you to limit what pages of the report will actually print out, save time and
paper.

Earnings and Deductions Report Selection Screen

4, Output Information

LPL “Windows Default Printer Lazer
POL  Print Dialog Lazer
" Bfirter PSL  Print Setup Laser
LPD  “Windows Default Printer Dot bt atrix
=y : POD Print Dialog Dot b atris e
Pyt Freview PS50 Print Setup Dot Matrix Standard
. LPW  windows Defaulk Printer ‘ide Cariage I
" File PO Print Dialog 'wide Carriage Dot Matrix LCompressed
PS Print Setup YWide Camiage Dot b atris

|-

File Mame C:/0545611 fzampled Browse |
Cancel |

The Printer Selection Box appears. Select the printer you want to use to print the report.
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Printing Reports Overview

Using the buttons avail able on this screen you can:

Report Preview Screen
ﬂPrh BwW M=l

t Pr

File Fage W¥iew Help
I || |«|‘ | )|»|| Page: 1 of 1

I
. I
Builders Zupply Fage 1,
vk an Earnings and beducticons Report '
I Grand Totals !

I
I
| Earnigfleduciion  Amwund Buarter 3 Brwunt 1 Tl in Eea? I
I
!
| EL Jouble Tire .o 1500 s !
send the report IO Dertine Fay .m M s '
. ! POY Bonus .o WO tes .
to the printer ! POR FawlExp . S0.00 s \
1 POD dash Ualue .00 ek !
! REG Fegulie Pay .00 WIW W tes \
| IK Zick Pay .00 ML s I
R lacatdon Pay .00 WEED s '

\
___________________________________ }
| Eaning Totals .00 kk 7.5 '

I
I
| D03 Redical Tns .00 ELIET I
| kel Tns .00 .o !
! O Lhited by .00 TR h
| O0Y fredit Undon .00 290.00 I
1005 hues .o L0.00 .
Ok Ok -0 w1 '
| 00N Farking .00 20.00 !
! DN Hock Plan .00 5250 .
___________________________________ \
| Foluee bduction fual I 1949,9 :

Report Preview Screen
ﬂ Print Preview _ (O] x|

File Page Wiew Help
=lE |<—> $|| |«|‘ | )|»|| Page: 1 of 1

__________________________________________________________________ )
. !
IW1W WA Builders Zupply Fage 1,
vk an Earnings and beducticons Report '
I Grand Totals !

I
I
| Earnigfleduciion  Amwund Buarter 3 Amunt ¥ Incl in Bet? I
. I
Access the Pri !
cc the nt | EL huble Tire .o 150 s i
ag Seti T Duerddne Pay .o s !
Page up Window ! POY Bonus .o WO tes .
| P02 FawlExp .o 000 s I
1 POD dash Ualue .o me !
! REG Fegulie Pay .o WM s \
| IK Zick Pay .o S I
1R lacatdon Pay .o WD s '

|
___________________________________ }
| Earning Totals .o Ulkk 77. b5 '

I
I
| D03 Redical Tns .o EIVR ) I
| kel Tns .o .o !
! O Lhited by .o TR \
| O0Y fredit Undon .o 290.00 I
1005 hes .o b0.00 .
Ok Ok -on w1 '
o OO0 Farking .o 20.00 !
! DN Hock Plan .o 2500 H
___________________________________ \

© Fomluee beduction Tutal m 1919, €9 ! ¥
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Overview Printing Reports

In the Print Page Setup Window you can select:

Print Page Setup Window

Print to afile

Which pages of
the report to print

The number of
copiesto print
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Printing Reports

Overview

Report Preview Screen

ﬂ Print Preview
File FPage W¥iew Help

ERONS

Page: 1 of 1

Adjust the report

to fit the width :
. Euilders Zupply Page ,
of the window. s vl an Earnings and Yeductions Report |
! Grand Tetals '

I
I
| Earnigfleduciion  Amwund Buarter 3 Brwunt 1 Tl in Eea? I
I
!
! BEL houble Tine .o 1500 s !
T Duerddne Pay .00 TR i
! POY Bonus .o WO tes .
| PIE bawlExp .00 000 s I
| PO fash Ualue .00 ek '
| REG Begulir Pay .00 WIW W tes H
| I Zick Pay .00 ML s I
W lacation Pay -0 WhED s '

!
___________________________________ ,
| Eaning Totals .00 kk 7.5 '

I
I
| D03 Medical Tns .00 EIVR ) I
| D0 Rertal Ins .00 .o !
| hited Uy .00 TR \
| OOY Geedit Unden .00 290.00 I
1005 hues .o b0.00 .
Ok Ok -0 w1 '
| 00N Farking .00 0.0 !
!0 Beck Pl .00 2500 H
___________________________________ H
: Fraloes Feducdion Todal nn 1949.69 !

Adjust the report
to fit the height
of the window.
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Converting OSAS

Data File Conversion

i, Data File Comversion
Cormmands Edit Modes Other Help

Axrtz R @R 7€ 0K | Abandon |
[~ Select directary on which to create files.
+ C./0545611 Asampled

Enter directomy that contains the files to be converted.

|C: 0545605/ data
Do pou want source files erazed after conversion? —
Do pou want convergion to pause if a problem iz found? I~

Appl Description Werzsion Appl Description Wersion
[F& 3] Payroll [5.05

| |Company H [ 11/17/2000 | Teminal TOOD | OVA

The amount of hard disk space required to complete the conversion of datafiles to version 6.1x
depends on the version of Open Systemsyou are converting from, the application you are converting,
and the size of your current datafiles. If you enter Y for the prompt Do you want sour cefiles erased
after conversion? The source data files for the original version along with the data files produced at
each step of the conversion are erased. When the conversion is completed, only the 6.1x data files
remain on the hard drive and they are located in the directory specified after the prompt Select
directory on which to create files. (You will want to create the 6.1x datafilesin adirectory different
from the directory that contains your current version’s data files. Refer to the Resource Manager
User’s Manual for more information.)

Note I

You must install the new version of Payroll before you convert files. You can replace and update the
programs properly only by using the Install Applicationsfunction in Resource Manager. Before you
convert an application’sfiles, make note of the version number of the application you are converting
from. The Data File Conversion function has no way of determining the information from within the
function.

TIP: We recommend that you enter N for the prompt, Do you want source files erased after conversion?
So that your original data files along with the converted datafiles for each level of the conversion
are retained on your hard drive. If you select N, you should plan to convert one application at a
time because the hard disk space required for the conversion could possibly be ten times the size
of the current version’s data files when you choose not to erase the source data files during the
conversion.
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Converting OSAS Getting Ready

Note I

Genera Ledger should be the first application converted. If any changes are made to the account
numbers to force them to conform to the account mask during the conversion of the general ledger
datafiles, the old and new account numbers are stored in the file GLCGxxx. During the conversion
of each of the other applications, the GL CGxxx file is used to convert the general ledger account
numbers stored in their datafiles.

The application code and version entered on the conversion screen are used by the system to
determine which conversion programs to run based on the application’s version information stored in
the OSCNVT file. The conversion program creates subdirectories for each step of the conversionin
the directory listed after the prompt. Enter directory that containsthe files to be converted on the Data
File Conversion screen. For example, if you are converting from General Ledger version 3.2 to
version 6.1 and the path entered after the prompt Enter directory that contains the files to be
converted is (for example) C\OSASA5\OLDDATA, the following subdirectories are created;
C:\OSASA5\OLDDATAV00, C:\OSASAS5\OLDDATA\410, and C:\OSASA5\OLDDATAV50. The
6.0x datafiles are created in the directory displayed after the prompt Select directory on which to
create files. Which is a question that is asked only if you have more than one data path setup.
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Getting Ready Converting OSAS

Structuring Codes

IDs and codes should be assigned in away that makes sense for the user. A consistent format should
be established before any information is gathered and entered into data files. Planning ahead allows
better use of the system’s sorting and selecting capabilities.

How the System Organizes

Because the system arranges code characters in a particular order, you have to decide what kind of
codes will work best to identify vendors, term codes, and so on. Here's an example of how the system
organizes several different IDs (the dashes represent blank spaces that are entered by pressing the
space bar):

Notice that 1 appears four timesin the list. Because the codes were entered differently (for example,
zeros and/or blanks before some but not others), the system organized them differently. Here's why:

*  The system goes through each code, from left to right, until it finds something other than a
blank space.

* Itemscomeout in thisorder for each position:

Blank spaces

Specid characters (-, *, /, etc.)
Numerals (0,9)

Uppercase letters (A-Z)

Lowercase (a2)
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Converting OSAS Getting Ready

Hints

The most important thing about assigning |D numbers and codes is to choose a consistent format and
stick to it. Here are some suggestions:

*  Useuppercase (and in someinstances, lowercase) letters, numeras, or special characters (such
as hyphens) in IDs.

*  When letters are used in I1Ds, enter them consistently, either all uppercase of all lowercase
letters, to avoid organization and identification problems later.

* Assign IDsthat are the same length to prevent organization problems. If the ID is divided into
more than one part, each part should be the same length. For example, use AND-XT and AND-
YT instead of AND-X and AND-YT. Don't use blank spacesin the middle of an ID.

*  Useleading zerosto make all numbers the same length; for example, use 009 and 040 instead of
9 and 40.

e Usualy, you should use IDs that convey information about the vendor or codes. For example,
ACEQ01 and ATTO001 are more descriptive than 000001 and 000002. However, if you are
already using a numbered system, it may be more convenient to stick with it.

*  If you need to organize vendors by a particular element, include that element in the ID. For
example, if you will probably want to organize vendors a phabetically by their company name,
you should include thefirst characters of the vendor’s company name in the vendor ID. To
ensure that new vendors can be inserted into the sequence later, use a combination of |etters and
numbers that |eaves room in the sequence for later additions.
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Getting Ready

Converting OSAS

Payroll 6.1x Conversion Instructions

1

Install Payroll version 6.1x into anew directory - for example, C:\OSAS611\. On a new install
the following PA generic fileswill be copied into the \OSA S611\data directory:

PATB PATX PACO PAFMHDR PAFMLIN

These generic files hold tax tables and formul as used by all companies. Files such as PATB and
PATX contain user-defined data that will copy across from your 4.5 data files during the

conversion. Therest of the company-specific files needed by Payroll will be created and updated
later during the data file conversion.

This section correspondsto Local taxes. If you don’t have local taxes you can skip to the next
section.

1.

After installation, set up the PASOCNVT table and gather some additional information
before proceeding with data file conversion. You set up the PASOCNVT table in Resource
Manager/Data File Maintenance/Application Table. You need to adjust the table file name
from RMTB to PATB, which pulls up the PASOCNVT table.

The PAS0OCNVT table - In Payroll version 4.5x and lower the local tax codes ran
independently of any state tax authority. In version 5.0x and higher, every local code must
be assigned to the state in which the local tax authority islocated. To help save data entry
time after the conversion, thistable is used during the conversion to assign local tax codes
to astate. The PASOCNV T table is automatically copied during the installation, but you
must manually fill in the state codes to corresponding local codes.

Payroll PASOCNVT table

4, PATB

Commands Edit Modes

Other

Help

o] =]

A Xte 2l @Al e

0K | Abandon |

Table ID
Mumnber of Cols

PABOCNYT

]
0

Description

Colurnn Length

|Conversion for Local Codes
I 2

Type IA vl

ILD 8T LO 2T LO 8T LO 2T LO

ST LO BT LO BT LO ST LO ET LO ST

ol

0z

03

04

a5

0s

a7

ag

a3

10

11

1z

13

14

15

15

17

13

13

z0

F1

FE

F3

Fd

FE

ZE

7

F:]

3

30

21

ZE

232

24

2E

2E

27

282

23

40

41

4z

43

44

45

46

47

42

43

E0

51

5Z

53

54

55

=1

57

58

53

&0

51

52

53

54

55

=13

57

55

53

70

71

TE

73

T4

75

76

77

78

l

a0

21

2E

232

24

25

2E

27

22

239

20

21

SZ

23

24

25

JE

27

22

23

a0

|Company H [11/17/2000 | Teminal TO0D [OVR

Sinceitis possibleto have 99 local codesin any Payroll version, there are 99 entriesin thetable. The
LO column stands for local code, while the ST column iswhere you fill in the corresponding state
code.

The conversion looks for the state code entered in this table for the local code, and if it cannot find it
an error occurs. You can either exit and verify the table or you can press Enter to continue the
conversion. (Of course no local codeswill be converted)
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Getting Ready

Payroll PASOCNVT table

i, PATB =[] =]
Commands Edit Modes Other Help
%XEE|E|E@|?@ 0K IAbandonI

Table ID

Mumber of Cols

FABOCHNYT il_ Description |Conversion for Local Codes
20

Colurnn Length I 2 Type IA vl

ILD ST LO 5T LO ST LO ST LO 5T LO ST LO ST LO 5T LO ST LO ST

01 a0z 03 04 05 né& a7 k] a3 10
11 1E 12 14 1E le 17 12 13 E0
z1 ZZ Z3 z4 ZE ZE z7 =] z3 20
31 32 33 34 35 36 37 38 33 40
41 4z 43 44 45 46 47 43 43 50
£l EE £2 £d EE L& £7 L2 £33 &0
&1 EZ &3 &4 &5 EE &7 &2 &3 70
71 7z 73 74 75 76 77 il 73 20
Sl SZ 53 54 55 56 57 55 53 20
21 AF 23 a4 a5 6 a7 k=] k] a0

Company H | 111722000 | Terminal TOOO | OWF

Note I

If you don’t have local codes set up in the older version of Payroll being converted, the system
recognizes that and completes the conversion without displaying an error.

Additiond information needed. In Payroll version 4.5x and lower, earnings/withholdings
daollarsin employee history were stored only by the quarter-to-date amounts. In version
5.0x and up, the earnings/withholdings dollars are stored on a month-to-date level. To
accommodate this change, the conversion must take 4.5 QTD figures and all ocate them into
version 6.0x MTD amounts.

1

Month: This method divides the total dollarsfor each quarter evenly among the
monthly buckets. No additiona information is needed. (This method should be used
only if you are converting the data files at the end of a quarter.)

Example: Jan Feb March
33.3% 33.3% 33.3%

Days: This method divides the total dollars even more precisely. The calculation
figures out how many days in each month and then figures what percentage that is for
the quarter. In addition, if the last payroll check was in the middle of a month (like
May 15th), the system allocates dollars correctly up to that date (by percentage).

Example: QTR 1 QTR 2
Jan Feb March  April May
3ldays 28days 3ldays 30days 15 (last check run)
31/90= 3344% 31.11% 34.44% 30/45 15/45
66.66% 33.33%

For this choice the last check date is the only additional information the system will ask for.
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Converting OSAS

History: This method reads check amounts from your old 4.5x (and lower) Check
History file and then adds them up for a quarter total and cal culates the percentage by
dividing each month’s subtotal into the quarter. The system adds checksthat fall only
within one calendar year. This choice requires accurate historic data. This split method
is a'so the most time-consuming but most accurate of the three

Example: (Reads 6.0x PAHC file)
Total Gross Amount = $5000 for the Quarter for John Doe

EmployeeID Check# Check Date GrossCheck
Amount

John Doe 1111 01/15/99 1000.00
John Doe 2222 01/31/99 1200.00 2200/5000 = 44%
$2200.00

John Doe 3333 02/15/99 1000.00
John Doe 4444 02/28/99 800.00 1800/1500 = 36%
$1800.00

John Doe 5555 03/15/99 1000.00 1000/5000 = 20%

Then: Jan Feb Mar
44% 36% 20%

This method requires the current payroll year as additional information.

Note I

All split methods could cause rounding leftover amounts. If this occurs for the quarter, the amount
goes into the first month of the quarter. If this occurs for the year, the amount goes into the first
month of the year.

Once the table has been set up and the method of allocation is chosen, you can begin
the conversion. Follow the Resource Manager instructionsto run the conversion. Once
the actual conversion for Payroll begins, you are prompted for the method of
allocation. Answer Month, Days or History. Remember if you choose Days, you must
also enter alast check date and if you choose History, you must enter your current
year. The conversion should continue from this point and return you to the main menu
when completed.

When the conversion is completed, select the Roll Up L eave Balances on the Periodic

Processing Menu to create a beginning balance record in the L eave History file for
each employee.
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Setup Checklist

OOoO0O0Oooanon

OO0O0O00

Read the Resource Manager User’s Guide

Read the Payroll User’s Guide

Plan the Implementation Schedule

Update the tax tables (Install Payroll Tax Routines)

Set up Options and I nterfaces (Resource Manager User’s Guide)
Set up Earning Types

Set up Earning Codes

Build the tables:

These tables are required These tables are optional
to process Payroll: depending on files used
[ Abavinxxx [] HEADDHXxx
D FREQxxx D HEADGHxxx
D GLDEPxxx D MAXYV Sxxx
D GLPAY xxx D SICcexxx

D PACTLxxx D VACcexxx

D PERSTxxx D TCALCxxx
D USRDDxxx D PASOCNVT
D USRDFxxx

Set up Deductions

Set up Tax Authorities

Set up Withholdings

If necessary, Set up or edit Formulas
Set up Department

Set up Payroll Information

» State Unemployment Reports
» Company Address
» Employer Bank Information

» Degree Descriptions
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Setup Checklist Getting Ready

D Set up Labor Classes
D Set up Employees
* General Information
e Saary Information
» Tax Information
» Personnel Information One
* Personnel Information Two

D Use the Roll Up Leave Baances function to initiate leave history

» Enter leave adjustmentsfor Sick and Vacation Hours remaining

Payroll Access Codes

To safeguard the data in the system, unauthorized users should not be allowed to access the Payroll
system. You can use the Resource Manager A ccess Codes function to set up access codes. You can
set up access codes for the Payroll system itself, for any menu in the system, or for individua
functions.

See the Resource Manager User’s Guide for more information about access codes.
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3

Information in both the Resource Manager and Payroll applications should be set up and/or verified
before you use Payroll. The selections you make during the setup will determine how the Payroll

system operates.
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Set Up in Resource Manager

Functions in Resource Manager are used to set up:
e the menu style used for the workstation
»  the company’sfiscal year and periods for the company
*  the company defaults and masks
» thePayroll Options and Interfaces for the company
To set up thisinformation, select Resource Manager from the Main Menu.

Main Menu - Graphical Style

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

o 2 @@ BEEC

IH Builders Supply ll Qr‘ AS

OPEN SYSTEMS® Accounting Seftware

| Resource Manager || Workstation Configuration |
GEMERAL Report 'whiter on Configuration

Billz of M aterials/Kitting Installation Keypboard
Bank Reconciliation Company Setup Devices
Fized Aszets Application Setup Defaults
General Ledger Diata File Maintenance

Inverntary System File Maintenance

Job Cost El5 Dashboards

Purchasze Order E xecutive Information Summary

Sales Order Prrint b anager

Accounts Beceivable Reports

Accounts Payable b aster File Lists

Payrall

Company H | Terminal TOOO | 11/29/2000 | 8:18 Ak
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Selecting the Menu Style for Each Workstation

Each workstation can select from three different menu styles:

TEXT menu

GRAPHICAL menu

TOO00 - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

H  Builders Supply

“onfiguration
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START STYLE menu

4, TODO - OPEN SYSTEMS® Accounting Software

File Modes Tools Favorites Other Help
TFl &3 60 7 & §s

Date and Time | Diata Set H_ Buidsrs Supply -
[ 11/429/2000 € Live Data I L

8:18 Ak & Sample Data

GEMNERAL Report Writer
Bills of Materialsiiting
Bank Reconciliation
Fixed Assets

General Ledger
Invenrtory

Job Cost

Purchase Order

Sales Order

Accourts Receivable
Accounts Payable
Payrol

AS.

Colors

S
3 Keyhoard
=
S

Installation

Company Setup

Applicetion Setup

Dat File Mairterance

System Fils Maintenance

EIS Dashhoards

Executive Information Summary
Print Manager

Reports

Master File Lists

[ e e e o

¥YY Y VY YYYTYTYYTY

DOCDCCoDDDL:

Devices

Defaultts

YYYYYYYVYYYY

|oPEN SysTEMSD Accrsng Scware

To select themenu style used for each workstation, perform the following steps:

1. Choose Workstation Configuration on the Resource Manager menu.
2. Sdect the Defaults function.
Defaults Selection Screen

4, Defaulis ==
Commands Edit Modes Other Help
ANt @A aEn| ?e 0K | abandon |
‘warkstation e
Copy To I E

— Toggle Defaults windows Defaults
Bell Inactive | Comprezzsed Auctive - GUI Functions
“Werify Exit Inactive =1 Onlinz Help Inactive | || Meru Style
Insert Active ~| Banner Page Inactive ||| Delay Walue
Quick Inactive ~| Favorites Inactive * ||| Scale Screens
Allow .Exit Active | AltSorts Inactive ||| ciphoard [
Copyrights Inactive hd
Live Data Aictive -
Werify Pglin Inactive |-

— Field Defaults
Location 1D kAN O001 § Screen Pages q
Bank D FNEOOT a] Printer LPL
EIS D ashboard a User 1D

Bitmap Image

= Directory Defaults
Frirt File
Sart File
Acroread Path

|Test. Graphical. Start |Company H [11/23/2000 | Temminal TO0D | IN5

The current workstation number defaults in the Workstation field.
Use the Tab key to move the cursor to the GUI FUNCTIONSfield.

Active  to usethe GUI features--including the Graphical or Start-style menus.

Inactive to deactivate the GUI features--including the Graphical or Start-style menus.

5. PressEnter to movetothe MENU STYLE field.
Select the menu style to use as the workstation default--Text, Graphical, or Start-style.
6. Usethe Proceed (PgDn) command to save the selections.

If you selected Active, usethe Shift F5 or Esc G key segquence to toggle between the three
menu styles on the menu screens.

3-33



Set Up in Resource Manager

Setting Up the Fiscal Year And Periods For The Company

3-34

The current fiscal year and the fiscal period date ranges, for acompany, is set up only once in the
Resource Manager. Once the fiscal year and periods are set up for acompany, all applications use
that information while processing transactions for the company.

If thisinformation has already been setup for the company, you do not have to do it again. You
should, however, review the information to make sure it is correct.

To setup or verify the current fiscal year and period date ranges, perform the following steps:
1. Select Application Setup from the Resource Manager menu.

2. Choose the Period Setup function on the Application Setup menu.

RM Application Setup Menu Screen

4, TOOD - OPEN SYSTENMS® Accounting Softiware - SAMPLE DATA

File Modes Tool Favorites Other Help

o 2 @@ RO

IH Builders Supply Q ! S

GPENSMAMHIM Safrware

Main Menu Resource Manager
GEMERAL Report 'writer ‘wiorkstation Configuration Tax Claszes
Billz of M aterials/Kitting Installation Tax Locations
Bank Reconciliation Compat etup Tax Groups
Fized Aszets Sales Tax Report
General Ledger i aintenance Clear Salesz Tax
Inverntary System File Maintenance Feriod Setup
Job Cost EIS Dashboards Forms Reorder
Purchasze Order E xecutive Information Summary Formz Reorder Codes
Sales Order Frint b anager Fop Up Calendar
Accounts Beceivable Reports
Accounts Payable bdaster File Lists
Payrall

| |Company H | Teminal TO0O [11/29/2000 [10:51 &AM

3. The Period Setup screen displays. Enter the following information in the header section of this
screen:

Field Description

Current Fiscal Year Enter the current fiscal year for the company.

No of Periods/Year  Enter the number of fiscal period per fiscal year used by the company.
You can select either 12 or 13 periods. Period 13 is typically used for
processing any additional end of year dataor if your company runs of a
Quarter system.

Thisinformation is stored in the RM PDxxx table.
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Period Setup Screen

4, Period Setup =5 =]
Conumands Edit Modes Other Help
FKitz R @Ea| e 0K | Abandon |
Current Fiscal Year IW
Mo of Periods/vear IT
Perind Begin Date End Date
1 / /
2
3 / /
4 7 7
5 ! !
[ / /
¥ 7 7
8 / /
9 7 7
10 ! !
11 7 7
12 ! !
[ |Company H [11/29/2000 | Teminal TOOD | INS

4. Usethe Proceed (PgDn) command to move the cursor to the lower section of the screen.

Period Setup Screen

4, Period Setup =5 =]
Commands Edit Modes Other Help
2Ktz R @A e 0K | Abandon |
Current Fiscal vear I 2000
Mo of Periods/vear IT
Perind Begin Date End Date
1 [ 1 [ 01 [0 2 [ 31
2 [0z 2 [01 EE
3 ERA N EFANE]
4 [04 2 [ 01 [ 04 2 [ 30
5 [05 2 [ 01 [05 #[ 31
6 [06 2 [ 01 [ 06 2 [ 30
7 07 2 [01 07 2 [ =1
8 [05 2 [ 01 ErAE]
9 ERAN [ 03 2 [ 30
10 [0 [ 01 [0 2] 31
11 [ 2 [0 N2 ED
12 [z 2 01 BEFAE]
[ |Company H [11/29/2000 | Teminal TOOD | INS

By default, the fiscal periods are set up for acaendar fiscal year where January 1 through January 31
is Period 1, February 1 through February 29 is Period 2, and so on. Edit the date ranges if you do not
use a calendar year.

5.  Usethe Proceed (PgDn) command to save any changes made in the Begin/End Date fields.

Note I

If multiple companies are being used on the OSAS Accounting System, the current fiscal year,
number of accounting periods, and fiscal period dates must be set up for each company.

Updating a Quarterly System

If the company uses a quarterly system with an accounting period of one week, the Begin/End Date
fields for each fiscal period must be edited at the end of each quarter (after you’ ve closed the books)
so that the correct accounting period number is displayed.
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Setting Up the Company Defaults and Masks

The following defaults can be set up for a company, these defaults will then be used through out the
installed applications:

*  adateand time mask
» adefault Location ID and Bank ID
»  the number of decima places used for different types of numeric values
To setup or verify the company’s defaults and numeric masks, perform the following steps:

1. Choose Company Setup on the Resource Manager menu.

2. Select the Company Information function. Enter the ID of the company you want to use, or use
the Inquiry (F2) command to select the company ID from alist.

Company Information Screen
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4, Company Information = o =]
Conumands Edit Modes Other Help
2Ktz R @A e 0K | Abandon |
Company D H = Defaults:
Location 1D FMNO00T 4
MHame Builders Supply Bank 1D FHBOO1 5
Address 1 1157 Valley Park Dr 05A5 Weh Batch ID E
Address 2 weight Urit E
City Shakopee
State 213 4l task Murnber of Sample
Zip 55379 Type Decimals Display
Courtry [Us a U.5.A. Fieg Dollars [z 9999999999_99-
Site: IN Casts [+ 99999999.9999-
Phone [952]496-2465 IM Frices [4 99993999.9999-
Fax [952]496-2455 IN GQitys 4 99999999.9999-
0545 web Inactive - Rates 3 999939999.999-
Date Mask [0 USA (mm7dd/syey) Hours [ 999999999 999-
Time Mask [0 12-Hour [hh:mm AM/PM] Cr Limits W 9999999999999-
E-mail &ddress  [webmaster@builders_supply. com
Web Site |www builders_zupply. com
[ |Company H [11/29/2000 | Teminal TOOD | INS

3. Usethe Arrow keys or Enter to move the cursor to the Date M ask field. Select which date
mask should be used for the company:

0-USA, mm/ddlyyyy
1 -Euro, dd/mm/yyyy

4. Usethe Arrow keys or Enter to move the cursor to the Time M ask field. Select which time
mask should be used for the company:

0 - 12-hour, hh:mm AM/PM
1 - 24-hour, hh:mm
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5. Press Enter to movethe cursor to the Defaults: section of the screen.
Enter the most frequently used location and bank 1Ds as the defaults. The location/bank IDs
entered in these fields automatically default into the location/bank ID fields when entering
information in any installed application.

You can aso enter in the Default OSAS Web Batch ID if you use OSAS Web. The system aso
tracks weight, enter in the default weight factor to use.

Company Information Screen

4, Company Information M= E
Commands Edit Modes Other Help
2XiiE 2R @A 7@ 0K | Abandon |
Company |0 H E] Defaults:
Lacation 1D MM O007 4
Mame Builders Supply Bank ID FHEODT K1
Address 1 1157 Walley Park Dr 0545 Web Batch ID B
Address 2 wieight Linit LBS
City Shakopes
State MM 8] Mask Nurnber of Sample
Zip [E5375 Tupe Decimals Dizplay
Cauntry ERE USA. Fieg Dollars [2 9999999999 93-
Site IN Costs F 999999999993
Phone [952)436-2465 IN Prices F 999999999993
Fax [952)436-24595 IN Gtys F 999999999993
0545 'Web Inactive vl Rates ﬁ 999999999933
[rate ki azk [0 usa [mm/ddfyyyy) Hours ﬁ 999999999.999-
Time Mazk o 12-Hour (hh:mm AM/PH) Cr Limits I_U 9999999999999-
E-mail Address |W'ebmaster@builders_supply.c:om
‘wieb Site Iwww.builders_supply.com

6. Specify the number of decimal placesto use for the company when displaying:

e dollar amounts
* inventory costs, prices, and quantities

. rates, hours, and credit limits

Note I

The numeric mask size displayed hereis the maximum size the system can use, 14 places, including
the“.” and the “-” sign. Asthe number of decimal placesis increased, the number of placesto the
left of the decimal decreases. Make sure the mask is large enough to accommodate totals.

7. Thereareasotwo fields are available to enter in a Company specific E-mail address as well as
aWeb Site address.

Use the Proceed (PgDn) command to save any changes made on the Company Information screen.
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Selecting the PA Options and Interfaces for the Company

Use the Options and Interfaces function on the Company Setup menu to make the following
selections for the company:

»  which applications you want Payroll to interface with

»  the settings for the Payroll options
To setup or verify the optionsand interfaces for Payroll, perform the following steps:
1. Select Options and Interfaces from the Company Setup menu.

RM Company Setup Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

o 2 @@ RO

IH Builders Supply Q ! S

GPENSMAMHIM Safrware

Main Menu Resource Manager

GEMERAL Report 'writer ‘wiorkstation Configuration Enmpany Infarmation
Billz of M aterials/Kitting Installation Data File Creation
Bank Reconciliation Data File Eonverslon
Fized Aszets Application Selup

General Ledger [iata File Maintenance Access Codes
Inverntary System File Maintenance Country Codes
Job Cost EIS Dashboards State Codes
Purchasze Order E xecutive Information Summary

Sales Order Frint b anager
Accounts Beceivable Reports
Accounts Payable b aster File Lists
Payrall

i x& M anager

Company H | Terminal TOOO | 11/29/2000 | 11:18 AM
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2.  TheOptions and Interfaces Screen appears.

Options and Interfaces Screen

&, Options and Interfaces =10 =]
Conumands Edit Modes Other Help
Ptz @ @A e OK | Abandon |
Company [D H - Builders Supply
Option T able Type Own -

Application (D [ra &l

| Company H |11/23/2000 | Terminal TOO0O | INS

3. Makethefollowing Selections:

Field Description

Option Table Type  Share- select thissetting if the Payroll systemis used for multiple
companies and all companies use the same interfaces and options
Own - select this setting to set up options and interfaces
specifically for this company.

Application 1D Enter PA, the two-letter Application ID for Payroll. The Inquiry
(F2) command is available to select the Application ID from alist
of the installed applications.

4.  When you press Enter, the Payroll Options screen appears.
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Payroll Options Screen

4, Payroll Options == S
Commands Edit  Modes Other Secroll Commands Help
2riE|RE AR ? e 0K | abandon |
Description Walue
Interface to General Ledger? wES g
Interface to Job Cost? wES ﬂ
Interface to Bank Reconciliation? wES ﬂ
Save Pavroll ransaction histow? YES
Save check hiztory? TES
Post Woided Checks to Check History? YES
Post Yoided Checks to Bank Reconcilistion’? wES
Automatic Accrual of Yacation/Sick Time? YES
Include vacation/sick hours for accrual calculation’? wES
Use First or Last Narne First? LAST
Print company name on checks? TES
Print checks on blank., preprinted or laser forms? BLAME,
Use time card calculator? wES
Post Employer T axes/Deduction to Home or Worked Department? HOME J
-
z
=4
Option (D01 of 014 ]
| Enter = Togale | Gato I ke I |
| |Campary H [11/28/2000 | Teminal TOOD | INS

5. Usethe arrow keysto move the cursor to the option you want to change, press Enter to toggle
between the options.

Interface/Options Setting Effect
Interfaceto General YES  The Post Checks and Post Expense functions make entries into General
Ledger? Journal. Void checks function will make General Journal entries to back

the amount voided out of the Journal
NO Information isNOT posted to the General Journd file.

Interfaced to Job YES  Posting transactions that refer to a specific job to account for the labor
Cost? hours/expenses on the job.

NO Will not associate employee payroll expenses to any job in Job Cost.

Inter faced to Bank YES  Posting checks creates disbursement entries in the Bank Reconciliation
Reconciliation? Transaction for the bank account specified.

NO Information isNOT posted in Bank Reconciliation.

Save Payroll YES  Torecreate atime ticket when using the Void Check function. Also used
transaction history? to produce Transaction History Report.

NO Will not save any history related to Payroll transaction entered under
Daily Work - Transactions.

Save check history? YES  Needed in order to use the Void Check function and produce the Check
History Register.

NO Will not save any History related to checks created and posted under
Payroll work.

Post voided checksto YES  Checksvoided as aresult of alignment and/or printing problems are
check history? posted to Check History file.

NO Will not Post Voided checks to Check History file.
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Set Up in Resource Manager

Interface/Option Setting

Automatic Accrual of YES
Vacation/Sick time?

NO

Include vacation/sick YES
hoursfor accrual

calculation?
NO
UseFirst or LAST
Last namefirst?
FIRST

Print company name YES
on checks?

NO

Print checkson blank PRE-
or preprinted forms? PRINTED

BLANK
Usetimecard YES/NO
calculator
Post Employer HOME

Taxes/Deduction to
Home or Worked
Department?

Effect

Payroll will automatically accrual the hours of vacation and sick time
for you.

Payroll will NOT automatically accrua hours for vacation and sick
time.

Any vacation/sick hours taken will be used to calcul ate vacation/sick
hours accrued for the pay period.

Payroll will NOT use hours of vacation/sick timein the accrual of sick
and vacation time used.

Uses the employee's last name first when printing on paycheck stub and
on reports.

Usesthe employee'sfirst namefirst when printing on paycheck stub and
on reports.

Select if you are using checks that have not been imprinted with the
company name.

When using preprinted checks.

When the checks have column heading printed on paycheck stub. This
option will print stub first.

To have the system print payroll column headings on the check stubs.
This option will print check first.

Whether to have the option to use to calculate the start and end times
from the employee’s time card to record the hours worked for the
transaction period.

Employer withholding and deductions are always posted to the
department entered in the Dept. field on the employee’s Salary
Information screen, even if hours are worked in a different department.

WORKED Deductionsare posted to the department field entered on the time tickets

entered in the Payroll Transactions function on the Daily Work menu.

6. After you have made your selections, type W to use the Write command to save them.
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Working With Tables

A complete set of the tablesfor Payroll is provided with the sample company, Builders Supply-
Company ID H. When anew company is created, the system copies the tables from the sample
company. Tables can be generic, company specific, or terminal specific.

Generic Tables

If atable has no company or terminal 1D added to itstable 1D, it is considered generic because it can
be used by any company or terminal on the system that does not have acompany/terminal specific
table set up for it.

For example, the State Unemployment table for Minnesota, table ID SUTMN, isageneric table
because no company ID isincluded in the tableID.

Company Specific Tables

Some tables can be made company specific. Their table IDs consist of the table ID followed by a
company 1D, represented by xxx. In this manual, when xxx is shown as part of the table ID, it means
that the table can be made company specific.

In the example above, SUTMN isthe table ID. There was no company ID added the table ID. To

make SUTMN company specific for the sample company, Company ID H, H isadded to the table
ID, SUTMNH. The values stored in SUTMNH are only used for company ID H.

Terminal Specific Tables

Some tables can also be made terminal specific. In this manual, tables that can be made terminal
specific have tttt added to the table ID.

For example, the quick entry tables can use the terminal ID as part of the table ID to make them

terminal specific. QD, the quick entry table for the Miscellaneous Debits screen, can be made specific
for terminal TOOO by adding terminal ID to the table ID, QDT 000.

3-43



Set Up In Payroll Implementing Payroll

Copying Tables
New tables that are company or terminal specific can be created from existing tables. When a new

table ID isentered in the Table ID field on the SUTMN screen, a Copy From field appears. Enter the
existing table ID you want to copy and then edit the appropriate fields in the copied table.

More Than One Company?
If you have more than one company on the Payroll system, you can set up tables in two ways:
e Set up one table without acompany 1D included in the table ID for all companiesthat are alike.
For exampl e, to post amounts to the same general ledger account numbersfor all companies,
you'd use the GLPAY table.
*  Set up onetable for each company that uses different accounts. For example, for the companies
that use different account, you set up the table GLPAYA for company A, and GLPAY B for

company B, and so on.

If you delete acompany-specific table, then that company uses the generic table. For example, if you
delete the GLPAYA table, company A will usethe GLPAY table.
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Payroll Information Selection Screen

4, Payroll Information =10 =]
Commands Edit Modes Other Help
P Xtz B @@ 7@ oK | Abandon |

i+ Set Lp State Unemployment Reports
¢~ Company Address

" Emplaoyer Bank Information

i~ Degree Descriptions

[ |Company H [11/29/2000 | Terminal T00D | INS

In Payroll Information, under Payroll File Maintenance, you will use this function to:
»  Setup and maintain State Unemployment Report formats
»  Enter the Company Address Information used on report headings, W-2 forms, and checks
e Set up the Employer Bank Information

»  Set up Degree codes and descriptions used on the Personnel Information One screen in the
Employees function
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Setting Up State Unemployment Reports

Selection Screen

%, Payroll Information =10 =]
Comumands Edit Modes Other Help
FKitz R @Ea| e oK | Abandon |

State IMN 3  Minnesota

Self-Adjusting SUI Month I 1
Print Employees with Zero E armings? v
Found all numbers to nearest dallar? i

@+ Last Mame

Sort Repart By:
’7 " Social Security Mumber

Indicate below the order in which you want theze fields
to appear on your repart. To exclude a field, enter 0.

Social Securty Mo
Mame

Total ATD ‘W ages
Excess OTD Wages
Tazable OTD “Wages
‘wieeks Worked
Hours Worked

Sl al o[-

[ |Company H [11/23/2000 | Terminal TOOD |OVR

Use the Set Up State Unemployment Reportsfunction to define the Quarterly State Unemployment
Reports. Enter the code for the state report format you want to set up. (You can set up a unique report
format for each state.) The Inquiry (F2) command is available to select the state for the State Codes
window.

The Self-Adjusting SUI Month field is used when a state changes the SUI rate during the year and
the new withholding rate is not retroactive to the beginning of the year. Enter the month the change
takes effect in thisfield.

Note I

You must also change the formula used to cal cul ate the state unemployment tax when the SUI
percentage change is not retroactive to January. In the Tax Authority function, change the formulas
used to calculate the state’'s SUI to SUIADJST.RTN and edit the state’s SUTss table with the new
percent amount.

With these changes, the SUI withholding amount will be calculated with the new rate from this
month forward, but the SUI wage limit will still be cal culated based on the SUI withholdings since
the beginning of the year.

With the Print Employeeswith Zero Ear nings? option you can choose whether to include or
exclude employees with no pay during the quarter from the report. You also have the option of
rounding the return values to whole dollar s amounts on the report. Some states require that the
values be reported in whole dollar values. You can choose whether to sort the report by the
employee’s last name or socia security humber.

To define the order of the seven columns on the report, enter a number from 1 to 7 beside the data
fieldslisted on the screen. To exclude afield from the report, enter O beside that field. Save the report
format information by pressing PgDn. The cursor returns to the State field where you can select
another state code to work with or use the Exit (F7) command to return to the Payroll Information
menu.
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Setting Up the Company Address

Address Screen

4, Payroll Information =10 =]
Comumands Edit Modes Other Help
FKitz R @Ea| e oK | Abandon |

Company Address

Builders Supply

Addr 1 1157 W alley Park Dr

Addr 2 Suite 105

Addr 3

City Chakopes gt [MN & Zp [55I79

[ |Company H [11/23/2000 | Terminal TOOD |OVR

Select the Company Address function to define how you want the company address to appear on
payroll reports, checks, and W-2 forms. Press PgDn to save the information and return to the Payroll
Information menu. The company name will default in, to change this information you will need to go
to the Company Information section of Resource Manager.
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Setting Up Employer Bank Information

Selection Screen

4, Payroll Information M =l B
Conumands Edit Modes Other Help
2¥rE 2R @@ ?e OK__ | _Abandon |
Emplayer Bank Information - Builders Supply
Mewt Check Mumber I 1074

[ |Company H [11/23/2000 | Terminal TOOD |OVR

The next check number to be used by the Print Checks function on the Payday Work menu is stored
in the Payroll Information file and is displayed on both the Employer Bank Information screen and in
the First Check Number field on the Print Checks screen. You can edit this number on either screen.
However, if you need to enter a check number that is smaller than the number displayed in the Fir st
Check Number field on the Print Checks Screen, you will have to edit the check number here. To
save the next check number entered on the Employer Bank Information screen and return to the
Payroll Information menu, press PgDn.
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Payroll Information

Setting Up Degree Descriptions

Selection Screen

4, Payroll Information =10 =]
Comumands Edit Modes Other Help
FKitz R @Ea| e oK | Abandon |

Degree Descriptions

Degree BSCE B

Description |Bachelurs, Computer Eng.

[ |Company H [11/23/2000 | Terminal TOOD |OVR

Use the Degree Descriptions options to set up the degree codes and their descriptions to be used on
the first Personnel Information screen. You can enter in a Degree of up to 6 character, using numbers
and/or letters. Then enter in a description of the Degree to be used, up to 25 charactersin length. To
save the information entered on this screen, press PgDn. Use the Exit (F7) command to return to the

Payroll Information menu.
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Printing a Payroll Information List

Selection Screen

Payroll Information List

You can select which of the options from the Payroll Information function you want to produce a list
for, or you can print alist that includes all the options

1.  Set Up State Unemployment Reports
2. Company Address

3.  Employer Bank Information

4. Degree Descriptions

5. All of the Above
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Payroll Information

Payroll Information List was printed with all functions set to list

01/09/2000
10:50 AM

State Unemployment Report Setup
State MN
Social Security No.
Name
Total QTD Wages
Excess QID Wages
Taxable QTD Wages
Weeks Worked

AU WD

Company Address

Company Name Builders Supply

Address 1157 Valley Park Dr.
Suite 105
Shakopee,MN 55379

Bank Account Information

BSCE Bachelors, Computer Eng.

End of Report

Builders Supply
Payroll Information List

Page

1
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Tables

ADJMNxxx Table

4, PATB =[] =]
Commands Edit Modes Other Help
%XE§|E|EE|?@ 0K IAbandonI

Table ID A0 RN Jﬁl_ Description |Ad|ust to Minimurn %4 age Earning Code
1

Mumber of Cols Column Length I 12 Type IA vl

[2d5ust Code

| | CompanyH | 11/28/2000 | Teminal TODO [OVR

To change or add atable, select Tables from the File Maintenance menu. In the Table ID field, use
the Inquiry (F2) command to select atable 1D from the Tables window or enter the table ID you
want to work with. If you are adding a new table, enter the ID for the new table and press Enter. If
you want to copy this new table from an existing one, enter that table ID in the Copy From field.

You can set up tables that are company specific by entering the table ID with the company 1D added
at the end; thisis represented by the xxx in the Table ID ADJM Nxxx. The generic table ID, the table
ID without a company |D added to the end, can then be entered in the Copy From field to create the
company specific table. For example, to create an ADIJMN table for Company H, enter ADJMNH in
the Table ID field and ADJMN in the Copy From field and press Enter. Edit any information on the
table to customize it for company H and then press PgDn to save the new company specific table.

Using the Inquiry (F2) command and select the ADJM Nxxx - Adjust to Minimum Wage Earning
Code table from the Tables window. This table stores the earning code the system uses when it enters
the transaction to adjust an employee’s pay to meet federal minimum wage standards. (The system
adjusts an employee’s wage to minimum wage when you select YESin the Adjust to Minimum?
field on the Salary Information screen in the Employees function on the File Maintenance menu.)
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FREQxxx table

i, PATB =[] =]
Commands Edit Modes Other Help
%XEE|E|E@|?@ 0K IAbandonI

Table ID IFFEEQH

.
Mumber of Cols I 2

3

Description
Column Length

|Frequancy of Hours/Pay Period/Group Cd.
| 12 Type IN vl

[Group Code  Hours/Period

- oo 8666
l.00 172,322
Z.00 20.00
3.00 40.00
4.00 1735.33
L£._oo 2E.EE
&.00 20.00
7.00 40.00
S.00 Z00.00
2_00 100_00

. oo

.00

. oo

.00

. oo

.00

- oo

_no

.00

. oo

. oo

.00

. oo

.00

oo

)

| ComparwH | 11/28/2000 | Teminal TODO  [OVR

The FREQxxx - Frequency of Hours/Pay Period/Group Cd. table stores the group codes and the
hours per pay period each salaried employee in the group code normally works.

For salaried employees, the information on this table is used to update the Hours field in the
employee’'s department and the Hours Worked field on the Employee Miscellaneous History screen.
When accruing vacation and sick time for salaried employees, the system checks each employe€e’s
group code and the corresponding row on this table for the hours worked. The system uses the hours
worked listed on the FREQxxx table for the employee's group code (entered in the Pay Information
section of the Salary Information screen in Employee's function) to calcul ate the sick and vacation

hours accrued.
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Tables

GLDEPxxXx table

4, PATB
Commands  Edit

Meodes  Other

Help

o] =]

A Xte 2l @Al e

0K

I Abandon I

Table ID GLDEF

Mumber of Cols

]
—=

Description
Column Length

|Gene|a| Ledger Default Departrment Accts,
I B vl

[z

Type

|Tvpe

GL Acct

Earnings

E30000

Deductions

L£z20000

Withholdings

E£20000

| ComparwH | 11/28/2000 | Teminal TODO  [OVR

The GLDEPxxx - General L edger Default Department Accts. table holds the default general
ledger accounts the system uses when transactions or checks are posted that contain an expense
(earnings, employer-paid deductions or withholding) that has not been set up in the department

record.

The system automatically creates an entry in the department record for the new expense using the
general ledger account numbers in thistable. If you want the expense to post to a different account
number when you use the Post Expense to GL function on the Periodic Processing menu, you can edit

the account number for the entry made by the system in the department record.

Note I

You may want to enter the general ledger accounts you most frequently use for these types of
expenses in this table so that you will have to edit your department records less frequently.
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GLPAYXxxX table

i, PATB (o] =]
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID GLP&Y ,5|_ Description |Genela| Ledger Accounts
Mumnber of Cols 2

Colurnn Length I 12 Type IA vl

[pescription GL Humber

Cash 100000
|Adv EIC Pymt [Z03000

| | Compary H | 11/28/2000 | Teminal TODD  [OVR

Select the GLPAY xxx - General Ledger Accountstable. This table stores the general ledger
account number for the cash account credited for the net amount or paychecks when you select the
Post Checks function.

The Adv EIC Pymnt (Advanced Earned Income Credit Payment) isthe general ledger account
number debited for the expense when you post checks.

If Payroll isinterfaced with General L edger, journal entries are made to these general ledger accounts
when you post checks.

Note I

If your Payroll application is not interfaced with General Ledger, you should still set up thistable so
that the correct account numbers appear in the posting report.
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HEADDH table

__0K | Abandon |

K.ey Date Report Headings
S A

Report Headings

Eey Date Report

Deport on License

The HEADDH - Key Date Report Headings table stores the text for Heading Lines 1, 2, and 3 that
appear on the Key Date Report screen. When you enter or edit text in the heading lines on the Key
Report screen, the text for the heading lines is saved to thistable and is displayed the next time you
enter to print the report

Key Date Report

Key Date Report

ey Date Report
Peport on License

r - [companyH[11/28/2000 [Temial TO0O [OVR
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HEADGH table

__0K | Abandon |

Perzonnel Roster Report Headings
S A

Report Headings

1 Roster
[ill Fields Printed

The HEADGH - Personnel Roster Report Headings table stores the heading text entered on the
Personnel Roster screen in heading lines 1, 2, and 3. When you enter or edit text in the heading lines,
it is saved to thistable and is displayed the next time you enter to print the report.

Personnel Roster

Personnel Roster

d
|

¥
©
v
©
~
4
-
r
-
T
-

Personmel Roster
11 Fields Printed

r [companyH[11/29/2000 [Temial TO0O [OVR
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MAXVSxxX table

i, PATB =[] =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID [ ,il_ Description |Maximum “Yacation and Sick Hours
Mumber of Cols 2 Column Length I 12 Type IA vl

|accrual Type Max Hours

WACATTION 120
SICE 100

| | ComparwH | 11/28/2000 | Teminal TODO  [OVR

Select the M AXV Sxxx - Maximum Vacation and Sick Hour stable. This table stores the maximum
number of vacation and sick hours an employee can accrue.

When you post vacation and sick accruals, the system checks the sick and vacation hours remaining
in the employee’s record (these values are displayed in the Sick and Vacation Hours Remaining field
on the Salary Information screen in the Employees function) and limits the accrued hours posted to
the employe€'srecord for the paycheck based on hours entered in this table.
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PAS0CNVT table

i, PATB =[] =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table 1D FASOCHYT ,il_ D escription |Conversion for Local Codes
Mumber of Cols 20 Column Length I 2 Type IA vl

ILD ST LO 3T LO ST LO ST LO

ST LO ST LO 5T LO ST LO 5T LO ST

01

a0z

03

04

05

né&

a7

k]

a3

10

11

1E

12

14

1E

le

17

12

13

E0

z1 ZZ Z3 z4 ZE ZE z7 =] z3 20
31 32 33 34 35 36 37 38 33 40
41 4z 43 44 45 46 47 43 43 50
£l EE £2 £d EE L& £7 L2 £33 &0
&1 EZ &3 &4 &5 EE &7 &2 &3 70
71 7z 73 74 75 76 77 il 73 20
Sl SZ 53 54 55 56 57 55 53 20

21

AF

23

a4

a5

6

a7

k=]

k]

a0

| ComparyH | 11/28/2000 | Terminal TOOO

ave

The PAS0CNVT - Conversion for Local Codestable, was used when converting from 4.5. You
need to manually assign the local taxes a state code. This will ensure the converting of the local tax

codes. You can only convert State for each Loca code.

Example: If you have set up a0l Local code for both Minnesotaand Wisconsin, and are converting.
You would want to choose the State with the most employees using that local code (i.e.
Minnesota). For when you convert, any employee with aloca code of 01, will be
assigned the state (i.e. Minnesota) you chose. Requiring you to edit any employees that
should have the other state (i.e. Wisconsin) setting.
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PACTLxxx table

o] =]

4, PATH

Comumands Edit Modes Other Help

Xtz R @A 2@ OK__|_Abandon |
Table ID FACTLH ,il_ Description |F'ayro\| Caontral Table

Mumber of Cols 2 Column Length I 12 Type IA vl

[pescription

Value

CURRENT OTER

4

PAYDOLL #

£2

CURRENT YEAR

000

| ComparwH | 11/28/2000 | Teminal TODO  [OVR

Select the table ID PACTL xxx - Payroll Control Table. The current payroll quarter, payroll
number, and current fiscal year are stored in this company specific table. You must set up a

PACTL xxx tablefor each company using the Payroll system.

After setup, the current quarter isincremented when you run the Quarter-End option in the Periodic
Maintenance function on the Periodic Processing menu. The current quarter and the year are update
when you run the Year-End option.

The payroll number is incremented each time you post checks. The values stored in thistable are
displayed and used by the system when you use the Calcul ate Checks, Manual Checks, Edit Register,

Print Checks, and Post Checks functions. The Check Register, Paycheck Received Report,

Employer’s Tax Report, Employer’s Liability Report, and Pay Period Deduction Report also use and
display thisinformation.

Note I

Do not delete or rearrange lines in this table. The system reads the table by position so that it uses
whatever value is on the first line for the current quarter, the value on the second line for the payroll
number, and the value on the third line for the current year.
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PERSTxxx table

i, PATB =[] =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID PERSTH il_ Description |F'ay Cycle Period Start D ates
Mumber of Cols 2 Column Length I 12 Type IA vl

|start Date FPeriod Code

7451894
E451294
2451294
2451894
2451594
E451294
2451294
2451894
2451594
F4515894

HEERRRREEE

| | ComparwH | 11/28/2000 | Teminal TODO  [OVR

The PERSTxxx - Pay Cycle Period Start Dates tabl e stores the next period beginning date (stored
in aJulian Date format) and the last period code used for each group code. The values stored in this
table are displayed after you enter the group code(s) when you use the Calcul ate Checks or Manual
Checks functions.

The system creates the PERSTxxx table (xxx represents the company D) thefirst time you prepare
checks. Onetableis created for each company. Do not change this table!
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SICxx table

i, PATB . =1 3
Commands Edit Modes Other Help

%XE§|E|EE ?@ kK IAbandonI

Table ID SICH

Mumber of Cols

.2l Description
4 Column Length

|Sick Pay Accruals Table
| 12 Type I 2 vl

[vp to Year

Hrs/Hrs Wkd Max Hours

Min Accrual

1 0 1&0 333
2 . DE09 le0 2.22
E . 0z03 1le0 2,24
239 .0z03 1ls0 3.34

| ComparyH | 11/28/2000 | Terminal TOOO

ave

The SICcexxx - Sick Pay Accruals Table and the VACcexxx - Vacation Pay Accruals Tableis
used if you set the option Automatic Accrual of Vacation/Sick Time? to YES. The letters cc in the
table name represent the sick/vacation accrual code you enter in the Sick Accrual Code/Vacation
Accrua Code fields on the Salary Information screen in the Employees function. The letters xxx
represent the company 1D

VACxx table
i, PATB =[] =]
Comumands Edit Modes Other Help
¥t bR En ?e 0K | Abandan |
Table ID W ,3|_ Description |Vacatlon Pay Accruals Table
Mumber of Cols 4 Column Length I 12 Type IA vl
JUp to Year Hrs/Hrs Wkd Max Hours Min Accrual
1 5] 160 5]
E] .0417 le0 567
E . 0EZE 1le0 10.01&
239 . 0834 2959 13.3334
Compary H 11/2942000 Terminal TOOO (M%)
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The sample company, Builder’s Supply, uses the tables named SICXX and VACXX.

The letters XX in the table names are the code entered in the Sick Accrua Code/Vac Accrual Code
fields on the Salary Information screen for the employee. To make these tables company specific, the
company ID, H, would be added to the table ID, SICXXH and VACXXH

Employee Salary Information.

&, Salary Information [z =] =]

Conumands Edit Modes Other Scroll Conumands  Help

2 xNrE | R @Ea| 2 e 0K | Abandon |

| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept |501 E Mo Description 12345 Amount Balance
Labor Class SEC & 1 |Medical Ins MMM 5.68 o _|
Corparate Dfficer? r 2|Dental Ins THMMN 333 .on J
Seasonal Emplayes? - 3[Urited way HNHN 750 oo
Tupe (H or 5] v =l 4| Credit Union YNNNN 10.00 .00
Exempt? ‘ml
Adjust to Minimurn? ml
Group Code (0-9] [T
Pay Periods/'ear IT
Check Location |
Earming Code IF!EG a J
Salary | i) J
Hourly Fiate [ 7.500 [
Owerride Pay | .00 Deduction [ of 1
Status IFuIHime LI
Sick Accrual Cade | > Sick Hours Remaining 16.000
“ac Accual Code W Wacation Hours Remaining 8.000
| Enter = edit Append I Goto I Formula I LChange Factors | Pay Info I Hext Page I |

| Compary H | 11/29/2000 | Terminal TOOD |OWR
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VACxxX table

i, PATB =10 =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID R ey ,il_ Description |Vacation Pay Accruals Table
Mumber of Cols 4 Column Length I 12 Type IA vl
JUp to Year Hrs/Hrs Wkd Max Hours Min Accrual
1 o 10 o
3 .0417 150 5.67
.0EZE 10 l0.01e

239 . 0834 2959 13.3334

| | ComparwH | 11/28/2000 | Teminal TODO  [OVR

The Up to Year column contains the categories of accrual for sick/vacation accrual based on the
number of years the employee has worked for the company.

The Hr s/HrsWkd column contains the number of hours that will be accrued per hour worked for
that company.

The Max Hours column contains the maximum number of hours worked per pay period that can be
used to calculate the sick/vacation hours accrued.

The Min Accrual column isthe minimum number of sick/vacation hours an employee will accrue
per pay period.

When you calcul ate checks, the system checksthe employee's start date and uses the appropriate row

of the VACccxxx or the Sl Ccexxx table based on the number of years the employee worked for the
company.
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FREQxxx table

i, PATB =[] =]

Commands Edit Modes Other Help

Xtz R @A 2@ OK__|_Abandon |
Table ID IFFEEQH il_ Description |Frequancy of Hours/Pay Period/Group Cd.

Mumber of Cols

—

Column Length

IT Type IN vl

[Group Code

Hours/Period

- oo

86

AE

.00

1732,

22

a0

20.

oo

a0

40.

oo

a0

173,

33

oo

2E .

EE

a0

20.

oo

40.

Z00.

100

wfon|-afm e ol

| ComparwH | 11/28/2000 | Teminal TODO  [OVR

For salaried employees, the employee’s group code is checked and the row for the employee’s group
code in the FREQxxx tableis read for the number of hours worked in the pay period. For hourly
employees, the total hours entered for time tickets is used by the system.

The value for the number of hours worked is multiplied by the Hrs/Hrs Wkd to calculate accrued
sick/vacation hours. The system will use the greater of the two values, calculate sick/vacation hours
or the minimum hours, for the sick/vacation accrual amount for the pay period.
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Tables

TCALC table
i, PATB . =1 3
Commands Edit Modes Other Help

0K | Abandon |

A Xte 2l @Al e

Table D TCAELC 3 Description
Mumber of Cols 2

|Time Card Dvertime Calculation

Column Length I 12 Type IA vl

[pescriprion Value

OTERTIME EY |[WEEE
OVERTIME HEE [40

| ComparwH | 11/28/2000 | Teminal TODO  [OVR

Select thetable ID TCAL Cxxx - Time Card Overtime Calculation. If you select YES for the Use
time card calculator? option in the Options and I nterfaces function on the Company Setup menu in
Resource Manager, this table determines how the time card calculator calculates overtimein the

Payroll Transactions function.

You can elect to have overtime calculated on aWEEK or a DAY basis. If you select WEEK in the
OVERTIME BY field, overtime is calculated when the hours worked per week exceed the value

entered in the OVERTIME HRSfield on this table. If you select DAY in the OVERTIME BY field,
overtimeis cal culated when the hours worked per day exceed the value entered in the OVERTIME

HRSfield.

Note I

You must add a time ticket with the correct earning code for the hours calculated as overtime hours

to calculate the overtime pay.
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USRDDxxx table

__0K | Abandon |

User Defined D ates for Personnel Info.
[z A

Driver Lic

User Date 05
[Uzer Date 06
[User Date 07

alala =] e
w 0 e
mlm|m i in
R R L] it
L= L=} L=} =) g
&85 8 le)d
oo |m o "
oo =]

o|w|o "

The table USRDDxxx - User Defined Dates for Personnel I nfo. Stores the user-defined date field
labels that appear on the second Personnel Information screen in the Employees function on the File
Maintenance menu. You can select one of these user-defined date fields to print on the Key Date
Report on the Personnel Reports menu.

Personnel Information Two

Personnel Information Two

10/10/1939
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USRDFxxx table

=[] =]
Modes Other Help
B | = El | ? & Ok I Abandon I

Table ID USRDF ,il_ Description |User Defined Fields for Emp. Screen 1
1

Mumber of Cols Column Length I 12 Type IA vl

[User Def Fla
Ins Coverage
[User Label Z
User Label 3
Comments 1
Comments 2
Comments 3

| | ComparwH | 11/28/2000 | Teminal TODO  [OVR

Thetable USRDFxxx - User Defined Fieldsfor Emp. Screen 1 stores the user-defined fields labels
that appear on the General Information screen in the Employees function on the File Maintenance
menu on the first three rows of the table.

General Information Screen

Comumands Edit Modes Other Help

PXiE e mE| e Ok |_bandon |
Emp D JONODO1 Job Title [Secretay

Last Mame Homckim “work Phone  [[B12/403-9359

First Name Maria Middleln K Exension 3434 Supr D [LOKODT &)
-2 Mame b aria K Janchim Adj Hire Date EERECED

Address 1 3321 W 52 Ave Start Date 03/31,/1993

Address 2 Biith Date [04/22/1564

Address 3 Term Date R

Res City tinneapoliz State |MN A || Last Review Date 03/31,/1999

Zip Code |55055— Covintry Wﬂ Mest Review Date 0373772000

Phone Mo [612/555-1212 Last Check Date 10/30/2000

55 Mo [aEce099as Ing Coverage Maone

Sex F 'I Uszer Label 2

EED Clazs B Uszer Label 3

E——A Emergency Contact

Farticipate in 401K7? — Marne Dravid Jonchim

Eligible far Pension? ird ‘Wwhork Phone I[B1 215756381

Statutory Employes? — Home Phone |[B1 219881212

Deceased? 'l Relation Huszband

E-Mail |mionchim@builders_supply.com

|Company H [11/30/2000 | Teminal TO0D | INS

3-69



Tables

Implementing Payroll

3-70

USRDFxxx table
i PATB = 5] x]

Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID USRDF ,il_ Description |User Defined Fields for Emp. Screen 1
1

Column Length I 12 Type IA vl

Mumber of Cols

[User Def Fla
Ins Coverage
[User Label Z
User Label 3
Comments 1
Comments 2
Comments 3

| | ComparwH | 11/28/2000 | Teminal TODO  [OVR

The user-defined fields in the top section of the first Personnel Information screen in the Employees
function on the File Maintenance menu stored in rows four through six of the USRDFxxx table. You
can select which of these user-defined fields you want to print on the Personnel Roster report on the

Personnel Reports menu.

Personnel Information One Screen

4, Personnel Information One =5 =]
Conumands Edit Modes Other Help

Xtz |6 @ma

? & oK | Abandon |

| Employes D JONDO1 Jonchim, Maria K |

Comments 1 Dizciplined for poor wark. performance on 10/20/00.

Comments 2 Haz greatly improved attitude.

Cormments 3

Degree q] M ajar

Dearee ] b ajor

Degres A td gjar

--- Pay Change - --- Baonus lssued -

Date Reazon Old Rate || Date Reazon Arnount

01./21,/1957 b erit 7.000 A a0
/o 000 L oo
A .a0o A oo
I 000 I oo
A .oog A 000
I 000 I oo
A 000 A oon
A .aoa A oo

Company H | 11423/2000 | Terminal TOO0O | OVE
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Printing A Tables List

Selection Screen

4, Tables List = =1 e
Comumands Edit Modes Other Help
Ptz @ @A e OK | Abandon |
Application  From P& §
Thru IF‘A 4
Table D From &
Thiu al
Suppress Blank Lines? ird

Page Break Per Table? i

[ |Company H [11/30/2000 | Terminal T00D | INS

You go into Payroll’s Master File Liststo print out the Tables List. You will want to print thislist out
after adjusting or setting up any Tablesin Payroll. You have the option of choosing Application From
and Thru, Table ID From and Thru, Whether you want to Suppress and Blank Lines that may appear
onreport and also if you want the have a page break between table. The list will print according to the
current tables on file. You can use the list as aworksheet to edit the tables.
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This is an example of a Tables List

04/27/1999 Builders Supply Page
1:35 PM Tables List
Payroll

Table ID ADJMN Description Adjust to Minimum Wage Earning Code
No. of Columns 1 Column Length 12 Type A

Adjust Code

Table ID FREQH Description Frequency of Hours/Pay Period/Group Cd.
No. of Columns 2 Column Length 12 Type N

Group Code  Hours/Period

.00 86.66
1.00 173.33
2.00 80.00
3.00 40.00
4.00 173.33
5.00 86.66
6.00 80.00
7.00 40.00
8.00 200.00
9.00 100.00

00 00

00 00

00 00

00 00

00 00

00 00

00 00

00 00

00 00

00 00

00 00

Table ID GLDEP Description General Ledger Default Department Accts.
No. of Columns 2 Column Length 12 Type A

Type GL Acct

Earnings 530000
Deductions 530000
Withholdings 530000

Table ID GLPAY Description General Ledger Accounts
No. of Columns 2 Column Length 12 Type A

Description GL Number

End of Report
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File Maintenance Menu

STEMS® Accounting Sofiware - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

[H  Buiders Supply [~ Qﬁ AS
|

OPEN SYSTEMS® Accounting Sftware

Main Monu I Payral
GEMERAL Report 'writer E mployee [nguiry Employees

Billz of b aterials/Kitting Draily ok, Emploves Histary

Bank Reconciliation Papday "Wark Leave Adjustrments

Fized Aszets Payroll Reports Departments

General Ledger Personnel Reportz Payroll Information

Inverntary Productivity Reports Recurring Entries

Job Cost Periodic Processing Tables

Purchaze Order T

Sales Order Codes Maintenance Forrnula M aintenance

taster File Lists
aster Codes List

Accounts Beceivable
Accounts Payable

P Il

Resource Manager

LChange Fields

| |Company H | Teminal TO0D [11/30/2000 [11:55 AM

All tax tables are located in the Tax Tables function. To change or add tax tables, select the function

Tax Tables from the File Maintenance menu

Tax tables.

I 1 |
Commands Edit Modes Other Help

A Xt= @l @Al e 0K | Abandon |

Table ID I Jﬂl_ Description |
Mumber of Cols I 1] Column Length I 1] Type I vl

4, Tahles B

Commands Edit Modes Other Seroll Commands Help

Search:

Table ID Col Type Title

< begin » g
EIC 4 3 Earned Income Credit 2|
FEDM 2 N Federal Income Tax: Married Table ﬂ
FEDS 3 N  Federal Income Tax: Single Table j
FICA 5 N 0ASDI and Medicare Tables |
FUTA Z N  Federal Unemployment Tax Table g

| | Company H | 11/30/2000 | Teminal TODD  [INS

You can use the Inquiry (F2) command to select the Table ID from the Tables window or enter the

table 1D of the table you want to work with.
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Federal Tables

EIC Tax table
4 PATX . =1 3

Commands Edit Modes Other Help

%XE§|E|EE ? & 0K IAbandonI
Table ID EIC ,il_ Description |Eamed Incame Credit

Mumber of Cols I 4 Column Length I 12 Type |3 vl

|over Single % or Amcunt Over Both % or Amount

_000 F0_400 _ oo z0_400
7140.000 14E7.000 2570000 7zg.ooo0
12030000 2.588 E54E5. 000 2. 588
8839353 _933 . 000 | 9535535933 . 000
.ooo .ooo . 000 . 000
.ooo . ooo . 0oo . 0oo
.ooo .ooo . 000 . 000
.ooo .ooo . 000 . 000
.ooo .ooo . 000 . 000
_0oo _ono _ooo _ooo

.ooo .ooo

| | ComparwH | 11/30/2000 | Teminal TODO  [INS

The EIC - Earned Income Credit table stores percent and limits used to calculate the earned income
credit for both single and married employees that have the EIC Code field set to E (if only the
employee has requested advance earned income credit payments) or B (if both the employee and their
spouse have requested advance earned income credit payments) on the Tax Information screen in the
Employee function on the File Maintenance menu.

The two left columns of the table are used when only the employee is filing for advance earned
income credit payments, E. The two columns on the right side of the table are used for the EIC
calculation when both the employee and their spouse are filing for advanced earned income credit
payments, B.
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FEDM table

4 PATX . =1 3
Commands Edit Modes Other Help

%XE§|E|EE ?@ kK IAbandonI

TablelD  [FEDM 3 Description

Column Length

Mumber of Cols I 3

|Federal Incorne Taw: Maried Table

IT Type IN vl

| over —— Base + % Over
a0 o0 a0
£450.00 . oo 15.00
43900, 00 £517. 50 z8.00
105200.00 22001, 50 31.00
171200.00 42461, 50 36.00
F0Z050. 00 2956750 2960
59999599, 99 2300.00 00
00 00 00
00 00 00
a0 o0 a0
00 00 00
00 00 00
00 00 00
a0 oo a0

| ComparyH | 11/30/2000 | Terminal TOOO

s

The FEDM - Federal Income Tax: Married Tableand the FEDS - Federal Income Tax: Single
Table store the earnings base, tax base, and the percentage figures used to calcul ate federal income

tax withholding amounts. The system uses the information on the Tax Information screen in the

Employees function and the Federal Withholding Formulato determine what information to use from

thetablesin its calculations

FEDS table.

4 PATX =10 =]
Commands Edit Modes Other Help
PXrE bR mE 2@ OK__|_abandon |
Table ID FEDS ,3|_ Description |Federal Incame Tax: Single Table
Mumber of Cols 3 Column Length I 12 Type IN vl
| over —— Base + % Over
oo oo _oo
Fe50.00 .00 15.00
£2700.00 290700 Z2.00
GZzZ00. 00 13z87.00 31.00
135400.00 3620900 36.00
£93000.00 947Z5.00 33.60
S2323233_33 30000 . oo
. oo .00 . oo
_oo oo _oo
.00 .00 .00
a0 oo . oo
. oo .00 . oo
. oo .00 . oo
T oo T
Compary H 11/3042000 Terminal TOOO INS
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FICA table
4 PATX =10 =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID IFICA ,il_ Description |DASDI and Medicare Tables
Mumber of Cols I [ Column Length I 12 Type IN vl
| Employese FICA Employer FICA Min. Wage DCE Limit
5. 20 040000 &_z0 =0400.00 515 5000.00
1.45| 999939333 33 1.45| 999339393393 .00 oo
. oo .00 . oo . oo . oo .00
a0 oo a0 . oo a0 a0
a0 oo a0 . oo a0 a0
oo oo oo .00 oo oo
ao oo ao .oo ao ao

| | ComparwH | 11/30/2000 | Teminal TODO  [INS

The FICA - OASDI and M edicare Tables store the percentage and maximum earnings limit for
employee and employer OASDI and Medicare calculations. The current federal minimum wage, and
the dependent care benefit limit are also stored in this table.

Columns one through four on the first row of the table are the FICA percent and limits. Row 2 of
these columns stores the percent and limits for Medicare.
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FUTA table
4 PATX =10 =]
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID FUTA ,il_ Description |Federal Unemployment Tax Table
Humber of Cols [ 2 Column Length 72 Tupe |N vl
| rura s FUTA Limit
_ &0 700000
.00 . oo
.00 .00
.00 .00
.00 .00
.00 . oo
.00 .00
[a]u) o0
[a]u) o0
a0 a0
[a]u) o0
[a]u) o0
[a]u) o0
a0 a0
oo oo
[a]u) o0
[a]u) o0
a0 a]n]
[ | ComparyH | 11/30/2000 | Teminal TODOD [INS

The FUTA - Federal Unemployment Tax Table stores the percent and maximum earnings limit for
employer FUTA calculations. If you have multiple companies set up on the Payroll system and there
aredifferent FUTA percentages for each company, you can set up company-specific FUTA tablesfor
each company. Add the company ID to the table ID FUTA and enter the table ID FUTA in the Copy
From? Field. Then edit any information on the table so that it contains the information for that
company. For example, to create a company-specific FUTA table for Builder’s Supply, Company H,
add H to the table ID FUTA, FUTAH, and enter FUTA in the Copy From? field. After you complete
the editing of the table, press PgDn to save the company-specific table.
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W2CODE table
4 PATX . =1 3

Commands Edit Modes Other Help
At RAa ma
Table ID W 2CODE ,il_ Description |W’2 Codes for Deferred Comp. Box 13

2

Column Length I 12 Type IA vl

? & 0K | Abandon |

Mumber of Cols

[gource Code

334 Tip Tax
MED Tip Tax
GTLI

401

403

408

457

501

Sick Pay
EIT

EEE

Ussa

TMED

Mowe Exp.

Military
Msa
SIMPLE
Adoprion

| | ComparwH | 11/30/2000 | Teminal TODO  [INS

DB EEEEEEBBRERDERERESE

The W2CODE and W2CODE2 tables contain | RS code information printed on the W-2 forms. If the
first four characters of a deduction’s description match one of the entriesin the Source Column on the
W2CODE or the W2CODE?2 tables, the deduction’s Y TD total amount on the Employee Deductions
History screen will be printed on the W-2 form with the IRS code from the Code column on the
matching row. If the description match isfrom the W2CODE table, the deduction amount printsin
box 13; if the match isfrom the W2CODE2 table, it will print in box 14 on the W-2.

W2CODE?2 table
4, PATX . =1 3

Commands Edit Modes Other Help
At RAa ma
Table ID WwW2CODEZ2 ,5|_ Description |W’2 Codes for Deferred Comp. Box 14

1 Colurnn Length I 12 Type IA vl

? & 0K | Abandon |

Mumnber of Cols

[gource

Compary H 11/3042000 Terminal TOOO INS
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Tax Tables

State Tax Table

SOTCA Tax table

i PATX =[] =]
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID SOTCA ,il_ Description |Califomia State Digability - Employes
Humber of Cols ] Column Length 72 Tupe |N vl
|  Percent Limit
_70 4632700
.00 .00
00 i)
00 i)
00 i)
oo oo
o0 i)
00 i)
00 i)
oo oo
o0 i)
00 i)
00 i)
oo oo
oo oo
00 i)
00 i)
oo oo

| | ComparyH | 11/30/2000 | Terminal TOOO

s

The SOTsstables (ss represents the state abbreviation) are used to calcul ate other state employee
withholdings, such as state disability insurance or the employee’s share of unemployment insurance,
in states where other types of withholdings are required. The screen above displays the state other

table for California State Disability, SOTCA.
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STSxxx table

4, PATX

Commands Edit Modes

Other

Help

o] =]

A Xte 2l @Al e

0K

I Abandon I

Table ID STSCA ,il_ Description |State Prompts for California

Mumber of Cols [ Column Length I 12 Type IA vl
[Prompe Type Mask Help M
addl WrsH 1 AWH 1 g0 [additional &|llowasnces folr W/H

| | ComparyH | 11/30/2000 | Terminal TOOO

s

The ST Sss tables (ss represents the state abbreviation) store special field(s) that appear in the State
Tax Information section of the Tax Information screen in the Employees function. The specia
field(s) store information that is required to calculate that state’s income tax withholding. The screen

above displays the special fields that are required to calculate the state income tax withholding for
Cdifornia
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SUTssxxx table

4 PATX . =1 3
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID SUTKM ,il_ Description |Minnesota State Unemplayment - Employer
Humber of Cols ] Column Length 72 Tupe |3 vl
[Percent Limit
2_100 20000_ 000
.ooo . ooo
.0oo . 000
.0oo . 000
.0oo . 000
.ooo . ooo
.0oo . 000
.0oo . 000
.0oo . 000
_000 _ono
.0oo . 000
.0oo . 000
.0oo . 000
_000 _ono
.ooo . ooo
.0oo . 000
.0oo . 000
000 _ono
[ | ComparyH | 11/30/2000 | Teminal TODOD [INS

The SUTssxxx tables (ss represents the state abbreviation and xxx represents the company 1D) store
the percentage and earnings limits that are used to calculate an employer’s state unemployment tax.
The table above is the table used to calcul ate the employer’s Minnesota State Unempl oyment Tax.

If you have multiple companies using the Payroll system and each company is subject to a different
percentage for the state unemployment tax, you will need to set up a company-specific table for each
company by adding the company 1D to the table ID. You can then Copy From? the generic SUTss
table for the state and then edit the table.

3-81



Tax Tables Implementing Payroll

Single - State Withholding Tax table

4 PATX == =]
Commands Edit IModes Other Help
Xtz m@m @mE| 2@ OK__|_Abandon |
Table ID STHMNS ng_ Description |Minnesota State Withhalding - Single
Mumber of Cols 3 Column Length I 12 Type IN vl
| over ——- Base + % Over
_ 00 - oo - oo
let0.00 .00 E.2E
15770.00 S55. 00 7.05
51150.00 3887. 00 7.85
EEEEEEEEREE) z300. 00 .00
oo .00 .00
.oo .00 .00
oo oo oo
.oo .00 .00
_00 _ a0 _ a0
.oo .00 .00
.oo .00 .00
oo oo oo
i) oo oo
| | CompanyH | 11/30/2000 | Teminal TODO  [INS

The ST Xssm tabl es (ss represents the state abbreviation and m represents the marital or filing status)
storesthe earnings base, tax base, and tax percentages for each state where income tax withholding is
required.

Thefiling status choices vary from state to state. Some examples of the filing status available in
various states are S for single, U for unmarried head of a household, J for married filing jointly, M
for married, B for married filing jointly and both spouses work. The table above is the Minnesota
state-withholding table used for employees with a single filing status. The table used for Minnesota
employees with amarried filing statusis displayed bel ow.

Married - State Withholding Tax table

i, PATX =[] =]
Commands Edit Modes Other Help
Xz R @mE| 2@ 0K | Abandon |
Table ID STHMMMM ,3|_ Description |M|nnesota State Withhalding - Married
Mumber of Cols 3 Column Length I 12 Type IN vl
I over —— Base + % Owver
oo oo _oo
4700.00 .00 E_35
21120.00 1417.00 7.0E
105300, 00 G965 00 7.85
5999593999 Z500.00 _oo
.00 .00 .00
. oo .00 . oo
a0 oo a0
oo oo _oo
.00 .00 .00
. oo .00 . oo
. oo .00 . oo
a0 oo a0
.on _0o .on
Compary H 11/3042000 Terminal TOOO INS
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Tax Tables

Tax Authority Setup

4, Tax Authority Seitup

Commands [dit Medes Other Seroll Commands Help

'}?XE§| |ﬂ@ ?@ (1] IAbandonI
Tax Authority |Slale vl
State Code  [MN o)
Local Code M/A
Description |M|nnesota
Employee Withhaolding Codes Emplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1]5wH PRMN__SWH.RTH [STHMNS g 15U PRM_SULRTH  [SUTMM= J
2l _
= _
= |
z _
=l _
| T ab=switch to emplover withholdings I E nter=edit I Append I Goto I |

|Compary H [11/30/2000 | Terminal TOOD | INS

The table used to calculate the state income tax withholding is specified in the Tax Authority Setup
for the state withholding. To override the tax table specified in the Tax Authority Setup, enter the

table ID of the table you want to use to cal cul ate the state withholding for the employee in the table
ID field in the state section of the employee’s Tax Information screen in the Employees function on

the File Maintenance menu.

Employee Tax Information

4, Tax Information =10
Commands Edit Modes Other Seroll Commands Help
2R |RE @ ?e 0| Abandan |
Employee D JONDO1 _ Jonchim, Maria K
Tax Group IMN A
Federal Tax Information
Fed. Stat Exemp Extra Fized " /H EIC Code Table ID
FED M 3 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 1 .00 .00 |STXMNM MM Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
Tab=State I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

| Company H [11./30/2000 | Terminal TOOO | INS
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Local Tax Tables

Local Minnesota Tax table

i PATX =10 =]
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID LTHMHOTS ,il_ Description |Minneapo|is Single
Humber of Cols [ 2 Column Length 72 Tupe |N vl
[Percent Limit
1.00[ 33333333 33

. oo .00

0o 00

0o 00

0o 00

oo oo

0o 00

0o 00

0o 00

oo o0

0o 00

0o 00

0o 00

oo oo

oo oo

0o 00

0o 00

oo oo

| ComparyH | 11/30/2000 | Terminal TOOO

s

The LT Xsslim table (ss represents the state code, || represents the local code, and m represents the
marital or filing status of the employee) is set up with the percent of withholding in thefirst column
and the limit in the second column. You must set up atable for each filing status used by the locality.
The table aboveis used to cal culate the ocal withholding for employeeswith asingle filing status for

Minneapolis.

Note I

Thelast entry in the first column of the graduated section of any tax table must be 99999999.99
because the TABLE function used in the formulas goes to the first row in the table with an amount
higher than the amount the formulais|ooking for and uses the information from the row above it.
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Labor Classes

Labor Class Screen

=[]
Commands Edit Modes Other Help
xR @B 28 OK__|_Abandon |

Labor Class I Q
Deszcription I

Commands Edit Modes Other Seroll Commands Help
Search:
Class Description
< begin = =|
MR Management =
Prs President ﬂ
SEC Secretary =
SHP Shipping %
=

wp Wice Dresident

[ |Company H [11/30/2000 | Terminal 700D | INS

Usethe Labor Classes function found in Codes Maintenance, to group together types of employees.

Examples:
MGR for management
TRN for trainees

CL1 for clerk typist one.

You enter the labor class code in the Labor Classfield in the Salary Information screen in the

Employees function on the File Maintenance menu. You can select arange of labor classesto print on

the Personnel Roster, Education, and Key Date Report function on the Personnel Reports menu.
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Printing A Labor Class List

Selection Screen
=1o1x]

Commands Edit Modes Other Help

2 viE e @me

?2 & 0K | Abandon |

Labor Clazs  From I Q
Thru I 4

4, Labor Classes E3

Comunands Edit  Modes Other 3eroll Commands Help

Search:

Class Description

< begin » g

S
MER Management 2|
Prs President 2
SEC Secretary j
SHD Shipping El
ki Vice President g

[ |Company H [11/30/2000 | Terminal T00D | INS

To print out alist of what labor classes have been defined you would go into Master Code Lists and
choose Labor Classes List. Usethe Inquiry (F2) command to select Labor Classes From and Thru.

Example of Labor Class List

04/27/1999 Builders Supply Page 1
1:52 PM Labor Class List

Labor Class Description

MGR Management

Prs President

SEC Secretary

SHP Shipping

VP Vice President

End of Report
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Earnings

Select the Codes Maintenance function from the Payroll menu. To begin setting up the Payroll
System, select the Earning Types function on the Codes Mai ntenance menu

Earning Code Selection

e
Comumands  Edit Modes Other Help
EE N R oK | abandon |

Earning Cade I El|

Description
Include in Met Pay rd
Fized Withhalding —

£anno T Y |

GLAcco Comumands Edit Modes Other Scroll Commands Help

Multiplier

Addto B Search:
Code Descriptions GL Acct.
< begin = =|
DEL Double Time E0z000 g
OWT Owertime Pay EZ0EZ000 ﬂ
POl Bonus Z0z000 ﬂ
POEZ Trawvel Exp EZ0EZ000 ﬂ
P02 Cash Value Z0z000 g

[ |Company H [11/30/2000 | Terminal 700D | INS

The system comes with nine preset earning types, these nine cannot be changed. Use the Inquiry
(F2) command to select a preset earning type from the Earning Types window or enter the earning
type you want to work with.

You can set up additional earning types by entering the character for the new earning type in the
Earning Type field and press Enter. The earning types you set up will have the same functionality as
atype R, earning type.

The character entered in the Earning Type field is used when setting up earning codes. The
description of the earning type is displayed next to the earning type on the Earning Code screen in the
Earning Codes function on the File Maintenance menu.

The Add or Replace Salaried Wages for Salaried Employeesin Time Tickets? field tells the

system whether an earning code with this earning type replaces the regular salary or is added to the
employe€'sregular salary.

Example: Vacation Pay would replace a Salary wage and a Bonus would add to the Salary wage.
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Earning Types
I [ S

Commands Edit Modes Other Help

2XrERR @R 28

0K | abandon |

Earning Cade

Description

Include in Met Pay 2

Fied 'withholding
Eamning Type

GL Account
Multiplier

Add to Baze

IHEG ]

|F|egu|ar Pay

I
L

Comunands Edit  Modes

Dther Seroll Commands Help

202000

Search:

Code Description

< begin *

E Eonus

Commissions

Frinoge

Miscellaneous

EEERG)

Owvertime

[ lad 4 [b o b

|Company H [11/30/2000 | Terminal T00D | INS

The preset earning types are listed below. If the system performs any special processing for an
earning type, it is noted with the earning type.

Type Description

B - BonusPay

C - Commission Pay

F - Fringe- Anearning code that is an earning type of F is reported on W-2'sin box 12.

Miscellaneous

- Regular Earnings

M
O - Overtime
R
S

- Sick Pay -

_|

In the Options and Interfaces function on the Company Setup menu in Resource Manager, if you
selected YES for the options Automatic Accrual of Vacation/Sick Time? and/or Include
vacation/sick hoursfor accrual calculation?, you must use an Sfor the earning type in
earning codes used to record sick pay used by an employee. The system only deducts
earning type S earning code transactions from the Sick Hours Remaining.

- TipsReported as Federal Earnings-

Earning codes with earning type T are accumulated for W-2 reported in the FICA Tips
field on the Employee History function on the File Maintenance menu. When W-2's are

printed, the amount in the FICA Tips YTD field will printin Box 7.

V - Vacation Pay -

In the Options and Interfaces function on the Company Setup menu in Resource
Manager, if you selected YES for the options Automatic Accrual of Vacation/Sick
Time? and/or Includevacation/sick hoursfor accrual calculation?, you must useV for
the earning type for earning codes used to record vacation pay taken by an employee. The
system only deducts earning type V earning code transactions from the Vacation Hours
Remaining.



Codes Maintenance Earnings

Setting Up Earning Codes

%, Earning Codes
Conumands Edit Modes Other Help

X BR @B ?e OK__ | Abandon |

Earning Code IF'DS ]

Description |F|pt Tips
Include in Met Pay Il
Fized Withhalding 'l

Eamning Type T |2l Tipz Reported as Federal
GL Account 202000 aj

Multiplier [ 10000

Add to Base [ oo

[ |Company H [11/30/2000 | Terminal T00D | INS

Select Earning Codes from the File Maintenance menu. You can set up an unlimited number of
earning codes. An earning code can be set up for different types of work (shipping, assembly,
maintenance) and for overtime, holiday, or shift-differential work that automatically multiplies or
adds an amount to an employee’'s base pay. The system uses the earning code entered on atime ticket
to calculate the employe€’s pay based on the information you set up here.

In the Earning Codefield, you can use Inquiry (F2) command to select the earning code you want to
work with or enter the earning code.

The information entered in the Description field is displayed when the earning code is entered in the
Enter or Edit Transactions windows in the Payroll Transactions function on the Daily Work menu.

The Includein Net Pay field tells the system if the pay should be included in the employee’s
paycheck. For example, an earning code for reported tips would have this field set to NO. This type
of earning code transaction would add only the pay information to the employee’s history
information and cal cul ate the withholdings and deductions on the earnings. No pay for this earning
code would be included in the employee’s net pay on the paycheck (it isincluded in gross pay)

Note I

Including or excluding in net pay does not determine whether transactions with this earning code are
included in the employee’s taxable income. To exclude an earning code from taxable income, use
the Exclusion? Field in the federal, state, and withhol ding setup in the Withholdings function on the
File Maintenance menu.
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The Fixed Withholding field tells the system whether you want to use the fixed percentage to
calculate the withholdings due for the pay amounts entered with this earning code. (The percentage
amount of the fixed withholding is specified in the Withholdings function.)

The GL account number isthe general ledger account debited when you post checks that include pay
with the earning code. This account is credited when you use the Post Expense to GL function on the
Periodic Processing menu.

The fields Multiplier and Add to Base are used to determine the rate of pay used for the earning code
during time ticket entry through the Transactions function or the Manual Checksfunction. The values
for these fields are displayed at the bottom of the screen when the earning code is used. When
entering transactions, the Add to Base amount is added to the employee’s Hourly Rate on the Salary
Information screen in the Employee function. (A salaried employee must have an amount entered in
the Hourly Rate field in order for the system to use the Add to Base and Multiplier functions for a
salaried employee.) When entering transactions, the Multiplier amount is used to multiply the
employee's Hourly Rate amount in the Salary Information screen. If the Add to Base and Multiplier
fields are both used for an earning code, the Add to Base amount is added to the Hourly Rate on the
Salary Information screen and then multiplier is applied to the newly calculated hourly rate.

Example: If theemployee's Hourly Rate is $9.00, the earning code used has an Add to Base
amount of $1.00 and aMultiplier 2.0, therate of pay used for the earning code will be
$20, ($9+$1)* 2=$20.
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Printing An Earning Codes List
Selection Screen
Earning Codes List
You can select arange of earning codes to include in thislist and sort the list by:
1. Earning Code
2. Earning Type
3. GL account
4. Description
Earning Codes List printed by Earning Codes
01/25/2000 Builders Supply Page 1
2:35 PM Earning Codes List
By Earning Code
Earn Include Fixed Earn. Add or Replace
Code Description in Net? WH Type Salary GL Account Multiplier Add to Base
DBL Double Time YES NO 0 Add 202000 2.0000 .00
ovT Overtime Pay YES NO 0 Add 202000 1.5000 .00
P01 Bonus YES YES M Add 202000 1.0000 .00
P02 Travel Exp YES NO M Add 202000 1.0000 .00
P03 Cash Value NO NO F Add 202000 1.0000 .00
P04 Commissions YES NO M Add 202000 1.0000 .00
P05 Rpt Tips NO NO T Add 202000 1.0000 .00
REG Regular Pay YES NO R Replace 202000 1.0000 .00
SAL Salaried Wage YES NO R Replace 202000 1.0000 .00
SIC Sick Pay YES NO S Add 202000 1.0000 .00
VAC Vacation Pay YES NO v Add 202000 1.0000 .00
End of Report
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Tax Authorities

Federal Tax Authority Setup

4, Tax Authority Setup

Commands [dit Medes Other Seroll Commands Help

2 % 1= | @BE| ?€ 0F | abandon |
Tax Authority Im
State Code N/A
Local Code M/A
Description |Federal Withholdings
Emplayes *ithholding Codes Ermplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1|FPwH PFED_FWH.RTH [FEDM g 1|EDA FPFED_EOQ&RTH  [FICA J
2|045 PFED_OAS.ATH  [FICA ﬂ 2|EME PFED_EME.RTH  [FICA J
3|MED PFED_MED.RTH  [FICA 5 3|FUT FFED_FUT.RTH  [FUTAx J
4|EIC FFED_EIC.ATH EIC
= |
z _
=l _
| T ab=switch to employer withholdings I E nter=edit I Append I Goto I |

| | Compary H [11/30/2000 | Teminal TOOD | INS

Use this function to set up and maintain withholding codes for federal, state and locd tax authorities.
You can enter 15 employee and 15 employer withholding codes for each federa, state, and local tax
authority. You can set up other withholding codes, however, the following federa and state tax
withholding codes are preset in the system and must be used for correct processing and reporting by
the Payroll system (such as W-2 forms):

Eederal State

FWH Federal Withholding SWH State Withholding

OAS Employee FICA Sul State Unemployment Insurance (employer-paid)
MED Employee Medicare SO1 State-Other Withholding 1

FUT Unemployment Insurance  SO2 State-Other Withholding 2

EIC Earned Income Credit SO3 State-Other Withholding 3

EOA Employer FICA

EME Employer Medicare

Inthe Tax Authority field, select Federal, State, or L ocal, depending on which type of tax authority
you need to set up or edit. If you select Sate or Local, the cursor stops at the Sate Code field. Enter
the codefor the state you want to set up or edit. (The Inquiry command isavailable to select the state
from alist of state codes.) If you selected Local as the tax authority, the cursor also stops at the Sate
Code and the L ocal Code fields. Enter the code you want to use for the local tax authority if you are
setting up the code. If you are editing alocal tax authority, the Inquiry command is available to
select the code. The cursor stops at the Description field for all three types of tax authorities. Enter a
description for the tax authority; then press the PgDn key to move the cursor to the Employee
Withholding Code/Employer Contribution Codes section of the screen.
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Federal Tax Authority Setup

4, Tax Authority Setup

Commands [dit Medes Other Seroll Commands Help

2 % 1= | @mE| 7@ 0F | abandon |
Tax Autharity Im
State Code N/A
Local Code M/A
Description |Federal Withholdings
Employee Withhaolding Codes Emplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1|FPwH PFED_FWH.RTH [FEDM g 1|EDA FPFED_EOQ&RTH  [FICA J
2|045 PFED_OAS.ATH  [FICA ﬂ 2|EME PFED_EME.RTH  [FICA J
3|MED PFED_MED.RTM  [FICA ﬂ 3|FUT FFED_FUT.RTH  [FUTAx J
4|EIC PFED_EIC.ATH EIC
= |
z _
=l _
| T ab=switch to emplover withholdings I E nter=edit I Append I Goto I |

| |Compary H [11/30/2000 | Terminal TOOD | INS

Press the Tab key to move between the Employee Withholding Codes and the Empl oyer
Contribution Codes sections of the screen. To edit aline, place the cursor at that line and press Enter.
To add aline, press Append.

Note I

The first entry in the Employee Withholding Codes section of the screen must be the Code FWH for
federal withholding, SWH for state withholding, or LWH for local withholding, depending on the
tax authority you entered. If these are not the first entries for each of the tax authorities, the system
will not use the correct table when it cal cul ates these withholdings.

Use the Inquiry (F2) command to select the formula from the list that appears, or enter the name of
the formulato be used when cal cul ating the withhol ding. The formula names you enter must conform
to the Payroll system’s naming conventions.

For Federa formulas, the format PFED_www.RTN is used. The PFED followed by one underscore
character, “_", should be used for the first five characters of afederal formula s name. The next three
characters in the format, www, represent the withholding code this formulais used to calculate. The
extension .RTN must be used on all formulanamesin order for Payroll system to recognize the
program as aformula. For example, the name of the formula used to cal culate an employee’s
Medicare tax withholding that uses the withholding code of MED is: PFED_MED.RTN.

Note I

When you set up aformulathrough the Deductions or Withholdings functions on the File
Maintenance menu, the system will automatically create the formula D for you.
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Codes Maintenance Tax Authorities

State Tax Authority Setup

4, Tax Authority Seitup

Commands [dit Medes Other Seroll Commands Help

EXA-IET W1

? & 0F | abandon |

Tax Authority | State - I

State Code  [MN o)

Local Code M/A

Description |M|nnesota

Employee Withhaolding Codes Emplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D

1]5wH PRMN__SWH.RTH [STHMNS g 15U PRM_SULRTH  [SUTMM= J
2l _
= _
= |
z _
=l _

| T ab=switch to emplover withholdings I E nter=edit I Append I Goto I |

| |Compary H [11/30/2000 | Terminal TOOD | INS

When creating aformulaID that calculates for a state withholding code, the format Pss_ www.RTN
is used. Use the capital letter P as the beginning character in the name followed by the state code,
represented by ss. Two underscore characters, ", are used before the withholding code, www. An
example of aformula D for a state withholdingis PMN__ SWH.RTN. Thisformula calculates the
state income tax withholding for Minnesota, withholding code SWH.
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Local Tax Authority Setup

4, Tax Authority Seitup

Commands [dit Medes Other Seroll Commands Help

'}? w [= | ? @ (1] I Abandon I
Tax Authority
State Code
Local Code
Description Minneapalis
Employee Withhaolding Codes Emplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1[LwH  [PMNDILWH.RTN [LTMNOT =| [
2 _
= _
= |
z _
=l _
| T ab=switch to emplover withholdings I E nter=edit I Append I Goto I |

| |Compary H [11/30/2000 | Terminal TOOD | INS

Formulas calculating loca withholdings use the formulalD format Pssllwww.RTN. The ss
represents the state code associated with the local withholding, 11 represents the local code, and www
represents the withholding code. PMNO1LWH.RTN isthe ID for the formulathat calculates the
local income tax withholding for Minneapolis, M N is the state code, 01 is the local code, and LWH
is the withholding code for local income tax.
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Tax Authorities

Federal Tax Authority Setup

4, Tax Awthority Seiup

Commands £dit  Medes

Other Scroll Commands Help

EXIEIE

|m @

7@

0f | ébandon |

T ax Autharity
State Code
Local Code
Description
Employee Withhaolding Codes

I Federal - I

N/A
N/A

|Federal “wiithholdings

Emplayer Contribution Codes

Mo Code Forrnula Table 1D Mo Code Forrula Table ID
1|FPwH FFED_FwH.RTN [FEDM g 1[EDA FFED_EOARTH  |FICA J
2|04% FFED_OAS.RTH  [FICA ﬂ 2[EME FFED_EME.RTH |FICA J
3|MED FFED_MED.RTM [FICA ﬂ 3[FUT PFED_FUT.ARTH  |FUTAx J
4|EIC FFED_EIC.RTH EIC
= _
F _
= _
| T ab=switch to employer withholdings I E nter=edit I Append I Goto I |

|Compary H [11/30/2000 | Terminal TOOD | INS

After entering the Formula, enter the table ID the formula should base calculating the withholding of.

Since the income tax withholding is usually based on the filing status of the employee, the table
entered for the FWH, SWH, and LWH codes can be overridden by the table ID entered in the Table
ID field in the section on the Tax Information screen for this tax authority in the Employees function
on the File Maintenance menu.

Employee Tax Information

4, Tax Information

Commands Edit  Modes

Other Scroll Commands Help

I =1

EXSCIEYT W T

T &

0k | Abandon |

Employee D JONDO1 _ Jonchim, Maria K
Tax Group IMN A
Federal Tax Information
Fed. Stat Exemp Extra Fized " /H EIC Code Table ID
FED M 3 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 1 .00 .00 |STXMNM MM Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
Tab=State I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

| Company H [11./30/2000 | Terminal TOOD | INS
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Tax Authorities Codes Maintenance

Printing A Tax Authorities List

Selection Screen

Tax Authorities List

You can include federal, arange of states, and arange of localitiesin the list. You can aso choose
whether you want to show the local or withholding codes for each tax authority and if you would like
apage break after each withholding code.
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Codes Maintenance

Tax Authorities

Tax Authorities List

04/27/1999

2:08 PM

State Locality Description

AK Alaska

AL Alabama

AR Arkansas

AZ Arizona
California

o Colorado

TX Texas

ur Utah

VA Virginia

VT Vermont

WA Washington

WI Wisconsin

wv West Virginia

14 Wyoming

End of Report

Builders Supply

Tax Authorities List

---Employee Tax Information---
Table ID

Code Formula

S01

SWH

SWH

SWH

PAK _SWH.RIN
PAK _SO1.RIN

PAL _SWH.RIN
PAR__SWH.RIN
PAZ _SWH.RIN

PCA__SWH.RTN
PCA_ SOL.RIN

PCO__SWH.RIN

PTX__SWH.RIN
PUT__SWH.RIN
PVA__SWH.RIN
PVT__SWH.RIN
PWA__SWH.RTN
PWI__SWH.RIN
PWV__SWH.RIN

PWY__SWH.RIN

SOTAK

STXALS

STXARS

STXAZ

STXCAS
SOTCA

STXCOS

STXUTS

STXVA

STXVTS

STXWIS

STXWV

--- Employer Tax Information---
Table ID

Code Formula

SUI

SUI

PAL _SUI
PAR_SUI
PAZ SUI

PCA__SUI

PCO__SUT

PUT__SUI.
PVA_ SUI.
PVT__SUT.
PWA__ SUT.
PWI__ SUT.
PWV__SUT.

PWY__ SUT.

.RIN

.RIN

.RIN

.RIN

.RIN

RIN

RIN

RIN

RIN

RIN

RIN

RIN

RIN

Page

SUTAL

SUTAR

SUTAZ

SUTCA

SUTCO

LR R R A T R T T T T

PTX_ SUI.

SUTTX

SUTUT
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Withholdings

Federal Withholdings

i, Withholdings o [l
Commands Edit Modes Other Scroll Commands  Help
2RIz B2E @ma| 2@ 0F | abandon |
Tax Authority I Federal o I Liability Acct |203DDD ﬂ
State Code N/A Acciued Taxes Acct §
Local Code N/A Fized Percent 20.00
‘withhalding Code |FWH & TaxlD FEITIEIeT
Desoription Federal'»H ‘wigeks Worked Limit [ila]
Deduction  Description E rclugion? Earn Code Description Exclusion?
o0t Medical Ins r | =l| [oeC Double Time w [
noz Dental Ing r ﬂ ovT Overtime Pay I J
003 Urited Way = |l [pm Boris w [
004 Credit Union r F02 Travel Exp I~
005 Dues r P03 Cash Yalus r
o0& 401K = P04 Commissions r
o7 IRA Plan r PS5 Fipt Tips r
008 Parking | =l| [reEs Regular Pay - |
09 Cash Advance =l [saL Salaried Wage - |
il Stock Plan | =l [sc Sick Pay m [
Deduction [ 001 of 011 ] EamCode[ 001 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |
| | Company H [11/30/2000 | Teminal TOOD | INS

The Withholdings function is used to set up and maintain federal, state, and local withholding tax
information. Use this function to exclude deductions from taxable income, to exclude earning codes
from withholdings, and to maintain formulas.

Enter the tax authority you want to work with: F for Federal, Sfor State, or L for Locd. If you enter
State or Local for the tax authority, the cursor stops at the State Code field. Enter the state code, or
use the I nquiry (F2) command to choose the state code from the State Codes window. If you entered
Local for the tax authority, the cursor stops at the Local Code field. Enter the loca code, or use the
Inquiry (F2) command to select the code from the Loca Codes window. The Tax Code field is
active for all three-tax authorities; enter the tax code you want to work with from the valid employee
and employer codes listed in the command bar at the bottom of the screen, or use the Inquiry (F2)
command. Press Enter to accept the description that is displayed, or change it.

Enter the general ledger account you used for thiswithholding tax codein the Liability Acct field. If
payroll isinterfaced with General L edger, you can use the Inquiry (F2) command to choose an
account from the General Ledger inquiry window. This account is credited when you run the Post
Checks function on the Payday Work menu. If the withholding tax code was set up as an empl oyer
contribution in the Tax Authority Setup function, the cursor stops at the Expense Acct field. Enter
the general ledger expense account used for this withholding tax code, or use the Inquiry (F2)
command. This account will be debited when you use the Post Checks function on the Payday Work
menu and credited when you use the Post Expense to GL function on the Periodic Processing menu.
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Codes Maintenance

4-104

Federal Withholdings

4, Withholdings =00 =]
Commands Edit Modes Other Scroll Commands  Help
'}?Xt§| ; |a| ?@ Ok IAhandnnI
Tax Authority I Federal o I Liability Acct |203DDD ﬂ
State Code N/A Acciued Taxes Acct §
Local Code N/A Fized Percent 20.00
‘withhalding Code |FWH & TaxlD FEITIEIeT
Desoription Federal\wH ‘wigeks Worked Limit [ila]
Deduction  Description E rclugion? Earn Code  Description Exclusion?
om Medical Ins r g DEL Double Time r |
ooz Dental Ing r ﬂ ovT Overtime Pay I |
003 Urited Way = |l [pm Boris = [
004 Credit Union r F02 Travel Exp I~
005 Dues r P03 Cash Yalus r
o0& 401K = P04 Commissions r
o7 IR& Plan r P05 Fipt Tipsz r
008 Parking | =l| [reEs Regular Pay ||
nng Cash Advance r ﬂ Sl Salaried Wage I |
0o Stock Plan = g SIC Sick Pay r o
Deduction [ 001 of 011 ] EamCode[ D01 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |

| Company H [11/30/2000 | Teminal TOOD | INS

If the withholding tax code is FWH, SWH, or LWH, the cursor stops at the Fixed Percent field.
Enter the fixed percent to use for an earning code that has been set up with Y ES in the Fixed

Withholding field in the Earning Code function on the File Maintenance menu.

Note I

If an employee has an amount in the Fixed WH field on the Tax Information screen in the
Employees function on the File Maintenance menu, it is used to calcul ate withholding for the

employee’s paycheck instead of using the formulas and tables.

Inthe Tax | D field enter the employer’stax ID for the tax authority for this withholding tax code. For
a state unemployment insurance withholding tax code (SUI), enter the tax ID you want to print on the
Quarterly State Unemployment Report.

The Weeks Worked Limit field is active only for a state tax authority’s SWH (state withholding)

tax code. If the state has a minimum number of hours an employee must work to qualify as one week
of work, enter that number here. If the state has no minimum, enter 00 in this field or leaveit blank. If
an employee works fewer than the number of hours entered in thisfield, the Wks Under Limit field
on the Miscellaneous History screen in the Employee History function is updated. When an employee
works more hours than the amount entered here, the system updates the Weeks Worked field on the
Employee Miscellaneous History screen.



Codes Maintenance

Withholdings

Printing A Withholdings List

Selection Screen

4, Withholdings List
Commands Edit Modes Other Help

2xrE R mE 2@ 0K | #bandon |
Frint - Federal Withhaldings? v Federal Withholdings  From _g
Thru ]
State Withholdings? vl State Fram _ﬂ
Thru E
State ‘wWithholdings From ﬁ
Thru ]
Local withholdings? 2 Lacality Fram :g
Thru al
Lozal “withholdings — Fram ﬂ
Thru 3

Sort By:
i+ withholding Code
" GL Account

Print exclusions? v

[ |Company H [11/30/2000 | Terminal T00D | INS

From the Master File List of Payroll you can print the Withholding List. You can select whether or
not to include federal, state, and/or local withholdingsin thelist. If you choose to include them, you
can specify arange of states, and/or localities to include in the list. You can choose whether to sort

the list by withholding code or genera ledger account number and if you want to include the

exclusions for each withholding codein the list.
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Codes Maintenance

4-106

Withholdings List printed by Withholding Code and showing Exclusions

04/27/1999

2:12 PM

Withholding

Auth. Code Description Liab. Acct.
A - SUI CA SUI 203700

Exclusions
Deduction 006 - 401K
Deduction 010 - Stock Plan

Earning Code P02 - Travel Exp

CA - SWH CA W/H

Exclusions
Deduction 006 - 401K
Deduction 010 - Stock Plan

Earning Code P02 - Travel Exp

FED - EIC Earned Income
FED - EME Emplyr Medicare
Exclusions

Deduction 006 - 401K
Deduction 010 - Stock Plan

Earning Code P02 - Travel Exp

FED - MED
Exclusions

Earning Code P02 - Travel Exp

Emplye Medicare

FED - OAS  Emplye OASDI

Exclusions

Earning Code P02 - Travel Exp

MN - DIS ING TRM DIS-PRU

Exclusions
Earning Code P02 - Travel Exp
Earning Code P03 - Cash Value

MN - SUI MN Unemp Ins
Exclusions

Deduction 006 - 401K
Deduction 010 - Stock Plan

Earning Code P02 - Travel Exp

MY - SWH  MN W/H

Exclusions
Deduction 006 - 401K
Deduction 010 - Stock Plan

Earning Code P02 - Travel Exp
MNO1 - LWH MINNEAPOLIS

End of Report

203400

203200

203200

203200

203700

203700

203400

Builders Supply
Withholdings List
By Withholding Code

Expense Acct.

530000

530000

510000

530000

[

Tax ID Employer WH?

.00

.00

.00

.00

.00

.00

.00

.00

.00 12345678912

AA1234

46-9783645

Weeks Worked Limit

NO

NO

YES

NO

NO

YES

YES

NO

NO

1




Formulas for Withholdings

State Withholding Formula Maintenance

5, Formula Maintenance ==l ES
Conunands  Edit  Modes Other Seroll Comumands  Help

AxrERE @B 7@ Ok || Abandan |

Forrnula 1D PMN?SW’H.HThg

Description  |Minnesota State Withhalding

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioot TABLE[999999393.99.2 RETVAL) g

Loz LIOOT*EXEMPTIONS ﬂ

Loz IFIFI<EDEARN: 0] TH (FI<EDEARMFIXEDPCT)A100 ﬂ

Lioo4 TAXEARN-FIXEDEARMN

Lians [LI004-PaYPERIODS-LIO0DZ

LIa0E IFILIO0S< 0 THIDELILIOOS]

Loz TABLE[LIOOE 1 RETAL]

Lioog TABLE[LIOOE.2 RETAL]

Liong TABLE[LIOOE, 3 RETYAL]

Lo LI009+[LI006-LI007)1 00

Lo [LI07 0+L1002)/PAYPERIODS ﬂ

Lmz LI0T1+LI003+EXTRéwH g

Lim3 IF[FIEDWH>0) TH [FIXEDWH] EL [LIOT2) =
Formula Line [ 002 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H [ 114302000 | Terminal TOOD | NS

Use this function to set up and maintain the formulas used to calculate deductions and withhol dings.
You can al so use the Scheduled Deductions section of the Employees Salary Information screenin
the Employees function as well as the Deductions and Withholdings functions on the File
Maintenance menu to set up and edit formulas.

Enter the formulaID, or use the Inquiry (F2) command to select the formula ID from the Payroll
Formulas window. If thisisanew formula, the Copy From field appears. If you want to copy from
an existing formula, enter the ID of the formula you want to copy. If you want to skip the field, press
Enter.

Enter adescription for anew formula, or you can edit the description of an existing formula. Press
Enter to accept the displayed description. Formulafactors are variables used to store the amounts
used in aformula. The factors can then be changed without changing the formula. If you want to use
afactor, enter it here, each formulacan have up to six factors. Press PgDn to move from the header to
the line-entry section of the screen.
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State Withholding Formula Maintenance

5, Formula Maintenance ==l ES
Conunands  Edit  Modes Other Seroll Comumands Help

EXSEIEY T

? & 0F | Abandon |

Forrnula 1D PMN?SW’H.HTFg

Description  |Minnesota State Withhalding

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioot TABLE[999999393.99.2 RETVAL) g

Loz LIOOT*EXEMPTIONS ﬂ

Loz IFIFI<EDEARN: 0] TH (FI<EDEARMFIXEDPCT)A100 ﬂ

Lion4 TaxEARM-FIXEDEARN

LIons [LI004-PaYPERIODS-LIO0DZ

LIo0E IFILIO0S< 0 THIDELILIOOS]

Lioo? TABLE[LIOOE A RETVAL]

Lioog TABLE[LIOOE. 2 RETVAL]

Liong TABLE[LIODE.3.RETVAL]

Lo LI009+[LI006-LI007)1 00

Lo [LI07 0+L1002)/PAYPERIODS ﬂ

Lz LI0T1+LI003+EXTRéwH g

LI013 IF[FIXEDWH>0) TH [FIKEDWH] EL [LIOT2) =
Formula Line [ 002 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H | 11/30/2000 | Terminal TOOD | INS

To edit alinein the formula, place the cursor at the line and press Enter. To add aline, use Append.
For both commands, the Line Entry window appears. Each line in the formula can contain 100
characters and is displayed in the Line Entry window as two segments, Line 1 and Line 2, 50
characters each. Enter or edit the line. When you press Enter to leave the Line Entry window, the two
segments are stored as one line in the formula, but only the first 50 characters are displayed on the
Formula Maintenance screen. To return to the header portion of the screen, press Header from the
command bar at the bottom of the screen.

Use the Create program command after you edit or enter aformula. This command converts the
formulainto a compiled BBx program in the payroll program directory (ProgPA).

Note I

If you do not use the Create program command before leaving the Formula Maintenance screen, the
system automatically executes the Create program command whey you use the Exit (F7) command
to exit from the Formula Maintenance function. If you return to the header section of the Formula
Maintenance screen using the Abandon (F5) or the Header command, the changes or entries you
made to the formula are not saved and the formulais not compiled into a BBx program.
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Printing A Formulas List

Selection Screen

Formulas List

You can produce alist of either withholding or deduction formulas or include both, when you choose
to print a Formula List off the Master File List in Payroll. You can select arange of formula IDsfor
each formulatype. You can choose whether to print the detail for formulas, the lines for each
formula, and if you want each formulato begin on a new page.
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Codes Maintenance

4-110

Formula List printed in detail

04/27/1999

2:40 PM

Formula ID

Line No. Type

PAK_ SO1.

001
002
003
004
005
006
007
008
009
010

PAK _SUI.

001
002
003
004
005
006
007
008

PAK _SWH.
001
PAL SUI.

001
002
003
004
005
006
007
008

PAL _SWH.

001
002
003
004
005
006
007
008
009

RIN

E Zzzz=z2z=z2=2222

Zzzz=2222

E Zzzz=2222

Zzzz=z22222

Description
Detail

Alaska State Unemployment - Emplyee

Builders Supply
Formulas List

Factor 1
Factor 4

.0000
.0000

TABLE2 (1,1,RETVAL) ;REM "GET TAX PERCENT"

TABLE2 (1,2,RETVAL)
TAXEARN+YTDEARNINGS

IF(LI003>LI002)TH (TAXEARN- (TAXEARN+YTDEARNINGS-LI002) ) EL (TAXEARN)

(LI004*LI001) /100

IF (YTDEARNINGS>=LI002)TH (0)EL(LI005)
IF(LI006<0)TH(0)EL(LI006)
LI001*LI002/100
YTDWITHHOLDINGS+LI007
IF(LI009>LI008)TH(LI007- (LI009-LI008)

Alaska State Unemployment Ins.

TABLE2 (1,1,RETVAL)

TABLE2 (1,2,RETVAL)
TAXEARN+YTDEARNINGS
IF(LI002>LI003)TH(LI003)EL (LI002)
(LI004*LI001) /100
LI005-YTDWITHHOLDINGS

IF (L1006 >TAXEARN) TH (TAXEARN) EL (LI006)
IF(LI007<0)TH(0)EL(LI007)

Alaska State Withholding
(0)
Alabama State Unemployment Ins.

TABLE2 (1,1,RETVAL)

TABLE2 (1,2,RETVAL)
TAXEARN+YTDEARNINGS
IF(LI002>LI003)TH(LI003)EL (LI002)
(LI004*LI001) /100
LI005-YTDWITHHOLDINGS

IF (L1006 >TAXEARN) TH (TAXEARN) EL (LI006)
IF(LI007<0)TH(0)EL(LI007)

Alabama State Withholding

TABLE2 (5,1,RETVAL)
TABLE2 (5,2 ,RETVAL)

TABLE (99999999.99, 2, RETVAL)

TABLE (99999999.99, 3, RETVAL)

TAXEARN* PAYPERIODS

(LI005*LI002) /100

IF(LI006>LI004) TH (LI004) EL (LI006)

)EL(LI007)

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

IF (FIXEDEARN>0) TH (FIXEDEARN*FIXEDPCT)/100

TAXEARN-FIXEDEARN

Factor 2
Factor 5

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

Page 1

Factor 3
Factor 6

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000




Deductions

Codes Maintenance Menu

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Medss Tool Favorites Other Help
M B2 2 @ B B <

IH Builders Supply

O5AS-

OPEN SYSTEMS® Accounting Seftware

Main Menu

=l
Il

Payroll

| Codes Maintenance

GEMERAL Report 'writer
Billz of b aterials/Kitting
Bank Reconciliation
Fixed Azsets

General Ledger
Inverntary

Job Cost

Purchaze Order

Sales Order

Accounts Beceivable
Accounts Payable
FPayroll

Resource Manager

E mployee [nguiry
Draily ok,

Papday "Wark
Payroll Reports
Personnel Reportz
Productivity Reports
Periodic Processing
File kaintenance

intenance
taster File Lists
aster Codes List

Labor Classes
T ax Autharity Setup
E arning Codes
E arni

wfithholdings
Tax Groups

| Company H | Teminal TOOD [11/20/2000 | 2:38 PM

To add or change deductions for Payroll, select Deductions from the Codes M aintenance menu.

Deduction Codes

4, Deductions
Comomands  Edit Mades

Other Seroll Commands  Help

=0 x|

EXIIE

= B8

? @

0f | Abandon |

Deduction Codes

Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 |Medical Ins I |535000 r Gross Pay g
2|Dental Ins ~  |5a5000 T |GrossPay 2|
3| United way r 204000 r Gross Pay ﬂ
4 |Credit Union r 933300 r Grogs Pay
5|Dues r 333300 r Gross Pay
E[401K [ 205000 = Grogs Pay
7|IR& Plan - 200000 - Gross Pay
2 |Parking r 201000 r Gross Pay
9| Cazh Advance | 101000 | Gross Pay
10| 5tock Plan r 205000 r Gross Pay
11 |Uniform [ 201000 [ Grogs Pay
r r =
r r |
r r g
Deduction [ 011 of 011 ]
| Enter = edit Append I Goto Farmula I Exclude Eam. I LCopy Deduct. I |

|Company H [11/30/2000 | Terminal 700D | INS

This function is used to set up, change, or delete deductions. You can set up 999 deductions per
company. The codes you set up in this function are entered on the Salary Information screen in the
Employees function on the File Maintenance menu to select specific deductionsfor an employee. The
deduction codes are also used in the Withholdings function on the File Maintenance menu to exclude
the deduction amount from taxable income for federal, state, or local tax authorities.

To edit a deduction, place the cursor at the deduction code and press Enter. You can edit any field for
that deduction. To add a deduction code to the system, press Append.Enter a numeric code for the
deduction in the No field. Enter the description for the deduction in the Description field.
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Setting Up Deductions to Print On W-2 Forms

W2CODE table

i PATX =[] =]
Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandon |
Table ID W 2CODE ,il_ Description |W’2 Codes for Deferred Comp. Box 13
Mumber of Cols 2 Column Length I 12 Type IA vl

[gource Code

334 Tip Tax &
MED Tip Tax [EB
GTLI C
401 i
403 E
408 F
457 [:]
501 =
Sick Pay I
EIT i
EEE L
Ussa i
TMED i
Mowe Exp. ]
Military ]
Msa )
SIMPLE 3
Adoprion T

| | ComparwH | 11/30/2000 | Teminal TODO  [INS

If the first four characters of the description match one of the entriesin the Source Column in the
W2CODE or the W2CODEZ2 tables in the Tax Tables function on the File Maintenance menu, the
deduction will be printed on the W-2 form. If the description match isfrom the W2CODE table, the
deduction printsin box 13; if the match is from the W2CODE2 table, it will print in box 14 on the
W-2. The Y TD total for this deduction on the Employee Deductions History screen in the Employee
History function on the File Maintenance menu will print on the W-2 along with the corresponding
letter from the Code column on the W2CODE table.

W2CODE2 table

i, PATX =[] =]
Comumands Edit Modes Other Help
PXrE bR mE 2@ K| Abandon |
Table ID W2CODEZ ,3|_ Description |W’2 Codes for Deferred Comp. Box 14
Mumber of Cols 1 Column Length I 12 Type IA vl

Compary H 11/3042000 Terminal TOOO INS
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4, Deductions =10 =]
Commands Edit Modes Other Seroll Commands  Help
PKIZ| e @ma| 2@ 0k | Abandon |
| Deduction Codes |
Mo Description Emplr?  Liability Acct Accr Ded Acct Def Comp  Calc On
1 |Medical Ins I |535000 r Gross Pay g
2|Dental Ins ~  |5a5000 T |GrossPay 2|
3| United way r 204000 r Gross Pay ﬂ
4 |Credit Union r 933300 r Grogs Pay
5|Dues r 333300 r Gross Pay
E[401K [ 205000 | c Gross Pay
7|IR& Plan r 200000 r Gross Pay
2 |Parking r 201000 r Gross Pay
9|Cazh Advance r 101000 r Grogs Pay
10| 5tock Plan r 205000 r Gross Pay
11 |Uniform [ 201000 [ Grogs Pay
r r =
r r |
r r g
Deduction [ 011 of 011 ]
| Enter = edit Append I Goto Formula I Exclude Eam. I LCopy Deduct. I |
[ |Company H [11/30/2000 | Teminal TOOD | IN5

Enter YESinthe Emplr?fieldif the deduction isto be paid by the employer. NO, the default for this
field, indicates that thisis an employee-paid deduction.

TheLiab Acct field isthe general ledger account that will be credited for the amount of the
deduction when you run the Post Checks function on the Payday Work menu.

If you selected YES in the Emplr? field, the Expense Acct field is active. Enter the general ledger
expense account to be used for the deduction. This account is debited when you use the Post Checks
function and credited when you use the Post Expense to GL function on the Periodic Processing
menu.

If the deduction is deferred from taxable income, enter YES in the Def Comp field, and the system
will mark the Deferred Compensation box on the W-2 of an employee taking the deduction. If the
deduction is not deferred compensation, press Enter to accept the NO default in thisfield.

If the deduction is to be calculated from the gross pay, enter Gross Pay; if you want the deduction to
be calculated on the net pay, enter Net Pay. A net pay deduction is calculated on the gross pay minus
any gross pay deductions and minus withholdings.

Note I

The Calc On field must be set to Gross Pay if you enter YES in the Def Comp field. The system
will not calculate a deferred deduction if the Calc On is set to Net Pay.
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The system calculates al Gross Pay deductionsfor the pay period first and in the order they are listed
in the Scheduled Deduction section of the Tax Information screen in the Employee function. It
calculates the Withholdings next and then the Net Pay Deductions for the pay period in the order they
are listed in the Scheduled Deduction section of the Tax Information screen.

If you want to enter aformulato calcul ate a deduction amount, place the cursor at the deduction and
select Formula from the command bar. The Deduction Formula screen appears with the formula 1D
generated by the system.

Formula IDs are not user-definable, they must be in the format PDdddxxx.RTN, where ddd
represents the deduction’s numeric code and xxx isthe company I1D. The first two characters of the
deduction’sformula D must be PD. If the deduction’s numeric code is not three charactersit is right
justified and zero filled, for example: deduction code 6 would be 006. If the company ID is not three
characters, it isleft justified and filled with the“_" (underscore) character. Company H would be
H__. Theformula name for aformula used to cal culate a deduction with the numeric code 6 for
company H would be PDOO6H__.RTN

Enter a description for the formula and any factors to be used with thisformula. When you press
PgDn the Line Entry window appears. Each line in the formula can contain 100 charactersand is
displayed in the Line Entry window astwo segments, Line 1 and Line 2, 50 characters each. Enter
the line, when you press Enter to leave the Line Entry window, the two segments are saved as one
linein the formula, but only the first 50 characters are displayed on the screen.

Formula Maintenance

4, Formula Maintenance _ =) =]
Conunands  Edit Modes Other Seroll Commmands  Help
2xrE DR ma | ?e OK | _Abandon |
Formula 1D [FOOT2H_ FTH [2]
Description 4, Line Enny ==
Factor 1 Commands Edit Modes Other Help AL
Factor 4 . L0000
—— 2z | R Ea ?e 0K | Abandon |
W ariable F
ot -
Line2 [ — =
=
|
3
=
Formula Line [ of 000 |
| Enter = edit Append Goto I Header I LCreate Programl |
| |Compary H [ 114302000 | Terminal TOOD | N5
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Earning Exclusions for Deductions

i1
Commands Edit Modes Other Seroll Commands  Help
2RIE| e @Ea| 2@ 0K | Abandon |
Deduction Codes |
T &, Earning Exclusions for Deduction 001 _ oy =
Mo Descri Commands Edit  Modes ©Other Scroll Conumnands Help IcOn
1 Medicf =1 -5 =
2|Denta R KIE | B | ] ? @ 0% I ol I oss Pay ﬂ
3 Unite.,c Earmn Code  Description Exclude? ossPay ﬂ
4| Credit Double Time | oss Pay
5|Dues ovT Overtime Pay r ﬂ joss Pay
6|401k =] Borus - ﬂ ozz Pay
7]IRA '_:'I FOZ2 Travel Exp r ossPay
8 |Parkin PO3 Cash Value [ ossPay
d|Cachs FO4 Commizsions r oo Pay
10] Stock P05 gt Tips [ ] -
11| Urifon REG Fegular Pay r = jossPay J
-
SAL S alaied Wage r =| j
Earning Code [ 001 of D11 — i
| Enter=Toggle I All I Hone I Goto I |F" of 011 )
| Enter = edit | Append | Goto | Formula | Exclude Eam. | LCopy Deduct. I |
[ |Company H [11/30/2000 | Teminal TOOD | INS

When an earning code is excluded from a deduction, the deduction is not calculated using the amount
of earnings entered with that earning code. To exclude an earning code from a deduction, place the
cursor at the deduction and press Exclude. The Earning Exclusions for Deduction ### window
appears. Place the cursor at the earning code you want to exclude and press Enter to toggle the
Exclude? field from NO, the default, to Y ES. Use the command All to toggle the Exclude? field to
YESfor al earning codes. To set the Exclude? field to NO for al earning codes, press None. If all
the earning codes cannot be displayed in the window at once, the Goto command is available to
select a specific earning code.
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ADDING A DEDUCTION CALCULATED BY FORMULA - An Example

To add an employer paid 401k match that contributes a 25% match of the employee's contribution up
to 5% of the employee’s gross pay, choose the Deduction function off the Codes Maintenance menu.

Codes Maintenance

4, TODO - OPEN S5YSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

o 2 @@ RO

IH Builders Supply ;I ﬁ
/Q .)AS "
OPEN SYSTEMS® Accounting Saftware
Il

M Mo Paytol |
GEMERAL Report 'writer Emplayee [nguiry Labor Claszes

Billz of b aterials/Kitting [ aily ok, T ax Autharity Setup
Bank Reconciliation Fapday “Wark E arning Codes
Fized Aszets Payroll Reports

General Ledger Personnel Reportz

Inverntary Froductivity Reports

Job Cost Periodic Processing Tax Groups
Purchaze Order File taintenance

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable b aster Codes List

Resource Manager

| | Company H | Teminal TOOD [11/20/2000 | 2:38 PM

Use the Append command to add the employer match 401k deduction to the Payroll system.

401k Deduction Code

e
Comumands  Edit Modes Other Seroll Comumands  Help
2Kz 2E @ma| 2@ 0k | Abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 Medical| 4 Append Deductions PRJEl | Gross Pay =
2[Dental 17 ¢ Edit Modes Other Help Gross Pay ﬂ
3| United v = - Grozs Pay ﬂ
4| Credit L 2 K tE | i | BEERE| ?& Ok I Abandan | Gross Pay
5|Dues Giross Pay
5lamK Deduction Murmber I 12 Gross Pay
7[1R& Plar Description IEmpIyr 407k Gross Pay
&|Parking Employer Deduction? I~ Gross Pay
9| CashAd Liability &ect. 205000 El| Gross Pay
10/ 5tack P Acorued Ded. Acct. 510000 El] Gross Pay
11 [Unifarm Deferred Compensation? v Gross Pay
Calculate On IG[USS Pay vl j
3
] [ T =
Deduction [ 001 of 011 ]
| Enter = edit Append I Goto I Farmula I Exclude Eam. I LCopy Deduct. I |

|Gross pay, Met pay |Company H [11/30/2000 | Terminal T00D | INS

Enter a description for the 401k employer match deduction and select YES inthe Emplr? Field. The
general ledger accounts used for this deduction are entered in the Liab Acct and Expense Acct

fields.

Since this deduction is a deferred compensation select YES for the Def Comp? field. Enter Gross

Pay in the Calc On field and press Enter.
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The formulato calculate this deduction can be entered from this screen by selecting Formulafrom
the command bar, or you can enter the formulafrom the Scheduled deduction section of the
Employee’s Salary Information screen. We will enter the formula using the second option, the
Employee’s Salary Information screen. Use the Exit (F7) command to return to the File Maintenance
menu.

Employee Maintenance

4, Employees =5 =]
Conumands Edit Modes Other Help
Pz @R @A e oK | Abandon |
Employee ID IBDUDD‘I =
Last Mame Bourne
First Name Linda
Middle Imitial C

Dovouwant To baintain:

General Infarmation
Salary Informatioré

Tax Information

Personnel Information One

1711

Personnel Information Two

[ |Company H [11/30/2000 | Terminal T00D | INS

Select the Employees function from the File Maintenance menu. Enter the employee 1D you want to
add the employer paid 401k match deduction to. Select YES for Salary Infor mation; select NO for
the other functions.
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Employee Salary Information

&, Salary Information [z =] =]

Conunands  Edit  Modes Other Scroll Comumands Help

A= |BE EE| 2@ 0f | Abandon |

| Emplyeeiv  BOUODY Bourne, Linda C |
------ Pay Information ------ --- Scheduled Deductions ---
Dept IEDD ﬂ: Mo Description 12345 Amount Balance
Labor Class Prs 3 1| Medical Ins “YNMNN 10.56 oo | =]
Corporate Officer? — & PHMMM 0
Seasonal Emplayes? | 3| Urited way PHNNN 1.00 00 ]
Tupe (H or 5] = = 4 Credit Union YNNNN 50.00 .00
Ex=empt? = 10| Stack Plan TRMMN 100,00 0o
Adjust to Minimurm? = 2|Dental Ing TN 3.52 0o
Group Code (0-9] ol
Pay Periods/'ear IT
Check Location |
Earming Code ISAL 3|_ j
Salary | FH00.00 =
Hourly Rate | 000 g
Owerride Pay | .00 Deduction [ 001 of 006 |
Status IFuI\-time LI
Sick Accrual Cade |2 Sick Hours Remaining 96.000
“ac Accual Code |><><_ Wacation Hours Remaining 119.500
| Enter = edit Append I Goto I Formula I LChange Factors | Pay Info I Hext Page I |

| Compary H | 11/30/2000 | Terminal TOOD | INS

Press PgDn twice to move the cursor to the Scheduled Deduction section of the screen. Use the
Append command to add the employer match 401k deduction for this employee. Enter the code for
the deduction or use the Inquiry (F2) command to select the code from the list that appears.

The description will default from the code. In the 12345 field enter an F for formula (use the Help

(F1) command to see the codes available to calculate deductions) in the pay period you want to have
the deduction calculated, use N in the other pay periods. Leave the Amount and Balance fields zero
and press Enter.



Codes Maintenance Formulas For Deductions

Formula Maintenance

&, Formula Maintenance = 3
Comumands Edit Medes Other Scroll Comumands Help

AxXiE 2R @BO

? & 0K | Abandon |

Formula D [FDOT2H__RTH 4]
Description  |Emplover 401k match 25% first 52
Factor 1 5.0000 Factor 2 | 0.0000 Factar 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Formula Line [ of 1
| Enter = edit Append Goto I Header I LCreate Program I |

| | Compary H | 12/04/2000 | Terminal TOOD | INS

When you select the Formula option form the command bar; the Formula Maintenance screen
appears. The system will automatically create the formula D for the deduction. Press Enter at the
Copy From field since we will not copy this formula from an existing one.

Enter a description for the formula. Since the maximum percentage for the employee’s gross salary

the employer wants to cal culate the match for is 5%, Factor 1 for the formulais set up for the
maximum percent. Enter a5 in the Factor 1 field. Press PgDn to move to the line entry window.
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Formula Maintenance Line Entry

4. Formula Maintenance ==
Conunands  Edit Modes Other Seroll Commmands  Help
>rRrE R mal 2 & 0K |_Abandon |
] . Line Eniry MNE E
R | e Wil G B
Description
Factor1 X rE Bl @B 2@ OK__|_Abandon | [TH000
Factor 4 i 0.0000
TE— Line 1 [ADJEARNAFCT A 00" 25
. =
2l
=
=
F
=
Formula Line [ of 000 |
| Enter = edit Append Goto I Header I LCreate Programl |

| | Compary H | 12/04/2000 | Terminal TOOD | INS

We will use the variable ADJEARN (for Gross Earnings deductions, ADJEARN is set to the same
amount as GRANDTOTGROSS), minus any earning code exclusions that may exist for the
deduction). It will be multiplied by Factor 1 divided by 100 (since the percent amount stored in
Factor 1 was not entered as a decimal equivalent) and then multiplied by.25. We are using.25 since
the employer will contribute 25% of the first 5% the employee contributes. Press Enter to save the
line and then use the Exit command to leave the Formula Maintenance screen and compile the
formula.
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Deduction Factor Entry

3. Salary Information ==l =]
Conunands Edit Modes Other Secroll Comumands  Help
A= |BE EE| 2@ 0F | Abandon |
| Emplyeeiv  BOUODY Bourne, Linda C |
------ Pay Information ------ --- Scheduled Deductions ---

Dept IEDD 2] Mo Description 12345 Amount Balance
Laber Class (EEN 5 Factor Entry - 401K

Corporate Officer? = Co i Edit Modes Other Help

Seazonal Employes? 1.

Type [H or 5] IS VI '}%X S | E\ | = E T @ 0K I Abandunl
Exemnpt? =

2

Adjust bo Minimurn? — (Derie e (FesiEs 2

Group Code (0-9] 1l Factor 1 | 3.5000

Pay Periods/'ear | 12 Factar 2 000

Check Location | :

Earning Cade !SAL [ Factor 3 I .0000

Salary 7E00.00 Factor 4 I -oono

Hourly Rate | .oon 5 5

Owverride Pay I oo R I -0000

Status IFuI\-time Factar B I 0000

Sick Accrual Code 2

Wac Accrual Code

gn?l

| Enter = edit Append I I Eormula I LChange Factors | Bay Info I Mext Page I |

| | Compary H | 12/04/2000 | Terminal TOOD | INS

If an employee is contributing more than 5% to their 401k plan, we do not need to override Factor 1
for the employer-paid 401k deduction. However, if the employee is contributing |ess than 5%, Factor
1 will need to overridden. Select Change factors and Factor Entry window will appear. Select YES
for Override Factors?. Sincethe formulafor this deduction only uses Factor 1, that is the only factor
we need to enter. If the employee is making a 3.5% contribution to their 401k plan, that is the amount
we enter for Factor 1.

Note I

If aformula uses more than one factor you must enter all the factorsin the Factor Entry window
even though you only need to override one factor. Otherwise, the factors not entered in the window
will be overridden and set to the default value, O.

To test our formula, use the Calculate Checks or Manua Checks function on the Payday menu.
Calculate checks for the employe€e's group code and the pay period the deduction is to be taken.

4-121



Formulas For Deductions Codes Maintenance

Edit Register

Edit Register

You will want to print the Edit Register to seeif the deductions entered are calculating correctly.
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Printing A Formulas List

Selection Screen
%, Formulas List [ [E] =]

Commands Edit Modes Other Help

PR | @ma ?e OK__ | _Abandon |
Frint */ithholding Formulas? W Frint Deduction Formulas? v

Fick  Formula ID From I g Pick Formula D From I g:
Thru I al Thru I al

Frint detail Farmulas? v

Page Break after each Formula? [

[ | ComparwH | 12/04/2000 | Teminal TODD | INS

In Master File Lists you can print out aformulas list. To include either withholding or deduction
formulas or both. You can select arange of formula IDs for each formulatype. Choose whether to
print the formulain detail, which will allow you to view the formula’slines. You can also elect to

have each formula begin on a new page.
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Formula List printed with detail

04/27/1999

2:40 PM

Formula ID

Line No. Type

PAK_ SO1.

001
002
003
004
005
006
007
008
009
010

PAK SUI.

001
002
003
004
005
006
007
008

PAK _SWH.
001
PAL SUI.

001
002
003
004
005
006
007
008

PAL _SWH.

001
002
003
004
005
006
007
008
009

RIN

E Zzzzz=2=2222

Zzzz=2222

E Zzzz=2222

Zzzz=2=2222

Builders Supply
Formulas List

Description Factor 1
Detail Factor 4
Alaska State Unemployment - Emplyee .0000

.0000

TABLE2 (1,1,RETVAL) ;REM "GET TAX PERCENT"

TABLE2 (1,2,RETVAL)

TAXEARN+YTDEARNINGS

IF (LI003>LI002) TH (TAXEARN- (TAXEARN+YTDEARNINGS-LI002) ) EL (TAXEARN)
(LI004*LI001)/100

IF (YTDEARNINGS>=LI002) TH (0) EL (LI005)

IF(LI006<0)TH(0)EL(LI006)

LI001*LI002/100

YTDWITHHOLDINGS+LI007

IF(LI009>LI008)TH (LI007- (LI009-LI008))EL(LI007)

Alaska State Unemployment Ins. .0000
.0000

TABLE2 (1,1,RETVAL)

TABLE2 (1,2,RETVAL)

TAXEARN+YTDEARNINGS

IF(LI002>LI003)TH(LI003)EL (LI002)

(LI004*LI001)/100

LI005-YTDWITHHOLDINGS

IF (LI006>TAXEARN) TH (TAXEARN) EL (LI006)

IF(LI007<0)TH(0)EL(LI007)

Alaska State Withholding .0000
.0000

(0)

Alabama State Unemployment Ins. .0000
.0000

TABLE2 (1,1,RETVAL)

TABLE2 (1,2,RETVAL)
TAXEARN+YTDEARNINGS
IF(LI002>LI003)TH(LI003)EL (LI002)
(LI004*LI001) /100
LI005-YTDWITHHOLDINGS

IF (L1006 >TAXEARN) TH (TAXEARN) EL (LI006)
IF(LI007<0)TH(0)EL(LI007)

Alabama State Withholding .0000
.0000

TABLE2 (5,1,RETVAL)

TABLE2 (5,2,RETVAL)

TABLE (99999999.99, 2, RETVAL)

TABLE (99999999.99, 3, RETVAL)

TAXEARN* PAYPERIODS

(LI005*LI002) /100

IF(LI006>LI004) TH (LI004) EL (LI006)

IF (FIXEDEARN>0) TH (FIXEDEARN*FIXEDPCT)/100

TAXEARN- FIXEDEARN

Factor 2
Factor 5

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

Page 1

Factor 3
Factor 6

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000

.0000
.0000
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Printing A Deductions List

Selection Screen

i, Deductions List M= E3
Commands Edit Modes Other Help
xR @B ?e OK | Abandon |

Deduction  From I g
Thiu I al

— Sort By
& Deduction Number
" Deduction Description
" GL Account

— Print:
@ 4|l Deductions
" Employer Only Deductions
" Employee Only Deductions
i~ Calculate on Gross Pap
" Calculate on Net Pay

[ |Company H [12/04/2000 | Terminal 700D | INS

You can select arange of deduction codes for the list and sort it by:
1. Deduction Number
2. Deduction Description
3. GL Account

In Payroll, Master File List you would select to print a Deductions List.

You can select whether to print by:

1. All Deductions

2. Employer Only Deductions

3. Employee Only Deductions
4. Cadculated on Gross Pay
5

Calculated on Net Pay
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Deductions List sorted by deduction number

04/27/1999
2:57 PM

WL TNU W N

T =
Qo WD R o

End of Report

Description

Medical Ins
Dental Ins
United Way
Credit Union
Dues

401K

IRA Plan
Parking

Cash Advance
Stock Plan
Uniform

$300 max net
$200 max ded
20% OF NET PAY
ING TRM DISA PR
EMPLYR 401K-1
EMPLYR 401K-2

Liab. Acct.

535000
535000
204000
999900
999900
205000
200000
801000
101000
205000
801000
204000
204000
204000
204000
205000
205000

Builders Supply
Deductions List
By Deduction Number
All Deductions

Expense Acct. Deferred Comp.?

510000
510000
510000

NO
NO
NO
NO
NO
YES
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO

Employer Paid?

NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
NO
YES
YES
YES

Page

Calculate

Gross Pay
Net Pay
Net Pay
Net Pay
Gross Pay
Gross Pay
Gross Pay



Tax Groups

Use the Tax Group function to create and edit the withholding codes for atax group used to calculate
withholdings from employees earnings. The Tax Groups function allows you to set up multiple
withholding codes for employees who, for example, live in one state and work in another and need
different withholdings drawn from their paycheck. To use the Tax Group function, you must first set
up the withholding codes.

The Tax Group function is found on the Codes Maintenance menu.

Tax Groups
5, Tax Groups 1= e
Comomands  Edit Modes Other Seroll Comomands  Help
2Kz 2@ Ea e 0k | abandon |
Tax Group IMN §
Deszcription |M|nnesota Tanes
State Locality  “withholding Code Employer/E mployee
MM sul Employer =
MN SwH Employes =
=
=l
=
5
| Append Deelete tax group Gota I Tax Group I |
[ |Company H [01/08/2000 | Terminal TOOD |OVR

Note I

Use Tax Groups to apply a predefined set of state and local taxes to your transactions to speed up
data entry and to reduce clerical errors.

Enter in the Tax Group you want to maintain, or use the Inquiry (F2) command to choose from alist.
The description from the Tax Group selected will default in, or if thisisanew Tax Group you will
need to enter a description. PgDn to Proceed to the Withholding Codes associated to this Tax Group.
Use the Append command to add a Withholding Code.
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Departments

Department Screen

/4, Deparbments = 3
Conunands  Edit  Modes Other Seroll Comumands Help
s e @ ?e 0k | Abandon |
Department 1D |1 an E
Mame [+ AREHOUSE
GL Account GL Period Gluarter ear
Picces 0 0 o|| &
Overtirne Pay 520000 134.25 on 218.15 ﬂ
Bonus 520000 oo oo 44750
Tiavel Exp 520000 oo oa oo
Cash Value 520000 .00 .oo .oo
Commissions 520000 oo .0n .00
Fipt Tips 520000 .00 .oo .oo
Riegular Pay 520000 358.00 .oo 478E.02
Salaried Wage 520000 ] Rui] 0o
Sick Pay 520000 .00 .oo .oo
“acation Pay 520000 ] Rui] 0o
Emplyr Medicare 520000 13.37 13,37 13,37 ﬂ
Emplyr 0ASDI 520000 5715 5715 5715 g
Unermp Ins 520000 5715 57.15 5715 g
Entp [ 001 of 016 |

| Enter = edit I Lppend I Goto I Dielete department I |
| | Compary H [12/04/2000 | Terminal TOOD | N5

Use the Depar tments function to set up and maintain information for departments and divisions.
When you use the Post Transactions function on the Daily Work menu or the Post Checks function
on the Payday Work menu, the information in the department record is updated for earnings,
employer deductions, and employer withholding. If Payroll is interfaced with General L edger, this
information updates accounts in the general ledger when you use the Post Expense to GL function
on the Periodic Processing menu.

Note I

Employer withholdings and deductions are updated based on the selection made for the Post
Employer Taxes/Deduction to Home or Worked Department? option in the Options and
Interfaces function on the Company Setup menu in Resource Manager. If HOME was selected, the
Post Transactions function on the Daily Work menu updates the employer deductions and
withholdings for the department specified on the employee's Sdary Information screen in the
Employee function on the File Maintenance menu. If WORK ED was selected for this option,
employer withholdings and deductions are posted to the department specified on the employee’s
time ticket(s). For a salaried employee, if the total hours entered using time tickets are less than the
total hours per pay period stored in the FREQxxx table for the employee’s group code, then the
differenceis posted to the HOME department.

Divisions can be used to group departments together for analysis and reporting. If divisions are used,
each department ID in that division must begin with the two-character division ID (Minneapolis
Division ID = MN, Department ID = MN001, MNQO2).
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Departments
P B

4, Departments

Commands Edit Medss Other Seroll Commands Help

EXd e -1 0F | _Abandon |
Department [0 |1 [uli} E
Name [+ AREHOUSE

GL Account GL Period Gluarter ear
Pizces 0 0 o|| &
Overtirne Pay 520000 134.25 on 218.15 ﬂ
Bonus 520000 oo oo 44750
Travel Exp 520000 oo oa oo
Cash Value 520000 .00 .oo .00
Commissions 520000 oo .0n .00
Fipt Tips 520000 .00 .oo .00
Fiegular Pay 520000 358.00 .oo 4786.02
Salaried Wage 520000 ] Rui] 0o
Sick Pay 520000 .00 .oo .00
“acation Pay 520000 ] Rui] 0o
Emplyr Medicare 520000 13.37 13,37 13,37 ﬂ
Emplyr 0ASDI 520000 5715 5715 5715 g
Unemp Ins 520000 57.15 57.15 57.15 g

Entp [ 001 of 016 |

Enter = edit Dielete department
| | | | !

| | Compary H [12/04/2000 | Terminal TOOD | N5

Append I Goto

Enter the ID of the department or division you want to work with in the Department 1D field. To
delete a department, use the Delete (F3) command. (You cannot delete a department or division that
has amountsin the GL Period column.)

If thisisanew department, the Copy From? field appears. Enter the ID of the department or division
you want to copy from or press Enter to skip the field. If you use the Copy From? command, the
system copies the descriptions and GL Account numbers from the department you enter in the Copy
From? field to the new department.

Enter or edit the name of the department or division, or press Enter to accept the name displayed. If
thisisadivision, when you press PgDn the division information is saved and the cursor returnsto the
Department 1D field so that you can select or enter ancther department or division. If thisisa
department record, press PgDn to move the cursor to the line-item section of the screen.

To edit an entry, place the cursor at that line and press Enter. You can edit the GL Account, GL
Period, Quarter, and Year fields for the line. The account number in the GL Account field isthe
general ledger expense account that is debited when you run the post Expense to GL function on the
Periodic Processing menu. If Payroll isinterfaced with General Ledger, the Inquiry (F2) command is
available to choose an account number.

When you add a department, you can enter the amounts in the GL Period column that have

accumul ated for earnings, expenses, and withholdings since the last time you used the Post Expense
to GL function. (The amounts in this column are posted to general ledger and cleared when you run
the Post Expense to GL function.)
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Departments
/4, Deparbments = 3
Conumnands  Edit  Modes Other Seroll Comumands Help
2HrE|Be B8 2 0k | Abandon |
Department 1D |1 an E
Name [+ AREHOUSE
GL Account GL Period Gluarter ear
Pizces 0 0 o|| &
Overtirne Pay 520000 134.25 on 218.15 ﬂ
Bonus 520000 oo oo 44750
Travel Exp 520000 oo oa oo
Cash Value 520000 .o .oo .oo
Commissions 520000 oo .0n .00
Fipt Tips 520000 .o .oo .oo
Riegular Pay 520000 358.00 .oo 478E.02
Salaried Wage 520000 ] Rui] 0o
Sick Pay 520000 .o .oo .oo
“acation Pay 520000 ] Rui] 0o
Emplyr Medicare 520000 13.37 13,37 13,37 ﬂ
Emplyr 0ASDI 520000 5715 5715 5715 g
Unerp Ins 520000 57.15 57.15 5715 g
Entp [ 001 of 016 |

| Enter = edit I Lppend I Goto I Dielete department I |
| | Compary H [12/04/2000 | Terminal TOOD | N5

Enter the quarter-to-date and year-to-date totals in these columns. You should not edit these fields
after you have made the setup entries; these fields are updated each time you select the Post
Transaction and Post Checks functions.

The Hour sfield accumulates the number of hours posted to the department when you run the Post
Transactions function on the Daily Work menu. When you add a department, enter the number of
hours accumulated since the last time you ran the Post Expense to GL function in the GL Period
column. Enter the quarter-to-date and year-to-date hours for the department in the Quarter and Year
columns. The mask for thisfield is set up in the Company Information function on the Company
Setup menu in Resource Manager.

The Pieces fields for GL Period, Quarter, and Year accumulate the number of pieces recorded on
time tickets and posted to the department by the Post Transactions function on the Daily Work menu.

Use the Goto command to move the cursor to a particular entry number. This command appears on
the command bar only if there is more than one screen of entries for the department.

If thereisno activity in the GL Period column for any field, you can use the Delete (F3) command to
del ete the whole department. If there are amountsin any of the fields in the GL Period column, the
message “ You cannot delete this department. Non-zero GL amounts detected” appears and you
cannot delete the department until the amountsin the GL Period column are zero.
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DELETING A LINE ENTRY FROM A DEPARTMENT

If you want to delete one entry linefor the department, place the cursor at the entry and use the Delete
(F3) command. If the GL Period, Quarter, and Year fields are all zero, you are prompted to press (F3)
again to delete thisline. If these fields are not all zero, the message You cannot delete a line with
GL Balances.

Appending Department Entries

4. Departments =1o=]
Comumands  Edit Modes Other Zeroll Comomands  Help
s e @ma| 2@ 0k | Abandon |
Department 1D |1 an E
Name I &, Append Department Entries o ) S
Conunands Edit Modes Other Help “Year
[Overtine Py "8 5 = [Ba @ | @ E | ? € | 0K | benden|| 21805 =
Bons I Y]
TravelExp | ype [ =l | o
|Coshvalue “wiithhalding Type Deductian 733
Commiszions E arning
Fipt Tips Sl Tl “withholdin oo
Local Code ——
Fegular Pap Code E 4786.02
5 alaried Wage GL Account E .00
Sick Pay . T 0o
- GL Period .00 ——
Y acation Pay EEie o 0o
Emplyr Medicars Vear —DD 13.37
Emplyr DASDI = 5715
Unermp Ins 520000 TR 5710 57.15 ﬂ
tMMN Unemp Ins 520000 37.80 37.80 37.80 g
=
Entp [ 001 of 016 |
| Enter = edit I Lppend I Goto I Dielete department, I |
|Deduction, Eaming, Withhalding [Company H [12/04/2000 | Temminal T00D [IN5

Toadd alineto the department record, press Append. The Append Department Entries window
appears.

In the Type field enter Deduction, Earning, or Withholding as displayed in the command bar at the
bottom of the screen. If you entered W, the Withholding Type field is active. Indicate whether thisis
aFederd, State, or L ocal withholding.

If thisis a Sate or Local withholding, the State Code field is active. Enter the state for this
withholding, or use the Inquiry (F2) command to select the state from the State Codes window.

If thisisalocal withholding type, the Local Codefield is active. Usethe Inquiry (F2) command to
select the local code form the L ocal Codes window, or enter the local code.

If the Type for this entry is awithholding, enter the withholding code in the Code field, or use the
Inquiry (F2) command to select the code from the Withholding Codes window. If the entry typeisa
deduction, enter the deduction code in the Code field, or use the Inquiry (F2) command to select the
deduction code from the Deduction Line Number window. If thisis an earning Type entry, enter the
earning code, or use the Inquiry (F2) command to select the earning code from the Earning Codes
window.
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Appending Department Entries

4. Departments I sl
Conunands Edit Modes Other Zeroll Commands  Help
2HrE|Be B8 2 0k | Abandon |
Department 1D |1 an E
Name I &, Append Department Entries o ) S
[ Cowmands Edit Modes Other Help “ear
[Overtine Py "8 5 = [Ba @ | @ E | ? € | 0K | benden|| 21805 =
Bons | e &
TravelExp | ype [ =l | o
% “wiithhalding Type Deductian 733
armmissions Eaming
Fipt Tips ftatal Eodde “wlithhiolding .on
Fegular Pay C”U:: oee 5 478E.02
5 alaried Wage GL Account E .00
Sick Pay k E— .00
I —— GL Period .00 ——
Y acation Pay EEie o 0o
Emplyr Medicars Vear —DD 13.37
Emplyr DASDI = 5715
Unermp Ins 520000 TR 5710 57.15 ﬂ
tMMN Unemp Ins 520000 37.80 37.80 37.80 g
=
Entp [ 001 of 016 |
| Enter = edit I Lppend I Goto I Dielete department, I |
|Deduction, Eaming, Withhalding [Company H [12/04/2000 | Temminal T00D [IN5

The general ledger account entered inthe GL Account field will be debited for the amount in the GL
Period column for this entry when you run the Post Expense to GL function.

Inthe GL Period field enter the amount accumulated for this entry since the last time you used the
Post Expense to GL function.

Enter the quarter-to-date amount for this entry in the Quarter field and the year-to-date amount for
thisentry in the Year field. You should not edit these fields after you have made the set up entries.
The GL Period, Quarter, and Year fields are updated when you use the Post Transactions and Post
Checks functions.

Note I

When you use the Post Transactions and Post Checks functions, if thereis an earning code,
employer deduction or withholding on atime ticket or checks that has not been set up for the
department, the system adds the expense to the department record and posts the amount to the GL
Period, Quarter, and Year fields. The GL Accounts used for these added expenses are the default
accounts for the expense type set up in the GLDEPxxx table.
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Printing a Department List

Selection Screen

%, Department List 1= e
Comumands Edit Modes Other Help
aNiERR | ma ?e 0K | Abandon |

Depatment I From

[ 4
Thru I a

Prirt By:
’7 * Department 10

i Department Mame

Display Detail? [v!

[ |Company H [01/08/2000 | Terminal TOOD |OVR

In Master File Lists you can print out a department list. You can print the list either by Department 1D
or Department Name. You can aso decide if you want to print the list in detail or summary. Viewing
the List in detail will allow you to view the Earning and Withholding codes that were set up for each
department.
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Department List printed in detail
01/08/2000 Builders Supply Page 1
2:41 PM Department List
Dept. ID Department Name Type Code GL Account
100 WAREHOUSE Earning ovT 520000
Earning P01 520000
Earning P02 520000
Earning P03 520000
Earning P04 520000
Earning P05 520000
Earning REG 520000
Earning SAL 520000
Earning SIC 520000
Earning VAC 520000
Withholding FED EME 520000
Withholding FED EOA 520000
Withholding FED FUT 520000
Withholding MN SUI 520000
200 RETAIL SALES Earning ovT 510000
Earning P01 510000
Earning P02 510000
Earning P03 510000
Earning P04 510000
Earning P05 510000
Earning REG 510000
Earning SAL 510000
Earning sIC 510000
Earning VAC 510000
Withholding FED EME 510000
Withholding FED EOA 510000
Withholding FED FUT 510000
Withholding MN SUI 510000
300 CONTRACT ASSEMBLY Earning ovT 104200
Earning P01 104200
Earning P02 104200
Earning P03 104200
Earning P04 104200
Earning P05 104200
Earning REG 104200
Earning SAL 104200
Earning sIcC 104200
Earning VAC 104200
Withholding FED EME 104200
Withholding FED EOA 104200
Withholding FED FUT 104200
Withholding MN SUI 104200
400 OFFICE Earning ovT 530000
Earning P01 530000
Earning P02 530000
Earning P03 530000
Earning P04 530000
Earning P05 530000
Earning REG 530000
Earning SAL 530000
Earning sIcC 530000
Earning VAC 530000
Withholding FED EME 530000
Withholding FED EOA 530000
Withholding FED FUT 530000
Withholding MN SUI 530000
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Payroll File Maintenance

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Medss Tools Favorites Other Help
M B2 2 @ B B <

IH Builders Supply

=l
Il

O5AS-

OPEN SYSTEMS® Accounting Seftware

Main Menu

Payroll

| File Maintenance

GEMERAL Report 'writer
Billz of b aterials/Kitting
Bank Reconciliation
Fixed Azsets

General Ledger
Inverntary

Job Cost

Purchaze Order

Sales Order

Accounts Beceivable
Accounts Payable

Resource Manager

E mployee [nguiry
Draily ok,

Papday "Wark
Payroll Reports
Personnel Reportz
Productivity Reports
Periodic Processing
File Maintenance
Codes Maintenance
taster File Lists
aster Codes List

Emploves Histary
Leave Adjustrments
Departments

Payroll Information
Recurring Entries
Tables

Tax Tables

Forrnula M aintenance
LChange Fields

| Company H | Teminal TOOD [12/04/2000 | 3:28 PM

To add, edit or delete employee records select the Employees function from the File Maintenance

menu.

Employee File Maintenance
%, Employees

Comomands Edit Modes Other Help
PRE| e | mE| 78 OK__|_Abandon |
Employes 1D OO0 7]
Last Mame Jonchim
First Name Maria
Middle Initial K

Dovouwant To baintain:

General Information

S alary Infarmation

Tax Information

Personnel Information One
Fersonnel Information Two

RXRRA

|Company H [12/04/2000 | Terminal 700D | INS

When you select the Employees function from the File Maintenance menu, the Employees header
screen appears. Enter the ID of the employee you want to work with. If you enter the ID of an
existing employee, the employee name appears. If you are adding a new employee, the Copy From?
field appears. Thisis a6 character field, that can consist of numbers and/or letters.
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Employee File Maintenance

%, Employees (=[] =]
Comumands Edit Modes Other Help
AxiERR @R 2 0K |_Abanden |
Employee ID OO0 E]
Last Mame Jonchim
First Name Maria
iddle Initial K
Dovouwant To baintain:
General Information I~
Salary Information i~
Tax Informatiorn v
Personnel Infarmation One =
Perzonnel Information Two v
[ |Company H [12/04/2000 | Teminal TOOD | INS

If you need to delete the employee record from the system, use the Delete (F3) command. (The
message You cannot delete an employee with existing history appears if the employee has
amounts greater than zero in the history record.)

Note I

When adding a new employee that has the same employee ID of a previous employee, and that
previous employee still has check history on file you will receive a warning message that states that
check history exists for this employee ID.

Because you must print W-2 forms and other year-end reports for all employees, including ones that
have been terminated during the year, you cannot delete an employee record if the employee's history
record contains amounts greater than zero. Terminated empl oyees are deleted from the current-year
data files when you run the Year End option in the Periodic Maintenance function on the Periodic
Procession menu. Terminated employees are retained in the last-year files for W-2 reporting. Do not
delete an employee from the system unless the employee has been added in error.

Note I

When you edit or add an employee in last-year files, the message WARNING: Adding or
changing new employeesin Last-Year fileswill not update current-year files appears.

Select the information screens you want to work with by entering Y. When you press PgDn, the first
screen you selected appears.
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Employees

Entering General Infor

mation
4, General Information M= 3
Comumands Edit Modes Other Help
PRtz | bR @Al 2@ 0K | Abandon |
Emp D JONODD1 Job Title |Secretaly
Last Mame [Janchim Wwork Phone  [(612)403-9339
First Name Maria Middleln  [K| Extension 3434 Supr D [LOKODT (8]
-2 Mame b aria K Janchim Adj Hire Date (02371993 |
Address 1 3321 W 52 Ave Start Date 03/31,/1993
Address 2 Biith Date [04/22/1564 |
Address 3 Term Date R
Res City tinneapoliz State |MN 4 || Last Review Date 03/31,/1999
Zip Code 55055 Country IFQ Mext Review Date [03/37/2000 |
Phone Mo [[E12/555-1212 Last Check Date 10,/30/2000
55 Mo [aE5 09344 Inz Coverage Mone
Sex F 'I Uszer Label 2
EED Clazs E Uszer Label 3
‘w-2 Fields Emergency Contact ——————————
Farticipate in 401K7? — Marne |David Jonchim
Eligible far Pension? i~ ‘Wwhork Phone I[B1 215756381
Statutory Employes? — Home Phone |[B1 219881212
Deceased? Il Relation Husband
E-Mail |mionchim@builders_supply.com |
|Company H [ 12/06/2000 | Teminal TO0D | INS

This screen displays

basic information about the employee. The Employees General Information

screen has fields for the following information:

Field

Emp ID

L ast/First name and
Middle Initial

W-2 Name

Address 1-3, City,
Sate, Zip Code, and
Country Code

Phone No.
SSNo

Sex

E E O Class

W-2 Fidds

Job Title

Work Phone & ext.

Supervisor ID

Adj Hire Date

Sart Date

Description

The employee ID will default in from previous screen.

Enter in the employee’s name. Thiswill default on any paychecks for this employee ID.

Name asit isto appear on W-2's.

Have 3 lines of 30 characters each to enter in the employees address. Aswell asaplaceto
enter in the state, country and zip code information. Where applicable there is the option
to use the Inquiry (F2) command.

Enter in employee’s phone number, this field will accept up to 20 characters.
Enter in the employe€’s social security number.
Enter in F for afemale employee and M for a mae employee.

Enter in the class number in reference to the employee’s Equal Employment Opportunity
classification. Use the Help (F1) command for alist of available codes.

Fields are used by the system when you print W-2 forms. Enter Y in the field(s) if you
want the system to print an X in box 15 for the corresponding question on the employee’s
W-2. Participatein 401K ? Eligible for Pension? Satutory Employee? Deceased?

Enter in the employee’s job title, this field will accept 20 characters.
Enter in the employee’s phone number and extension if applicable.
Enter in the employee’s supervisor’s ID, use the Inquiry (F2) command to view alist.

User-definable; you can enter the date the employee was hired in thisfield (thisfield is
used in personnel reports)

The date the employee actualy began working for the company. Used by the system to
calculate the employee’s years of employment by the company. Which is used to
determine which row the system will use in SICcexxx or VACcexxx tables when
calculating accrued sick and vacation hours. You can cut a check based before the start
actual date if necessary.
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Employee General Information Screen

4, General Information M= E3
Comands Edit Modes Other Help
%Xt§|ﬁ|ﬂ@ ? & 0k |Abandun|
Emp D JONDD1 Job Title ISecrelaw
Last Mame |Jonchim work Phone |[E1 21403-9999
First Mame M aria Middle In IK_ Extension [3434 Supr D [LUKODT &)
-2 Mame td aria K. Jonchim Adj Hire Date 03/31,/1933
Address 1 3327 W B2 Ave Start Date 03./31,/1393
Address 2 Birth Date 04./22/1964
Address 3 Termn Date L
Res City Minneapolis State IMN 4 || Last Review Date 03/31/1999
Zip Code 55055 Country IUS al Mext Review Date 03/31,/2000
Phaone Mo [B12)555-1212 Last Check Date 10./30,/2000
S5 No 4E8-80-9944 Ins Coverage Mane
Sex F 'I Uszer Label 2
EED Class E User Label 3
e ——— T -5 Y Emergency Contact ————————
Participate in 407K7? il Marne IDawd Jonchim
Eligible far Pension? v Wwhark Phone I[B1 215756381
Statutary Employee? — Huarne Phone |[B1 215551212
Deceased? r Relation Huszband
E-Mail |mionchim@builders_supply.com |
|Company H [ 12/06/2000 | Terminal TO0D | INS
Field Description
Birth Date Enter the employee’s Birthdate.
Term Date If thisis aterminated employee, enter in termination date. Terminated employees are

removed from the Employee file when you select Year-End Maintenance You can
calculate a check for an employee based after the termination date.

Last and Next Enter in the last time this employee had areview and the target future review date.
Review Date

Last Check Date The system will enter in a date when a paycheck is calculated for this employee.

User-defined filds  Three user-defined fields; the labels for the fields Ins Coverage, of the USRDFxxx
table in the Tables function on the File Maintenance menu.

Emergency Enter in the Name, Home and Work phone, and Relation of the emergency contact for
contact the employee.
E-Mail Enter in the E-Mail addressfor this employee.

Note I

When you press D (or Alt-D) in adate field, the workstation date is displayed in thefield. Press + to
add aday to thisdate or a - to subtract a day.

Press PgDn to save the information on this screen and move to the next screen you sel ected on the
Employees header screen. If you selected only one screen, you are returned to the Employees header
screen.
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Entering Salary Information

Employee Salary Information

&, Salary Information [_ =]
Conunands Edit Modes Other Scroll Conumands  Help
2XeE BR @B 7S OK__|_ Abandon |
| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept |501 ﬂ: Mo Description 12345 Amount Balance
Labor Class SEC & 1| Medical Ins SPHMNN 5.68 o _|
Corparate Dfficer? r 2|Dental Ins THMMN 339 .oo J
Seasonal Emplayes? .| 3[Urited way “HNHN 750 oo |
Tupe (H or 5] v =l 4| Credit Union YNNNN 10.00 .00
Exempt? ‘m
Adjust to Minimurn? ‘m
Group Code (0-9] [
Pay Periods/'ear IT
Check Location |
Earming Code IF!EG 3|_ J
Salary | i) J
Hourly Fiate [ 7.500 [
Owerride Pay | .00 Deduction [ of 1
Status [Fulrtime =]
Sick Accal Code |><>< Sick Hours Remaining 16.000
Yac Accrual Code |><><_ Yacation Hours Remaining -8.000
| Enter = edit Append I Goto I Eormula I LChange Factaors | Bay Info I Mext Page I |

| Compary H | 12/04/2000 | Terminal TOOD | INS

Enter or edit the employee’s salary information on this screen. The screen has two sections, Pay
Information and Scheduled Deductions. When the screen appears, the cursor isin the Pay
Information section. To move directly to the Scheduled Deductions section, press PgDn. You can
return to the Pay Information section from the Scheduled Deduction section by using the Pay Info
command as prompted on the bottom of the screen.

5-143



Employees

File Maintenance

5-144

Employee Salary

Information

4, Salary Information
Commands Edit Modes Other Scroll Commands  Help
:%XE§|E|BE ? & 0K | Abandon |
| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept IED'I—E Mo Description 12345 Amount Balance
Labor Class SEC R 1 [Medical Inz MM 5.68 .00 J
Corporate Officer? .| 2|Dental Inz THENN ] .00 J
Seazonal Employee? r 3| Urited Way MM 7.50 oo |
Tupe (H or 5] v =l 4| Credit Union YNNNN 10.00 .00
Exempt? ‘m
Adjust to Minimurn? ‘m
Group Code (0-9] [T
Pay Periods/'ear IT
Check Location |
Earming Code Iﬁg J
Salary | i) J
Hourly Fiate [ 7.500 [
Owerride Pay .00 Deduction [ of 1
Status [Fulrtime =]
Sick Accrual Code |><>< Sick Hours Remaining 16.000
Yac Accrual Code |><><_ Yacation Hours Remaining -8.000
| Enter = edit Append I Goto I Eormula I LChange Factaors | Bay Info I Mext Page I |
| | Company H [12/04/2000 | Teminal TO0OD | INS
Field Description
Dept. The department entered in the Dept. field is considered the Home depart. You can override
this dept. when you enter time tickets for the employee.
Note: If the Post Employer Taxes/Deduction to Home or Worked
Department? option is set to HOME; this department is used for
empl oyer taxes and deductions when the Post Transactions function on the
Daily Work menu is used. If thisoption is set to WORKED, the
department entered on the time ticket is used for the employer taxes and
deductions.
Labor Class Enter the code for the employee. You can use the Inquiry (F2) command to select an
existing labor class or the Maintenance (F6) command to set up a new labor class code.
The labor class code entered in this field appears on time tickets for the employee in the
Classfield and can be used to define arange of employe€’sto print on the Personnel
Roster, Education, and Key Date Reports.
Corporate User-definable fields and are not used by the system.
Officer? and
Seasonal
Employee?

Type(H or )

Exempt?

Adjust to
Minimum?

Indicates whether the employee is paid by the Hour s worked or is Salaried.

If you enter Sin the Type field, the Exempt? field is active. If the salaried employeeis
exempt from overtime payments, enter Yes. If the employeeis eligible to receive overtime
pay, enter No so that you can enter time tickets for overtime in the Payroll Transactions
function on the Daily Work menu. The Payroll system will calculate overtime pay in
addition too regular salary when you run the Calculate Checks function on the Payday
Work menu.

Enter Yesin thefield if the employee receives tips. When thisfield is set to Yes and the
amount of reported tips does not increase the employee's wages to meet minimum wage,
the employee’s wages are adjusted to minimum wage by the system. The earning code
stored in the ADJM Nxxx table is used by the Payroll system to record the adjustment
amounts.
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Employees

Employee Salary Information

4, Salary Information
Conunands Edit Modes Other Scroll Conumands  Help
2XeE BR @B 7S OK__|_ Abandon |
| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept |501 al Mo Description 12345 Amount Balance
Labor Class SEC & 1| Medical Ins SPHMNN 5.68 o _|
Corporate Officer? | 2|Dental Ins YNMNN 339 |
Seasonal Emplayes? .| 3[Urited way “HNHN 750 oo |
Tupe (H or 5] v =l 4| Credit Union YNNNN 10.00 .00
Exempt? ‘m
Adjust to Minimurn? ‘m
Group Code (0-9] [T
Pay Periods/'ear | 12
Check Location | |
Earning Cade [FEG & J
Salary | i) J
Hourly Fiate [ 7.500 [
Owerride Pay .00 Deduction [ of 1
Status [Fulrtime =]
Sick Accal Code |><>< Sick Hours Remaining 16.000
Yac Accrual Code |><>< Yacation Hours Remaining -8.000
| Enter = edit I Append I Goto I Eormula I LChange Factaors | Bay Info I Mext Page I |
| | Compary H | 12/04/2000 | Terminal TOOD | INS
Field Description

Group Code (0-9)

I's entered when you use the Cal cul ate Checks function to identify which group of

employees you want to pay. Use a unique group code for each type of pay cycle you
company uses; weekly, biweekly, semimonthly, monthly, and so on. For saaried
employees, the group code determines which row of the FREQxxx table the system will
use to determine the number of hoursis then used to caculate sick and vacation leave
accrual for the employee.

Enter the number of times an employeeis paid during the year. Thisfield isused by the
system to annualize the employee’s pay amount when it calculates withhol dings. Valid
entriesarel, 2, 4, 12, 21, 24, 26, or 52.

Pay Periods/Year

Thisis auser-definable field and is not used by the system when calcul ating paychecks.
Information entered in the field as a sort option in the Print Checks and Paycheck
Received Report functions on the Payday Work menu.

Check Location

Stores the default ear ning code for the employee. This earning code appearsin the
Earning Code field when you enter atime ticket for the employee. You can override the
earning code at that time. Thisisthe earning code used for a salaried employee whenyou
run the Cal cul ate Checks function on the Payday Work menu.

Earning Code
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Employee Salary Information with Pay Rate Change Screen

4. Salary Information ==
Conunands Edit Modes Other Secroll Comumands  Help

2 xNrE | R @Ea| 2 e 0K | Abandon |

| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ----- --- Scheduled Deductions ---

Dept |501 al Mo Description 12345 Amount Balance

Labor Class | ET L e Tseharanara T R EG o0 J

(GRS (5, Pay Rate Change 1 o0 J

Seasonal Employet Conumands Edit Modes Other Help 0 o]

T Haor S *

prelleSl 2 (@ @mE | 7@ ok | ebenden |- —

Adjust to Minimurn? — Date Reazon Old Rate
Group Code [0-9]

Pay Periods/v'ear 1270472000 [ =00
Check Location
Earning Cade [REG 3] J
Salary | i) J
Haurly Rate [ 5.000 [
Owverride Pay | oo Deduction [ of ]
Status |Fulrtime_|=|
Sick Accrual Code =3 Sick Hours Remaining 16.000
Yac Accrual Code |><><_ Yacation Hours Remaining -8.000

| Enter = edit I Append I Goto I Eormula I LChange Factaors | Bay Info I Mext Page I |

| | Compary H | 12/04/2000 | Terminal TOOD |OWR

Field Description
Salary For atype S, salaried employee, enter the amount of salary received each pay period.

Hourly Rate  The amount entered in the Hour ly Rate field for an hourly, type H, employee appearsin
the Rate field when you enter time tickets, and you can override it there. For salaried
employee, the amount in the Hourly Rate field is used to cal culate dollar amounts
allocated to other departments when time tickets are entered. For nonexempt salaried
employees, thisfield is used to cal culate overtime amounts, using the information in the
Multiplier and Add to Base fields set up for the overtime earning code in the Earning
Codes function. The amount in thisfield is used for both employee types; H and S, to
calculate adollar value for sick and vacation time. If Payroll is interfaced with Job Cost,
the amount in thisfield is used to allocate |abor expense to ajob when time tickets are
entered for the employees. (Manual checks do not post labor expense to the Job Cost
application.)

When you change the amount in the Salary or Hourly Rate fields, the message Pay Rate
has changed. Add changeto Pay Change History? (Y/N) appears. If you select Y, the
Pay Rate Change window appears. The date and old pay rate are displayed. Enter the
reason for the pay rate change. Press PgDn to save thisinformation; it will bedisplayedin
the Pay Change section of the first Personnel Information screen.
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Employee Salary Information

4, Salary Information

Commands Edit Modes Other Scooll Comunands  Help

o XrrE|BR @al| e 0K | Abandon |
| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept |501 ﬂ: Mo Description 12345 Amount Balance
Labor Class SEC /8] 1 |Medical Ins YNMNN 5.69 oo _|
Corporate Dfficsr? | 2|Dental Ins THMHM 3.39 oo _|
Seasonal Emplayes? .| 3[Urited way “HNHN 750 oo |
Tupe (H or 5] v =l 4| Credit Union YNNNN 10.00 .00
Exempt? ‘m
Adjust to Minimurn? ‘m
Group Code (0-9] [T
Pay Periods/'ear | 12
Check Location |
Earming Code IF!EG 3|_ J
Salary | i) J
Hourly Fiate [ 7.500 [
Owerride Pay | .00 Deduction [ of 1
Status IFuI\-time LI
Sick Accrual Code [ Sick Hours Remaining 16.000
Yac Accrual Code |><>< Yacation Hours Remaining -8.000
| Enter = edit Append I Goto I Eormula I LChange Factaors | Bay Info I Mext Page I |
| | Company H [12/04/2000 | Teminal TO0OD | INS
Field Description
Override Pay To pay asalaried employee an amount other than regular pay, enter the amount in the
Override Pay field. After you run the Post Checks function on the Payday Work menu,
the amount is removed from thisfield. (You may need to override the regular pay when a
salaried employeeis hired or terminated and work only a portion of the pay period.)
Satus

Enter F if theemployeeisfull-time or P if thisisapart-timeemployeein the Status field.

Sick/Vac Accrual The accrual codes entered in the Sick Accrual Code and Vac Accrual Codefiddsare

Code

based on the table IDs you set up for sick (SICccxxx) and vacation (VA Ccexxx) accrual.

(The cc in the table names represents the sick/vacation accrual code you enter in thisfield.)

The Sick Hour s Remaining and Vacation Hour s Remaining fields are updated when you post
checks. Hours accrued are added to the amounts in these fields; sick and vacation hours used are

subtracted.

Note I

To have the system automatically accrue vacation and sick time for employees, set the Automatic
Accrual of Vacation/Sick Time? option in the Options and Interfaces function on the Company
Setup menu in Resource Manager to YES.
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Employee Salary Information

4, Salary Information
Comunands Edit  Modes Other Scroll Comunands Help

EXYEIE

A mE| e

0F | Abandon |

| Employesip  JONOD1

Jonchim, Maria K

--- Scheduled Deductions ---

Dept |501 E Mo Description 12345 Amount Balance
Labor Class SEC O 1 Medical Ins YNMNN
Corparate Dfficer? r 2|Dental Ins THMMNN 339 .oo ﬂ
Seasonal Emplayes? i 3[Urited way YHNHN 750 00| =]
Tupe (H or 5] | R 4 Credit Union YNNNN 10.00 .00
Exemnpt? =
Adjust to Minimurm? =
Group Code (0-9] 1l
Pay Periods/'ear IT
Check Location |
Earming Code IF!EG 3|_ j
Salary | .00 =
Hourly Fiate [ 7,500 =
Owerride Pay | .00 Deduction [ 001 of 004 |
Status IFuI\-time LI
Sick Accal Code |><>< Sick Hours Remaining 16.000
Yac Accrual Code |><><_ Yacation Hours Remaining -8.000

| Enter = edit Append I Goto Eormula I LChange Factors | Bav Info I Mext Page I |

| Compary H | 12/04/2000 | Terminal TOOD |OWR

In the Scheduled Deductions section you select which deductions the employee will use, which

paycheck they will be deducted from, and how the deduction is calculated.

To edit a deduction, place the cursor at the deduction and press Enter. To add a scheduled deduction
for the employee, press Append. Enter the code for the deduction you want to add, or use the Inquiry
(F2) command to select the deduction from the Deduction Line Number window. The description for
the deduction appears and the cursor moves to the 12345 field.

The numbers 12345 identify five period codes (pay periods) and are used to define when and how the
deduction will be subtracted from the employee’s paycheck. For example, if the employeeis paid
twice a month, some deductions can be set up to be taken from the first paycheck of the month,
period code 1 (pay period 1). Other deductions can be set up to be subtracted from the second check
of the month, period code 2 (pay period 2). The system determines which deductions will be
subtracted from the paychecks by using the Pd Code (period code) entered on the Cal culate Checks
screen to check the 12345 field for deductions set up to be taken in that period code.

Note I

In Calculate Checks you can choose to use period 6, in which no deductions are taken.
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Employees

Employee Salary Information with Deduction Help

4. Salary Information ==
Conunands Edit Modes Other Secroll Comumands  Help
2HRrE|2e mE| e 0F | Abandon |
| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ------ --- Scheduled Deductions ---
Dept 501 =] Mo Description 12345 Balance
Labor Class SEC [ 1 Medical Ins YNNNN ] =|
2
gnrpnratTEthTE 4 12345 (Y D.NFPHEG) .00 A
SRR i Commmands Eiit Modes Other Halp |
Type[HorS) .00
Ex=empt? i % Enter one of these codes for each of five pay period types: o I
Adjust to Minime
Group Code [0-2 ¥ - Take the Deduction &mt. P - Percentage of Pay
Pay Periods/v'e: D - Declining Balance H - Fixed Rate/Hour
Check Location N - Mo Deduction E - Declining Bal. by Percent
Earning Code F - Farmula Based G - Declining Bal. by Formula j
Salary =
Hourly R ate Press any key E
Owerride Pay T - I Teduction [ 001 of 004 ]
Status IFuI\-time LI
Sick Accrual Code [ Sick Hours Remaining 16.000
Yac Accrual Code |><>< Yacation Hours Remaining -8.000
| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| Compary H | 12/04/2000 | Terminal TOOD |OWR

You can use eight codes to define how a deduction will be calculated. When the cursor isin the
12345 field, use the Help (F1) command to view alist of available codes.

Note I

The Calc On field in the Deductions function on the File Maintenance menu determines whether a

deduction is calcul ated on the employee’s net or gross pay.

Enter one of the following eight codes for each pay period code in the 12345 field If you press Enter

at the 12345 field, all pay period codes are set to N (No Deduction.):

Options Description

N No deduction should be taken in the pay period.

Y Deduct the dollar amount in the Amount column in this pay period.

P Deduct the percentage amount in the Amount column in this pay period.

H Deduct the fixed amount in the Amount column per hour worked in this pay period; if this codeis used
for asalaried employee, you must enter atime ticket to have the system calculate the deduction

D In this pay period deduct the dollar amount in the Amount column and subtract the deduction amount
from the amount in the Balance column. Keep taking the deduction until the amount in the Balance
column is reduced to zero (Declining Balance.)

E In this pay period deduct the percent in the Amount column and subtract the deduction amount from the
amount in the Balance column. Keep taking the deduction until the amount in the Balance column is
reduced to zero (Declining Baance by Percent.)

F In this pay period cal cul ate the deduction amount using aformula. The Amount column should be zero.

G In this pay period calcul ate the deduction amount using a formula and subtract the deduction amount

from the amount in the Balance column and keep taking this deduction until the Balance amount is
reduced to zero (Declining Baance by Formula.)
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Salary Information Factor Entry

3. Salary Information ==l =]
Conunands Edit Modes Other Secroll Comumands  Help

A= |BE EE| 2@ 0F | Abandon |

| Employesip  JONOD1 Jonchim, Maria K |
------ Pay Information ----- || --- Scheduled Deductions ---

Dept = &, F: t‘nr Nd.ial].ns I ] . - |

Labor Class EEEgL S 3T Y L ecle

Corporate Officer? I Lol i ek it oy

Seazonal Employee? I 2» % t= | = | = | ? @ 0K I Abandon I

Type [H ar 5] IH IEl

Exempt? T Override Factors? =

Adjust to Minirmurn? r Factor 1 I .0000

Group Code (0-9] r

Pay Periods/'ear |_1 Factar 2 I 0000

Check Location | Factor 3 I oooo

Earning Code IF!EG Factor 4 000

Salary I il

Hourly Fiate | 780 Factor 5 I 0000

Owverride Pay I o Factar & I 0000

Status IFuI\-time E B

Sick Accrual Code [

‘“iac Accrual Code |><>< ” Wacation Hours Fiemnaining -8.000
| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |
| | Compary H | 12/04/2000 | Terminal TOOD |OWR

If adeduction is calculated by formula, you can edit or add the formula from the Scheduled
Deductions section of the Salary Information screen by placing the cursor at the deduction and using
the Formula command. The Formula Maintenance screen appears and you can edit an existing
formula or enter one.

If you want to edit the factors used in aformula, use the Change factors command and the Factor
Entry window appears. Enter Yesin the Override Factor s? Field if you want to override the factors
set up for the deduction’s formulain the Formula Maintenance function for this employee. When you
override afactor in aformula, you must enter all of the factors set up for the formula. If you don’t
enter all of the formula’'s factors, the original factors’ value will be overridden by the default factor
value zero.

Press Next page to save any changes and move to the next screen you selected to work with on the
Employees header screen. If thisis the last screen you selected to work with, the Employees header
screen appears. If you selected Y ES for the Tax Information screen, it will appear after you use the
Next page command.
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Employee Tax Information

4, Tax Information [_ =]
Commands Edit Modes Other Seroll Commands Help
2XNIE | BE  BE| 2@ 0K | Abandon |
Employee D JONDO1 _ Jonchim, Maria K
Tax Group IMN Al
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 3 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 1 _00 .00 |STXMNM MHN Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
Tab=State I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group
| |Company H [12/04/2000 | T erminal TOOD |OVA

Use the Tax I nformation screen to set up federal, state, and local withholding information for the
employee. You can aso edit withholding information, withholding formulas and formula factors
from this screen.

The screen is divided into three sections; Federal, State and Local Tax Information. Use the Tab key
to move between the three sections. Use the Previous page command to return to the previous screen
you selected on the Employees header screen. The Next page command is used to go to the next
screen you sel ected on the Employees header screen.

If you want to edit withholding exclusions or formula factors, place the cursor at the withholding
code you want to change and use the Withholding setup command. The Employee Withholding
Exclusions window appears.
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Withholding Exclusions Screen with Factor Entry

5, Tax Information

&, Employee Withholding Exclusions

| Commands Edit Modes Other Scroll Commands Help

10 =]

0k | #bandon |

[ 2xrr=m®|@n

2 & 0

I Abandon I

Tupe Code Description
FED FwH Federal WH
FED 0AS Emplye OASDI

Exclude

FED MED Emplye Medicare

Fived W /H EIC Code Table ID

FED FUT Unemp Ins

e

Coc

FED EIC Earned Income r I | |
FED EOA  |Emplyr DASDI [ I
FED EME Emplyr Medica [ERRE gt M= B

Edit Modes Other Help

2 xrE BB @EE

? @& 0K | Abandon |

Enter=toggle I All I

Me
LChange Factors I n

D=5 L= S T o | = LU= L == ||| L E—

Tab=State I Enter = edi

Mest page

Overide Factors? ‘m

Factor 1
Factar 2
Factor 3
Factar 4
Factor &

Factar &

| —T
| —T
T
| —T
| —T
| —T

You can exclude the employee from any of the withholding taxes listed in the window, using the

following keys:

Command Action

Enter To toggle the Exclude field between Y ES and NO for one withholding code
All To exclude the employee from ALL withholdings

None Not to exclude the employee from any withholding

Done To return to the Tax Information screen

Changefactors To change the factors in the formula used to cal culate the withholding for the employee

When you use the Change factors command, the Factor Entry window appears. To change the
formulafactors, you must select YESin the Override Factors? field. The Factors set up for this
withholding code's formulain the Formula Maintenance function will be overridden by your entries
in the Factor Entry window for this employee’s withholding. If you want to change a factor for a
formula, you must enter all of the factors used in this formula. If you don't enter al of the formula’s
factorsin the Factor Entry window, the original factorswill be overridden by the default setting in the
Factor Entry window, which is zero.
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Employee Tax Information

4, Tax Information [_ =]
Commands Edit Modes Other Seroll Comumands Help
2HrE| e A ?& 0K |_Abandon |
Employee D JONDO1 _ Jonchim, Maria K
Tax Group IMN Al

Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID

FED ] 3 -0n 00 |N FEDM

State Tax Information

State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame

MN M 1 _00 .00 |STXMNM MHN Minnesota
Local Tax Information

State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne

TabsState | Enter=edt|  aAppend | Gowline | withholding setup |
Mest page I Previous page I Tax Group

| |Company H [12/04/2000 | T erminal TOOD |OVA

In the Federal Tax Information section, the ID for the federal income tax withholding is the default in
the Fed field; only onefederal record is allowed. Use the Inquiry (F2) command to select the correct
table(s) for the employee.

Enter the employee’s federal filing status in the Sat field and the number of exemptions the
employee is claiming on the W-4 form in the Exemp field.

If the employee wants a dollar amount withheld in addition to the cal culated withholding amount,
enter the dollar amount in the Extra WH field. If the employee wants afixed dollar amount withheld
instead of the amount calcul ated by the federal withholding formula, enter the dollar amount in the
Fixed WH field.

If the employee has requested advance earned income credit payments, enter E in the EIC Code
field. If both the employee and their spouse have requested EIC payments, enter B. The default N is
used if no advance EIC payments have been requested.
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Employee Tax Information

4, Tax Information [_ =]
Commands Edit Modes Other Seroll Comumands Help
2HrE| e A ?& 0K | Abandon |
Employee D JONDO1 _ Jonchim, Maria K
Tax Group IMN Al

Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID

FED ] 3 -0n 00 |N FEDM

State Tax Information

State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame

MN M 1 _00 .00 |STXMNM MHN Minnesota
Local Tax Information

State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne

TabsState | Enter=edt|  aAppend | Gowline | withholding setup |
Mest page I Previous page I Tax Group

|Company H [12/04/2000 | T erminal TOOD |OVA

Enter the table ID for the formula the federa withholding should use to calcul ate the correct
withholding amount for the employee. Use the I nquiry (F2) command to select atable ID from the
Tax Tables ID window. The table entered in this field overrides the table ID entered in the Employee
Withholding Codes section of the Tax Authority Setup function on the File Maintenance menu.

The state tax withholding for the employee is set up in the State Tax Information section of the
screen. Enter the state code in the State field, or use the Inquiry (F2) command to select the state
from the State Code window.

The Stat, Exemp, Extra WH, Fixed WH, and Table I D fields have the same functionality asin the
Federal Tax Information section. The table ID entered in the State Tax Information section should
have the format STXyyx (yy represents the state abbreviation and x represents the filing status.)

Enter the state used to accrue the employer’s state unemployment insurance for the employee in the
SUI Sate field; the name of the state appearsin the Sate Namefield.
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4, Tax Information

S E3
Commands Edit Modes Other Seroll Commands Help
2HrE| e A ?& 0K |_Abandon |
Employee D JONDO1 Jonchim, Maria K
Tax Group MM =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 3 -0o _00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 1 _00 .00 |STXMNM MHN Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN m M 1] N1 .00| LTXMNO1 |Minneapolis
Tab:FederalI Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group
|Company H [12/06/2000 | Terminal TOOD | INS

Thefieldsin the Local Tax Information section of the screen have the same functionality as the State
and Federal sections. Thetable ID entered in this section should be alocal tax table with the format
LTXyyxxw (LTXMNO1S is the sample table for the Minneapolislocal tax.)
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State Tax Information

4, Tax Information [_ =]
Commands Edit Modes Other Seroll Commands Help
2HrE| e A ?& 0K |_Abandon |
Employee D JONDO1 Jonchim, Maria K
Tax Group IMN =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 3 -0o _00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 1 -00 00 |STXMNM MN Minnesota
Wl M 1 N1 00 | STXWIM MN Wisconsin
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN [1}] M [1] .00 .00| LTXMNO1 |Minneapolis
Tab=Local I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group
| |Company H [12/06/2000 | Terminal TOOD | INS

An employee can have withholdings set up for multiple states or localities. If you need to record time
worked in different states and/or localities through the time ticket function, set up each state and/or
locality that you need to record hoursworked for in the state or local tax information section of the
employee’s Tax Information screen. Then, when you enter atime ticket to record the hours worked in
that state or locality you will be able to enter the state or local codes needed for that time ticket
transaction.

Note I

In order to apply a salaried employee’s earnings to multiple states, you must enter time tickets for
the salaried employee to divide his pay among the states.
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If you need multiple state or local withholdings to calculate automatically for an employee, you
should set up the additional state or local withholding codes under the employee’s resident state and/
or in the Tax Authority function.

Example: Anemployeeis aresident of New Jersey and worksin New York, and the employeeis
subject to withholding in both states. In this case the withholding should be cal culated
automatically for both states, not entered through time tickets. In order for the system to
perform the automatic calculation for both taxing authorities, set up the New York
withholding as a state other tax under the New Jersey tax authority in the Tax Authority
Setup function. See the Using Formulas section of this manual for an example of how to
set up one local tax authority under another local tax authority.

To exclude those employeesliving in New Jersey that are not subject to the New York withholdings
tax, use the Withholding option from the command bar on each employee's Tax Information screen
and toggle the Exclude field for the withholding code to YES.

If more than one state or local code is set up for the employee, the first state or local code entered is
the HOME state/locality for the employee. Totals for this state/locality will print on the federal W-2.
All other state and/or localities set up for this employee will be printed on separate W-2's. The home
state/locality isthe default state when entering time tickets.
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Entering Personnel Information

Selection Screen

&, Personnel Information One M= E
Conumands Edit Modes Other Help
FKitz R @Ea| e OK | Abandon |
| Employes 1D JOMOO1 Jonchim, Maria K |
Comments 1 Dizciplined for poor wark. performance on 2421./97
Comments 2 Haz greatly improved attitude.
Cormments 3
Degree q ajor Cert. Office Studies
Degree 3 I aior
Degree A b sjor
--- Pay Change - --- Bonus |zzued -
Date: Feazon Old Rate || Date Feazon ArnoLnt
03/25/1398 b erit 7.500 A oo
/o 000 L oo
A .a0o A oo
I 000 I oo
L .aoo S .0o0
I 000 I oo
/o 000 L oo
A .aoa A oo
[ |Company H [12/06/2000 | Terminal 700D | INS

This screen in Personnel Information One is used to record miscellaneous personnel information for
the employee. It has four sections; Comments, Degree, Pay Change, and Bonus I ssued. Use the
Tab key to move from one section to another.

Thefield labelsfor comments 1, 2, and 3 are set up in rows 4-6 of the USRDFxxx table.

The Inquiry (F2) command is available in the Degree field to choose from the Degree Descriptions
window. (The degree descriptions are set up through the Payroll Information function on the File
M aintenance menu.)

The Pay Change section is updated when you make a change to Salary or Hourly Rate fieldsin the
Pay Information section of the Salary Information screen in the Employee function and you answer
YESto the Add changeto Pay Change History? (Y/N) prompt.

You can enter information for 10 bonus payments in the Bonus Issued section. This section is not
updated by the system.

Press PgDn to save the information on this screen and move to the next screen you selected on the

Employees header screen. If thisisthe last screen you selected, you are returned to the Employees
header screen.

5-158



File Maintenance Employees

Personnel Information Two

Personnel Information Two

/o

|
[06/2171595_
77 |

[

In Personnel Information Two, the screen fields are all user-definable date fields. The field labels are
set up on the USRDDxxx table. Press PgDn to save theinformation entered on this screen and return
to the Employees header screen.
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Leave Adjustments

Adjusting Sick and Vacation Leave

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

IH Builders Supply ;I ﬂAS

OPEN SYSTEMS® Accounting Seftware

M Mo | Paytol |
GEMERAL Report 'writer E mployee [nguiry Employees

Billz of b aterials/Kitting Draily ok, Emnploves Histony
Bank Reconciliation Papday "Wark Leave Adjustrments
Fized Aszets Payroll Reports Departments

General Ledger Personnel Reportz Payroll Information
Inverntary Productivity Reports Recurring Entries
Job Cost Periodic Processing Tables

Purchasze Order File Maintenance Tax Tables

Sales Order Codes Maintenance Forrnula M aintenance
Accounts Beceivable Master File Lists LChange Fields
Accounts Payable taster Codes List

Resource Manager

| | Company H | Teminal TOOD [12/06/2000 | 2:03 PM

Use this function to make adjustments to an employee’s sick and vacation pay. You enter your initia
balances through this function. You can enter positive or negative amounts. Press PgDn to save each
adjustment and return to the Earning Code field. Use the Exit (F7) command to exit to the File

M aintenance menu.

Note I

After converting your data from a previous version of Payroll or after setting up the Payroll system
for the first time, use the Roll Up Leave Balances function on the Periodic Procession menu to create
a starting record in the Leave History file before using this function.
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File Maintenance Menu

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

IH Builders Supply Ll Qﬂ AS
Il

OPEN SYSTEMS® Accounting Seftware

M Mo Paytol |
GEMERAL Report 'writer E mployee [nguiry

Billz of b aterials/Kitting Draily ok,

Bank Reconciliation Papday "Wark

Fized Aszets Payroll Reports Departments

General Ledger Personnel Reportz Payroll Information
Inverntary Productivity Reports Recurring Entries
Job Cost Periodic Processing Tables

Purchasze Order File Maintenance Tax Tables

Sales Order Codes Maintenance Forrnula M aintenance
Accounts Beceivable Master File Lists LChange Fields
Accounts Payable taster Codes List

Resource Manager

| | Company H | Teminal TOOD [12/06/2000 | 2:03 PM

The employee history files store miscellaneous history (PAEMxxX), earnings (PAEExxx), deductions
(PAEDxxx) and federal, state, and local withholding history (PAEWxxx) month-by-month. The

history amounts can be displayed month-by-month, quarterly for the four quarters and the year to
date amounts.

Enter the employee's historical information through this function when setting up the Payroll system.
After setup, do not make changes to the historical information through this function. Instead, use the
Manual Checks function on the Payday Work menu to enter adjustmentsthat produce an audit trail.

If you manually change afield on one of the history screens, the following message appears; An

Employee Maintenance Audit Log exists. You must print it or send it to file before you leave
thisfunction. After the audit log is printed, you are returned to the File Maintenance menu.
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Maintaining Employee History
%, Employee History

Commands Edit Modes Other Help

2R @@l ?e OK__|_ Abandon |
Employee ID OO0 E]

Last Mame Jonchim

First Name Maria

iddle Initial K

Do you want ta see:

Emplayee E arnings Histary
Employee Deductions Hiztory
Emplayee Federal Tax Histary
Employee State Tax History
Employes Local Tax Histary

AR

[ |Company H [12/06/2000 | Terminal 700D | INS

On the Employee History screen, enter YES for each screen you want to work with. When you press
PgDn, the first screen you selected appears.

Employee Miscellaneous History

4, Fmployee Miscellaneous History
Conumands  Edit Modes Other Seroll Comumands  Help

Xz e @a| 2@ 0f | _Abandan |

| Employes ID  JONOD1 Jonchim, Maria K |

October Movember December -GTH 4- =rTD---

Hours Worked 546.500 -0on -0on 546.500 546.500 g
‘Weeks Worked 13.00 00 00 13.00 13.00 2|
ks Linder Limit 00 00 00 00 00| 2
Paid/tonth Y N N YNN
Allocated Tips .00 00 .00 .00 .00
100% Use Auta .00 00 .00 .00 .00
Cost of GTLI .00 .00 .00 .00 .00
Cost of DCE .00 0o oo .00 .00
457 Plan .00 .00 -0n -on .00
Mon-457 Plan .00 .00 .0n .00 .00
FICA Tips .00 -0n -0n N1l .00
Adv EIC Payment Kili} Nili] .00 .00 .00 ﬂ
Uneol DASDI 00 00 00 .00 .00 Z|
Uncol Medicare .00 _0n .00 .00 .00 g

| Enter = edit Mext Page LChange CHuarter I Quarter totals I Month Tatals I |

| |Compary H [12/06/2000 | Teminal TOOD | INS

The screens in the Employee History function all have two windows; the Month Totals window and
the Quarter Totals window. The Month Totals window displays the individual months in the quarter
along with the quarter and the year-to-date total. Use the Change quarter option to move from one
quarter’s Month Totals window to the next quarter’s information.

5-164



File Maintenance Employee History

Using the Miscellaneous History

Miscellaneous History

4, Fmployee Miscellaneous History
Conumands  Edit Modes Other Seroll Comumands  Help

Xz e @@ 2 e 0F | _#bandon |

| Employes ID  JONOD1 Jonchim, Maria K |

October Movember December T 4- = (D=

Hours Worked 546.500 _0oo _0oo 546.500 546.500 g
Weeks Worked 13.00 00 00 13.00 13.00 |
ks Linder Limit 00 00 00 00 00| 2
Paid/tonth Y N N YNN
Allocated Tips .00 _0n .00 .00 .00
100% Use Auta .00 00 .00 .00 .00
Cost of GTLI .00 .00 .00 .00 .00
Cost of DCE .00 0o oo .00 .00
457 Plan .00 .00 -0n -on .00
Mon-457 Plan .00 .00 -0n oo oo
FICA Tips .00 .00 .0n Nl .00
Adv EIC Payment .00 jili] il .00 .00 ﬂ
Uneol DASDI 00 00 00 .00 .00 Z|
Uncol Medicare .00 _0n .00 .00 .00 g

| Enter = edit Mext Page LChange CHuarter I Quarter totals I Month Tatals I |

| |Compary H [12/06/2000 | Teminal TOOD | INS

The Quarter totals option from the command bar displays the Quarter Totals window. The total
information for each of the four quarters and the year-to-date are displayed in this window. You
cannot enter or edit amounts displayed in thiswindow. All history information must be entered using
the Month Totals window for the screen. Use the M onth total s option on the command bar to return
to the Month Totals window or the Next page option to move to the next screen you selected on the
Employee History header screen.

To edit the information in the Month Totals window, place the cursor next to the item and press

Enter. You can edit the amount for the individual monthsin the quarter. Asyou edit the amounts, the
quarter and year-to-date amounts are updated.
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Employee Miscellaneous History

4, Fmployee Miscellaneous History
Commmands  £dit Modes Other Seroll Comumands Help

Xz e @@ 2 e 0F | _#bandon |

| Employee ID  JONODO1 Jonchim, Marnia K |

October Movember December T 4- = (D=

Hours Worked 546.500 _0oo _0oo 546.500 546.500 g
Weeks Worked 13.00 00 00 13.00 13.00 |
ks Linder Limit 00 00 00 00 00| 2
Paid/tonth Y N N YNN
Allocated Tips .00 _0n .00 .00 .00
100% Use Auta .00 00 .00 .00 .00
Cost of GTLI .00 .00 .00 .00 .00
Cost of DCE .00 0o oo .00 .00
457 Plan .00 .00 -0n -on .00
Mon-457 Plan .00 .00 -0n oo oo
FICA Tips .00 -0n .0n Nl .00
Adv EIC Payment .00 jili] il .00 .00 ﬂ
Uneol DASDI 00 00 00 .00 .00 Z|
Uncol Medicare .00 _0n .00 .00 .00 g

| Enter = edit Mext Page LChange Cuarter I Luarter totals I onth Tatals I |

| |Compary H [12/06/2000 | Teminal TOOD | INS

After Payroll setup, the Hours Worked, Weeks Worked, Wks Under Limit, and Paid/Month fields are
updated by the system as you enter timetickets and post checks. The remaining fields are not updated
by the system and must be updated manually in order to print the year to date information for these
fields on the employee’'s W-2 form. These fields are not updated by the system because they require
additional information not available through the Payroll Application.
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Earning History

4, Employee Earnings History
Conmumands  Edit  Modes Other Seroll Comumands Help
2 ¥ e | By BE| 2 0k | Abandon |
Employee I JONOD1 Jonchim, Maria K |
Earning Hours

Code October Movember December -QTH 4- -Th--- =
ovT 2.500 .00o .00o 2.500 2.500 =
REG 536.000 .0oo .0oo 536.000 536.000 =
SIC .0oo .0oo .0oo 000 -000 | =
VAL 40.000 -0oo 000 40.000 40.000
=
E arning Amounts =
Code October Movernber Decermber ~QTR 4- T |
ovT 28.13 0o 0o 28.13 2813 _ |
REG 4020.00 0o oo 4020.00 4020.00 _ |
SIC _0n _0n _0n _0n .00 _|
WAL 30000 0o oo 300.00 300.00 |

Gross Pay 434813 N} Mili} 434813 434813

Met Pay 3480.14 0o oo 3480.14 3480.14

T ab=Amounts I Enter=edit I Append I Mest page I Previous page I
Goto I Total grozs and net pa_l,lI LChange quarter I Quarter Totals I Month Taotalz I

| | Compary H | 12/06/2000 | Temminal TOOD | N5

The employee earning information in both the Month Totals window and the Quarter Totals window
is updated when you run the Post Checks function on the Payday Work menu. Use the Tab key to
move between the Earning Hours and the Earning Amounts sections of the screen.

To add an earning code to the Earning Hours or the Earning Amounts section use Append. To edit
the Gross Pay and Net Pay fields, use the eDit gross and net pay option from the command bar. If an
earning code for an employee has not been added to the Employee Deductions History screen before
a paycheck using the earning code is posted, the system automatically adds the earning code to this
screen during the Post Checks function.

Note I

You will be ableto manually adjust the 3 month period amounts, but you will not have direct access
to the QTR and YTD totals.
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Deduction History

4, Fmployee Deductions History
Commands Edit Modes Other Seroll Comumands Help
2HrE|Be B8 2 0k | Abandon |
Employee I JONODO1 Jonchim. Maria K |
Code State October Movember December -QTH 4-- - TO---
oo 2272 [11] .00 22.72 22.72 g
ooz 13.56 [11] .00 13.56 13.56 ﬂ
003 30.00 [11] .00 30.00 30.00 ﬂ
004 40.00 [11] .00 40.00 40.00
=
3
=
Enter=edit Append Mest page Previous page
Goto Change quarter Quarter Tatals Manth Totals
| | Compary H [ 12/06/2000 | Terminal TOOD | N5

Use this screen to add or edit deduction information for the employee. The information on both the
Month Totals and Quarter Totals windows is updated when you use the Post Checks function on the
Payday Work menu. If adeduction for an employee has not been added to the Employee Deductions
History screen before a paycheck taking the deduction is posted, the system automatically adds the
deduction to the screen during the Post Checks function.

The state code displayed in the State column next to a deduction code indicates that the deduction is
excluded from that state’'s SWH withholding code.
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Federal Tax
&, Employee Federal Tax History
Commmands  £dit Modes Other Seroll Comumands Help
ARz | 2E aa| 7@ 0K | Abandon |
| Employes I JONWOD1 Jonchim, Maria K |
Earnings
Code October Movember Decermber -QTR 4-- = TO---
EME 4348.13 .o -0n 4348.13 4348.13 =
EDA 4348.13 N1l -0n 4348.13 4348.13 =
FUT 4348.13 .0n 0o 4348.13 4348.13 =
PwH 4348.13 .00 0o 4348.13 4348.13 =
HWED 4348.13 .00 0o 4348.13 434813 =
0AS 4348.13 .00 0o 4348.13 434813 =
Tax Amounts =
Code October Movember December TR 4- = (D=
EME 63.05 .00 0o 63.05 63.05 _ |
EDA 269.58 .00 0o 269.58 269.58 _ |
FUT 269.58 .00 0o 269.58 269.58 _ |
PwH 206.25 -0o _0n 206.25 206.25 |
MED 63.05 Nl 0o 63.05 63.05
DAS 269.58 .00 -0n 269.58 269.58
Tab=Tax Amountsl E nter=edit I Lppend I Meut page I Previous page I
Goto I LChange quarter I Quarter Totals I onth Tatals I
| |Compary H [12/06/2000 | Teminal TOOD | INS

This screen has two sections used for federal tax information. The Earnings section stores the amount
of the employee's earnings subject to each of the federal withholding codes. The Tax Amount
section stores the amount of tax contributed by the employee for each federal withholding code.

To move between the two sections, use the Tab key. The earnings and tax amount information is
updated when you select the Post Checks function on the Payday Work menu.
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State History

4, Fmployee State Tax History

Commands £dit  Medes

Other

Seroll Commands  Help

ARz | 2E aa| 7@ 0k | abandon |
| Employes I JONWOD1 Jonchim, Maria K |
Earnings
State Code October Movernber Decermber -QUTR 4-- = TO---
MN suUl 4348.13 -0n oo 4348.13 434813 =
MN SWH 4348.13 -0n oo 4348.13 434813 =
A
-
=
=
Tax Amounts —
State Code October Movember December ~TF 4-- = (D=
MH SUl 178.27 0o oo 178.27 178.2¢7 _|
MH SwH 184.39 0o oo 184.39 18439 _ |
Tab=Tax Amountsl E nter=edit I Lppend I Meut page I Previous page I
Goto I LChange quarter I Quarter Totals I onth Tatals I

|Compary H [12/06/2000 | Teminal TOOD | INS

This screen & so has two sections, Earnings and Tax Amount. The Earnings section stored the amount
of the employee's earnings subject to each state withholding code. The Tax Amount section stores

the amount of tax contributed by the employee for each state withholding code. To move between the
two sections, use the Tab key.

The totals in the Earning and the Tax Amount sections are updated when you run the Post Checks
function on the Payday Work menu. Once alineis entered for a state, you cannot edit the State or

Code fields. Press Append to add another state.

If an employee has contributed withholdings in more than one state, the first state listed on this screen
is considered the HOME state. The withholding information for the HOME state is printed on the
federal W-2 form. Withholding information for each of the remaining statesis printed on a separate
W-2 form for each state.



File Maintenance

Employee History

Using the Local Tax History

Local Tax

4, Fmployee Local Tax History

Commands £dit  Medes

Other Scroll Commands Help

'}?XE§| ﬂ@|?© (1] IAbandonI
| Employes I JONWOD1 Jonchim, Maria K |
Earnings
State Lo Code October Movemnber December -QUTR - = TO---
MN (01 Lo 7259.59 7259.58 6759.89 21279.06 21279.06 _ |
Tax Amounts —
State Lo Code October Movember December QTR 4- = (D=
MN (01 Lo 114.52 114.52 7.4 326.45 326.45 | =|
£
P
-
k3
=
T ab=E arningz I E nter=edit I Lppend I Meut page I Previous page I
Goto I LChange quarter I Quarter Totals I onth Tatals I

|Compary H [12/06/2000 | Teminal TOOD | INS

This screen also has the two sections, Earning and Tax Amount. The Earnings section stores the
amount of the employee’'s earnings subject to each loca withholding code. The Tax Amount section
stores the amount of tax contribution by the employee for each local withholding code. To move
between the two sections, use the Tab key. Both sections are updated by the Post Checks function on
the Payday Work menu.

If an employee has withholdings contributed in more than one locality, the first locdlity listed on this
screen is considered the HOME locality. The withholding for the HOME locality is printed on the
federal W-2 form. The withholding for each of the remaining statesis printed on a separate W-2 form

for each locality.
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Employee History Audit Log

i, Employee History - Audit Log

Diefamlt

2XiERR | @a

? & 0K | abandon |

An Employee Maintenance Audit Log exists
Yo must print it or zend it to a file
before you leave this function

4, Ouiput Information E

Jefault Printer Laser

FOL rint Dialog Laser

' Printer PSL  Print Setup Lager
LPD Windows Default Printer Dot M atrix
P g FDD  Print Dialog Drat Matrix & Standard
I (el PSD Print Setup Dot b atrix S
Fi LP%  windows Default Printer Wide Carriage ol q
Eile PO  Print Dialog \Wide Carriage Dot Matris e
PS5 Print Setup "ide Carriage Dot b atrix
File Mame C. 0545611/ zample/ Browse |

Cancel | |
| Temingl TOOD | INS

When you have completed editing or adding information through the Employee History function and
use the Exit (F7) command, the Payroll system prompts you to enter the output device to be used to
print an audit log of the changes you entered. When the printing of the audit log is completed, you are
returned to the File Maintenance menu.

Audit Log produced when making changes to the info. in the Employee History screen

03/29/1999 Builders Supply Page 1
12:35 PM Employee History - Audit Log

Employee JONOO1

December 100% Compensation of Au was changed from 00 to 155.00
December Deduction amount for code 001 was changed from 10.56 to 21.56

End of Report
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Master File Menu

4, TOOD - OPEN SYSTENMS® Accounting Software - SAMPLE DATA

File Modes Tool Favorites

Printing an Employee Detail List

Other Help

o 2 @@ K

B <

IH Builders Supply

"~ O5AS:

QPEN SYSTEMS® Accounting Seftware

Main Menu

Master File Lists

GEMERAL Report 'writer
Billz of b aterials/Kitting
Bank Reconciliation
Fixed Azsets

General Ledger
Inverntary

Job Cost

Purchaze Order

Sales Order

Accounts Beceivable
Accounts Payable
FPayroll

Resource Manager

Emplayee [nguiry
[ aily ok,
Fapday “Wark
Payroll Reports
Personnel Reportz
Froductivity Reports
Periodic Processing
File taintenance
Codes Maintenance
tdaster File Lists
M aster Codes List

Jetail List
Employes Labels
Forrnulas List
Department List
Payrall Information List
Recurring Timne Ticket List
Fecurring Deductions List
Tables List

| Company H | Teminal TOOD [12/06/2000 | 3:33 PM

Use the functions on the Master File Lists menu to print reports for the Information you set up
through the File Maintenance functions.

Employee Detail List
i, Employee Detail List
Comumands Edit Modes Other Help
PHE e | mE | 7@ OK__|_Abandon |
Employes ID From | 3
Thiu I al
— Sort By
@+ Employes 1D
= Last Name
" Social Security Mumber
" Department
— Print:
i Active Emplopees Only
" Terminated Employess Only
i+ Bath
Prirt Histary? Il

|Company H [12/06/2000 | Terminal 700D | INS

You can print employee information for arange of employees and sort the report by employee ID,
employee last name, social security number, or department. You can include only active, only
terminated, or both types of employeesin thelist.

You can a so select whether you want to include employee history information on the list.
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Employee Detail List (Active employees)

1999
3:37 M

STO001 (Page 1)
Stockard, Albert W
9201 W. Broadway

St. Paul MN 55101
) -

Sex M
EEO Class 5
Start Date 11/30/1986
Birth Date 12/18/1972
Term Date

Adj Hire Date 11/30/1986
Dept 100
Labor Class SHP
Corp.Officer N
Seasonal Empl N
Type (H or S) H
Exempt From OT N
Adjust to Minimum N
Group Code 1
Pay Periods Per Year 12
Salary .00
Hourly Rate 8.950
Override Pay .00
Check Location

Work Phone

Extension

Sick Accrual Code XX
Vacation Accrual Code XX

Remaining Sick Leave 30.000

Remaining Vacation

32.000

Builders Supply
Employee Detail List

By Social Security Number For Active Employees Only

SS# 449-58-4392
US Citizen
Job Title
Supr ID

Supr Name
Last Review
Next Review
Last Chk Date
Ins Coverage
User Label 2
User Label 3

---- Pay Rate Change Information ----
Date Reason 0ld Rate
.000
.000
.000
.000
.000
.000
.000
.000

License

Last Phys
Driver Lic
User Date 04
User Date 05

User-Defined Dates

Name
Work Phone
Home Phone
Relation

Degree Major

Reason

User Date 06
User Date 07
User Date 08
User Date 09
User Date 10

Bonus Information

Page 1
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Printing Employee Labels

Selection Screen

%, Employee Lahels

Commands Edit Modes Other Help

2 viE e @me

?2 & 0K | Abandon |

Employee ID From I E
Thiu I al

— Print:
i+ Al Employess
" Current Employess

— Label Type:
& Standard 15/16 % 31/2
¢ Standard 1 71623172

[ |Company H [12/06/2000 | Terminal 700D | INS

You can print labels for arange of employee IDs and select whether to include all employees or
current employees only. You can choose between two sizes of 1abels. When you print |abels to paper,
you will have alist of employees printed by employee ID.
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Employee Labels printed to paper

BOU001

LINDA C BOURNE

501 N HAMILTON AVE
EDINA MN 55435

GER001

TIMOTHY G GERARD
13330 E 32ND AVE
MINNEAPOLIS MN 55055

JEN0O1

KATHY M JENKINS
1200-24 WRIGHT BLVD
APT 402

MINNEAPOLIS MN 55055

JON001

MARIA K JONCHIM

3321 W 52 AVE
MINNEAPOLIS MN 55055

LUK001

GEORGE LUKAS

4862 SKY VIEW DR
PLYMOUTH MN 55427

ROS001

LUCINDA A ROSSINI
2285 WEST LAKE DRIVE
MINNEAPOLIS MN 55055

STO001

ALBERT W STOCKARD
9201 W. BROADWAY
ST. PAUL MN 55101
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Recurring Entries for Employees

%, Recurring Entries

Commands 04t Modes Other Seroll Commands Help

PRIE|BE @ma| e 0k | Abandon |
Employee 1D IBDUDD‘I § Bourne, Linda C [SALARIED)
Department 500 EXECUTIVE
Cutoff Date 1270672000 Class Prs Fiate -00on
Cutaff Fun Dept Type Caode Hoaurs Fiate Amaount Pieces
=]
2
N
d
g
=
Entry [ 000001 of 0DODO1 |
| Enter = edit | Add Tranz Emplopee First Last I Mext I Previous I Totals I |

[ |Company H [12/06/2000 | Terminal 700D | INS

When you enter in Recurring Entries you have the capability of copying them to the Payroll
Transaction file when a pay period occurs. This will save time on entering individual time tickets
during each pay period that the totals and amounts are consistently the same. You can set up recurring

entries for both salaried and hourly employees.
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Setting Up Recurring Time Tickets

Recurring Entry

4, Enter Recurring Entries
Commands Edit Modes Other Help

2tz 2@ @ma ?e 0K | Abandan |
Employee 1D [EC0L007 E Bourne. Linda C [SALARIED)
Tax Group  [MM a
Fun Code 1 Cutaff [ Dept (300 1] EXECUTIVE
Job 4] Phase I 4 Cost Code g
Class Prs &l Sequence Mo I 1] Pieces 0 Salary 7500.00
EamnCode  Mate Hours Rate ArnoLnt
Sl [al | | oo | .ann | .an
Deduction Maote Haurs Amount
| Company H [T2/0872000 [Terminal TOOD [ THS

Use this function to enter time ticket information that will become arecurring entry. This is where
you set up theinitial information, you will have the opportunity to make changes when you put
together individual Payroll Transactions. But thisisthe information that will default in when you
copy Recurring Entriesinto the Payroll Transaction file. You will want to set this up before going
into Payroll Transactions. You will allocate labor dollars, hours, and pieces to departments and jobs
and phases if Payroll isinterfaced with Job Cost or Contractors’ Job Cost.

Note I

You cannot use this function when working with last-year files.

To allocate employer withholdings to a department other than employee's Home department, you
must set the Post Employer Taxes/Deduction to Home or Wor ked Department? option to
WORKED in the Options and Interfaces function on the Company Setup menu in Resource
Manager. The employer’s withholding and deductions will then be alocated to the department
entered on the time ticket.
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Setting Up Recurring Deductions

Deduction Entry

4, Recwrring Enivies =15 =]
4, Enter Recurring Entries =[]
Comuands Edit Modes Other Help
Frtz 2@ @ma| e 0K | Abandan |
Employee 1D [EC0L007 § Bourne. Linda C [SALARIED)
Tax Group  [MM al
Fun Code 1 Cutaff [ Dept 500 3] EXECUTIVE
Job 4] Phase I 4] Cost Code g
Class Prs 8] Sequence No I—D Fieces 0 Salary ¥500.00
EamnCode  Mate Hours Rate Arnount
SAL Salaried Wage 80.000 93.750 7500.00
Deduction Maote Haurs Amount
003 United Way 000 10.000
| al | | oo | .an
| Company H 12082000 [Terminal TOOD [0VE

You will need to set up Recurring Deductions if there are any deductions that need to be added to or
to replace any scheduled deductions. These Recurring Deductions are only used based on Recurring
Entries you have set up. If you don’t enter any Recurring Deductions the system will automatically
use the ones you have set up in the scheduled deductions for that employee.
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Printing A Recurring Time Ticket List

Selection Screen

%, Recurring Time Ticket List
Conumands Edit Modes Other Help

xR @B ?e OK | Abandon |

Employes 1D From
Thru
Fiun Code From
Thru
Cutaff Date From L
Thru A

2 L2

Fritit:
* Employes
" Job and Phaze
i Department
" Labor Class
i Group Code
€ Run Code

[ |Company H [12/06/2000 | Terminal TOOD |OVR

After setting up Recurring Entries and Recurring Deductions you will want to print out a Recurring
Time Ticket List. Thislist will show what you have entered for which employees, allowing you to go
in and edit or add to an employee’srecurring entry file. If you go into Recurring Entries and change
or adjust any information you will want to re-print this list to verify what has been entered is correct.
You can print by:

Employee

Job and Phase

Department

Labor Class

Group Code

o g & W N B

Run Code
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Recurring Time Ticket List printed by employee

07/07/1999
4:20 PM

Employee
ID Name

Type Run Code State
Group

JON001 Jonchim, M K H Al

ROS001 Rossini, L A H Al

STO001 Stockard, AW H C9

Builders Supply

Recurring Time Ticket List

By Employee

Local Dept. Job Phase Cost
Cutoff Code Code ID D

MN 501 000
MN 501 000
MN 100 000

Class
ID

SEC

SHP

Code Seq.

REG
000

Regular Pay

Pieces Totals
REG Regular Pay
Employee JONOO1 Totals

REG
000

Regular Pay

Pieces Totals
REG Regular Pay
Employee ROS001 Totals

REG
000

Regular Pay

Pieces Totals
REG Regular Pay
Employee STO001 Totals

Pieces Totals
REG Regular Pay
Grand Total

Code Description

Page 1

Rate Pieces
Hours Amount
7.500 0
40.000 300.00
0

40.000 300.00
40.000 300.00
5.750 0
40.000 230.00
0

40.000 230.00
40.000 230.00
8.950 75
40.000 358.00
75

40.000 358.00
40.000 358.00
75

120.000 888.00
120.000 888.00
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Printing A Recurring Deductions list

Selection Screen

%, Recurring Deductions List
Commands Edit Modes Other Help

%Xt§|ﬁ|ﬂ@|?@ Ok IAbandUnI

Employes [0 From
Thru
Fiun Code Fiom
Thru
Cutaff Date From
Thru LA

L=l

-
-

Print by

i+ Employes
¢ Department
i Group Code
" Run Code

[ |Company H [12/06/2000 | Terminal TOOD |OVR

After setting up Recurring Entries and Recurring Deductions you will want to print out a Recurring
Deduction List. Thislist will show what deductions you have entered for which employees, allowing
you to go in and edit or add to an employee’s recurring deduction file. If you go into Recurring
Deductions and change or adjust any information you will want to print thislist to verify what has
been entered is correct. You can print the list by:

Employee

Job and Phase
Department
Labor Class

Group Code

o g & W N B

Run Code
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Recurring Deduction List printed by Employee

07/07/1999
4:39 PM

Employee
ID Name

JON001 Jonchim M K

ROS001 Rossini L A

STO001 Stockard A W

End of Report

Type Group Run Cutoff

H

H

Al

(o]

Builders Supply
Recurring Deductions List

Page 1

By Employee

Dept. ----- Deduction--- Hours Amount Note
Code Description

501 010 Stock Plan .000 25.00
010 Stock Plan .000 25.00
Emp. JONOO1 Totals .000 25.00

501 010 Stock Plan .000 25.00
010 Stock Plan .000 25.00
Emp. ROS001 Totals .000 25.00

100 010 Stock Plan .000 25.00
010 Stock Plan .000 25.00
Emp. STO001 Totals .000 25.00
010 Stock Plan .000 75.00
Grand Total .000 75.00
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Change Fields

Use the Change Fields function to change any code from one value to another. The Change Fields
function can change codes within this application, as well asin other applications. If you will receive

alog after the change function outlining the fields changed.

Change Fields Selection Screen

/4, Change Fields == =]
Commands Cdif Modes Other Scroll Commands Help
2rrE|BEe AR 2 0f. | Abandon |
Field ID P& EMPLOYEE D ﬂ
Fririt Lagi: ~
Original '/ alue Mew alue File D'escription Time Tag
JEMOO SIk00 Il &P Sales -] g
_ || |40 Master Filz Short = ﬂ
||/ |40 Detail Histary File Lang [N
Payrall Checks Deduction Long |l
Payroll Checks E amings F Long &
Paproll Checks File Shart =
Payrall Checks Withholdin Lang I
Payroll Emplopes Deductoi Shaort |l
Employee History Deductio Short =
Employee Histary E arnings Shart =
Payroll Emploves History Short =
__ || {Employees Personnel File Short I ﬂ
||| Pravroll Emplopee Tax Info Shaort |l g
__||||Employee History ‘ithhald Short & =|
LineMo [ D0D0D0OT of 0D0DDZ7 |
Tab = value Enter = Tag/Untag 2l I None I Beain I Header I Goto I Eield ID I
[ [Company H [03/08/2000 | T eminal T00D [V

The screen contains three sections. The top that includes the Field I D and the Print Log? option, is
where you select the code or ID to change, and whether or not you want to produce the printed log of
what fields have been adjusted. The lower left section iswhere you will build alist of the values you
want to change by specifying the old value and the new value. The lower right section contains alist
of the files that will be changed in the applications you have installed on your system.

Field

Field ID

Print Log?

Description

Enter the Field ID you want to change. You can change only Payroll fields from the Payroll
menu. To change IDs and codes from other applications, run the Change Fields function in the
respective application.

Select the Print Log field to print alist of the filesthat are changed.

After you enter the Field ID and indicate your preference for printing the log, use the Proceed
(PgDn) command to begin entering field values that you want to change.
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Append Screen

.. Change Fields == =
Commands Edit Modes Other Scroll Commands Help
2| A8 2 0f. | Abandon |
Field ID |PA EMPLOYVEE ID ET]
Fririt Lagi: =
Original Walue 4, Add Original/New Values =10 =< |Time Tag
Commands Edit Modes Other Help g o J
2= |B® @B 2@ ok | sbedon [ [ F ]
i hg - J
hg I~
Original ¥alue  [JENOOT a] g o
MNew Value [SIMOD1 al e =
g s
Fayroll Emplopes Deductoi Short 1
Employee History Deductio Short e
Employee Histary E armings Shart =
Payroll Emploves History Short v
|| |[Employees Personnel File Short ¥ J
F|| [Pawroll Employee Tax Info Short 1 J
||| |[Emploves History ‘withhald Short I~
Line Mo [ D0DDOOT of 0DODDOO |

Tab =tag Enter = edit Append Begin code change I Header I | Ejelde) I Eield ID I
| |Compary H | 03/06/2000 | Terminal TOOD |OWR

Use the A to Append or add another value that you want to change, Enter to edit a change you have
aready set up and Tab to view the File Descriptions that default in on the Right side of the screen.

Select the Append option and here you will choose:

Field Description

Original Value Enter the current field value that you want to change.
New Value Enter the new value that you want to use for this field.
Continue entering old values and new values until you have specified all of the values you want to

change. If you want to adjust the files that will be changed, you can use the Tab command to jump to
that section. If you are satisfied with your selections, press B to begin the change process.

If you do decide to change the Field Descriptions, thisis the information that defaultsin.

Field Description

File Description  Thefilesthat contain the Field ID you selected appear.

Time Thisfield giversyou an idea of the relative timeit will take to change the field in agiven
file. Files where this code of IFD are a part of the key to the file can be changed more
quickly than files where each record in the file must be scanned for the code or ID. Each file
israted as Short or Long to denote the estimated time required to change the field.

Tag This field denotes whether the file will be affected by the copy process. Tag the file to
changefieldsin thefile.

When the changes are complete, the log will print if you elected to produce it.
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Change Fields Log

11/0kse000 Builders Supply Page 1}
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Daily Work

Functions on the Daily Work menu are used to enter and process Payroll transactions.

Use these functions to:

»  Enter the number of hours each employee worked

*  Allocate labor dollars, hours and pieces to various departments, jobs, and phases for hourly
and salaried employees

»  Enter miscellaneous earnings and deductions, which will appear on employee payroll
checks

*  Print reports as an audit trail of transactions

»  Post the transactions to update pay records, department files, and the Transaction History
and Job Cost files (which are both optional)

When do you enter time tickets and miscellaneous deduction entries? That depends on your schedule.
You can enter them every day if necessary.

Whenever you do, you must print the journals and then post the transactions to update the employee
and department records, and optionally, the Transaction History and Job Cost files. In turn, this
information is used to produce the payroll checks.

Daily Work Menu Screen

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Coe 2 Mm@ BEEC

[H ™ Builders Supply =l Qr‘ AS

OPEN SYSTEMS® Accounting Seftware

TR Doy ok
GEMERAL Report 'writer E mployee [nguiry FPayroll Tranzactions

Billz of M aterials/Kitting D2 aily Woork. Time Ticket Journal
Bank Reconciliation Pavday "Wark Mizcellaneous Deductions Journal
Fized Aszets Payroll Reports Copy Recuring Entries
General Ledger Personnel Reportz Poszt Tranzactions
Inverntary Productivity Reports

Job Cost Periodic Processing

Purchaze Order File kaintenance

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable b aster Codes List

Resource Manager

Company H | Terminal TOOD | 12/07/2000 | 9: 38 AM
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Daily Work Flowchart

‘/ Transactions File

Payroll Transactions

Recurring Entries

Job Cost
Jobs File

'\ (PATRXxX)

A

Post Transactions

Time Ticket
Journal

Miscellaneous
Deductions
Journal

/ Payroll Transaction

(JOBSXxX)

Job Cost

History File
(JOHIxxx)

Job Cost

Cost Code File
(JOCDxxx)

Department File
(PADPxxx)

> Post File
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History File
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Daily Work Processing Checklist

OO0 OO Od

Enter in Payroll Transactions for hourly employees and for salaried employees, if you are
tracking their hours worked.

Copy recurring entries for hourly and salaried employees.

Print a Time Ticket journal to verify hours entered and the recurring entries that you have copied
over.

Print a Miscellaneous Deductions Journal for any Misc. Deductions you have entered.
Backup datafiles.

Post Payroll Transaction.
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Entering Time Ticket Transactions

How you use the Payroll Transactions function depends on whether your employees are hourly or
salaried, exempt or non-exempt, and whether you' re entering atime ticket or making amiscellaneous
payroll entry. The functions that you need to do your day-to-day work appears on the Daily Work
menu.

Daily Work Menu Screen

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

IH Builders Supply ll Qr‘ AS

OPEN SYSTEMS® Accounting Seftware

M Mon T — Daiy Work
GEMERAL Report 'writer E mployee [nguiry Fayroll Trans =

Billz of M aterials/Kitting D ai k. Time Ticket Journal

Bank Reconciliation Papday "Wark Mizcellaneous Deductions Journal
Fized Aszets Payroll Reports Copy Recuring Entries
General Ledger Personnel Reportz Poszt Tranzactions
Inverntary Productivity Reports

Job Cost Periodic Processing

Purchaze Order File kaintenance

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable taster Codes List

Fayrall

Resource Manager

Company H | Terminal TOOD | 12/07/2000 | 5:38 Ak
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Daily Work

Recording Time Tickets for Salaried and Hourly Employees

6S-196

Payroll Transactions Screen

%, Payroll Transactions M= E3
Conumands  Edit Modes Other Seroll Comomands  Help
2= 2R @A 2?e 0K | Abandon |
Employee 1D IJDNDD‘I ]ﬂ_ Jonchim, Maria K [HOURLY)
Department 501 EXEC. SECRETARIAL
Diate 1270772000 Class SEC Fiate ¥.5000
Date Dept Job Type Caode Hoaurs Fiate Amaount Pieces
L ——— g
2
=
=
Fl
=
Entry [ 000001 of 0DODOT |
| Enter = edit | Add Tranz Emplopee First Last I Mext I Previous I Totals I |

[ |Company H [12/07/2000 | Terminal 700D | INS

Hourly employees are paid according to the time ticket data you enter. In addition, hours, dollars and
pieces are posted to the department you specify (and to the job and/or phase you specify if Payroll is
interfaced with Job Cost).

Exempt salaried employees are paid according to the salary you entered in the Employee file, not
according to the time you enter here. The Payroll system normally distributes salary expense for a
sdaried employee to his HOME department, but you can use this function to enter payroll
transactions for salaried employees to distribute their salary expense to a department different from
their home department. If you enter N in the Exempt? field on the Salary Information screen, you
can enter overtime pay transactions; this will increase the pay a salaried employee receives. You can
also use the Payroll Transactions function to enter other types of pay (such as bonuses), other
deductions, and vacation/sick pay for salaried employees. Vacation and sick pay can either be added
to or replace saary, depending on the selection you made for the field Add or Replace Salaried
Wages for Salaried Employeesin Time Tickets?, for the earning type used to set up the sick and
vacation pay earning codes.

You make miscellaneous payroll entries to record other pay that employees have earned in addition
to their regular pay, and other deductions that are to be withheld from paychecks. Other types of pay
can include commission, tips, bonuses, and the like. Other deductions areitems that are not regularly
scheduled, such are one-time deductions. You define these other types of pay using the Earning
Codes function on the File Maintenance menu. You set them up using the Deductions function on the
File Maintenance menu.
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Entering Payroll Transactions Screen

%, Payroll Transactions =100]=]
4, Enter Transactions M= B3
Commands Edit Modes ©Other Help

2tz 2@ @ma ?e 0K | Abandan |

Employee 1D [JOMOOT 2| Jonchim. Maria K [HOURLY)

Tax Group  [MM E} .

Date 12/07/2000 Dept 1501 3] EXEC.

Job 4] Phase I 2] CostCode | Iﬂ

Class SEC [a] Sequence Mo I 1] Fieces 0 Hate I 7.500

EamnCode  Mote Haours Fate Amaunt

[REG  [al | | oo | .ann | .an
Deduction Maote Haurs Amount

| Company H 120772000 [Terrninal TOOD [ THS

When you allocate a portion of an hourly or salaried employees earning to another department, use
the Payroll Transactions function to record the distribution. In addition, to charge labor hours,
dollars, and piece information to a job or phase, you must enter the data through this function.

Note I

If you use Time Billing, Material & Production Management, or F.A.S.T, save time by entering
hours through those applications instead of using this function.

You can aso use this function to edit transactions, delete transactions, or reverse time tickets and
miscellaneous entries for the current pay period that were entered in error. To edit transactions, on the
Payroll Transactions screen, move the cursor to the transaction you want to edit and press Enter. To
delete and use the Delete (F3) command. To reverse posted time tickets entered in error, enter the
time ticket with a negative number of hours, or the miscellaneous deduction with negative amount.
Then post the negative time tickets and recalculated checks. This procedure for entering corrections
provides an audit trail of the change. If the checks are correct, you would post the checks. If you have
already posted checks, you must use the Void Checks function on the Pay Invoices menu to void the
check and reinstate the original timeticket. You can then edit the time ticket if necessary.
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Salary Employee Transaction Screen

&, Payroll Transactions

Commands 4t Modes Other Seroll Commands Help

[ 0] ]

EXSET W Y

0f | abandon |

Employee 1D IJDNDD‘I ]ﬂ_ Jonchim, Maria K [HOURLY)

Department 501 EXEC. SECRETARIAL

Diate 1270772000 Class SEC Fiate ¥.5000

Date Dept Job Type Caode Hoaurs Fiate Amaount Pieces

12/07/2000 ) 501 Pay REG 40.000 7.500 300.00 0 g

12/07/2000 ) 501 Pay ovT 3.000 11.250 3375 0 ﬂ
=
=l
Fl
=

Entry [ 000002 of 00D0ODZ |
| Enter = edit | Add Tranz Emplopee First Last I Mext I Previous I Totals I |

|Company H [12/07/2000 | Terminal 700D | INS

Use this function to enter time tickets to record, edit, or delete the number of hours worked by an

employee. Enter miscellaneous earnings (bonus pay, commissions, tips) and nonscheduled

deductions; and to allocate labor dollars, hours, and pieces to departments, jobs and phasesif Payroll
isinterfaced with Job Cost or Contractor’s Job Cost.

Note I

You cannot use this function when working with last-year files.

To alocate employer withholdings to a department other than the employee’s Home department, you
must set the Post Employer Taxes/Deduction to Home or Wor ked Department? option to
WORKED in the Options and Interfaces function on the Company Setup menu in Resource
Manager. The employer’s withholding and deductions will then be alocated to the department

entered on the time ticket.
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Entering Time Ticket Transactions

Enter the employee ID you want to record atime ticket for, or use the Inquiry (F2) command to
select an ID from the inquiry window. You can press Enter begin working with the first employee
record in the Employeefile. If you are recording time tickets for a new employee, you can use the
M aintenance (F6) command to set up the employee’s record. After you enter the employee ID,
information from the employee’s record appears in the header section of the Payroll Transaction

screen.

Payroll Transactions Entry Screen

&, Payroll Transactions M= E3

Conumands  Edit Modes Other Seroll Comomands  Help

PRI | BE @ma| 2@ 0k | Abandon |
Employee 1D OO0 ]ﬂ_ Jonchim, Maria K [HOURLY)
Department 501 EXEC. SECRETARIAL

Date 1240772000 Class SEC Fate 7.5000

8]

L[ |1

[IEREETE

Enty [ 000001 of 00DOOT )

| Enter = edit | Add Tranz Emplopee

First Last I

Mext

I Previous I

Totals I |

|Company H [12/07/2000 | Terminal 700D | INS

If you want to edit a transaction, place the cursor at that transaction and press Enter; the Edit
Transactions window appears. You can edit any field for the transaction.

Edit Transactions

4, Payroll Transactions = =]
Comumands  Edit Modes Other Seroll Comumands  Help
R X By gl o 0F | Abandon
:;, Edit Transactions _o= %
Emplayes 1D I: Corunands Edit Modes Other Help [HOURLY)
Biprimzt 'R tE|B@® @A ? S 0Kk | Abadn |
Date 12/0 7w Group IMN ﬂ_
Ciate [12/07/2000 s
Date Dept  popt [5m a] EXEC. SECRETARIAL k. Pieces
1 a0 Job [a] Phasze | (] =
12/07/2000 |50 Cost Code e 75 0=
Class SEC 2] Secretary =
SeqMao a
Mate Regular Pay
Earning Code REG 2| Regular Pay
Hours 40.000
Rate 7.500 =
Amaount 300.00 =
Pieces 0 =]
of 000002 |
| Enter = edit | Add Trans Employes First Last I Hext I Previous I Toatals I |
[ |Company H [12/07/2000 | Terminal 700D | INS
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Hourly Employee Transaction Screen

%, Payroll Transactions =]
4, Enter Transactions M= B3
Commands Edit Modes ©Other Help
2tz 2@ @ma ?e 0K | Abandan |
Employee 1D [JOMOOT 2| Jonchim. Maria K [HOURLY)
Tax Group  [MM E} .
Date 12/07/2000 Dept 1501 3] EXEC.
Job 4] Phase I 2] CostCode | Iﬂ
Class SEC [a] Sequence Mo I 1] Fieces 0 Hate I 7.500
EamnCode  Mote Haours Fate Amaunt

Fes 9

[ oo |

.ann

| .00

Deduction

Maote

Haurs

Amount
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Use the Add trans option from the command bar to add a transaction for the employee. The Enter
Transactions screen appears. This screen has three sections. header, earnings, and deductions. To
move between the three sections, use the Tab key.

If the employee works in more than one state, the State field in the header section defaults to the
HOME state, the first state code entered in the State Tax Information section of the Tax Information
screen in the Employee function. Enter the state code you want the hours on the time ticket applied
to. For asalaried employee, if no timetickets are entered then the total salary amount isapplied to the
HOME state. You must enter timetickets in order to apply the pay amount to the other states set up
for the employee. If thetimeticketsfor asaaried employee doesn’t account for all the hours worked,
the remaining hours are applied to the HOME state.

Example: A salaried employeeis set up with MN (Minnesota) astheir HOME state. The
employee is aso set up for CO (Colorado) and IL (Illinois). Time tickets are entered to
record 20 hoursin CO and 15 hoursin IL. The FREQxxx table shows that the group code
for this employee works 80 hours per pay period. The pay amount is distributed to the
three states as follows: 20 hoursto CO, 15 hoursto IL, and the remaining 45 hoursis

applied to MN, the employee’s HOME state.

If alocal code for withholding is set up in the Loca Tax Information section of the Tax Information
screen in the Employees function, that local code appears as the default in the Locality field. If no
local taxes are set up for the employee, thisfield is blank.
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Entering Time Ticket Transactions

Entering Payroll Transactions Screen

%, Payroll Transactions =]
4, Enter Transactions M= B3
Commands Edit Modes ©Other Help
2tz 2@ @ma ?e 0K | Abandan |
Employee 1D [JOMOOT 2| Jonchim. Maria K [HOURLY)
Tax Group  [MM E}
Date 12/07/2000 Dept 501 3] EXEC.
Job 4] Phase I % Cost Code Iﬂ
Class SEC [a] Sequence Mo I 1] Fieces 0 Hate I 7.500
EamnCode  Mote Haours Fate Amaunt
[REG  [al | | oo | .ann | .an
Deduction Maote Haurs Amount
| Company H 120772000 [Terrninal TOOD [ THS

The date defaults from the system date; you can accept this date or change it. The department from
the employee’s record defaultsin the Dept. field. You can accept the default or change it to the
department you want the transaction amount, hours, and pieces accumulated in and the General
Ledger accounts the expenses are distributed to. If you want to distribute expenses to different
departments, you must enter multiple payroll transactions for the employee.

If Payroll is interfaced with Job Cost or Contractor’s Job Cost, the Job, Phase, Cost Code and Pieces
amounts are posted to the job and phase entered here when you select Post Transactions. If Payroll is
not interfaced with Job Cost, the information in these fields can be used to sort the Time Ticket
Journal and Transaction History Report. When Payroll isinterfaced with Job Cost, use the Cost Code
field to enter the labor code for the job.

The Classfield information defaults from the Labor Classfield in the employe€’s record; you can
change or accept it. If you need to add a new |abor class, use the Maintenance (F6) command.

Use the Seq No field to produce multiple paychecks for an employee. Transactions with the same
sequence number are processed as the same paycheck. If you enter transactions with a different
sequence number, a separate paycheck is produced for those transactions. To produce multiple
checks for salaried employees, you must enter atime ticket for the regular salary with one sequence
number and then enter a second time ticket with a different sequence number to produce a second
check. The first time ticket entered for a salaried employee is applied to the regular salary amount by
the system.

6S-201



Entering Time Ticket Transactions Daily Work

Entering Payroll Transactions Screen

%, Payroll Transactions =100]=]
4, Enter Transactions M= B3
Commands Edit Modes ©Other Help
2tz 2@ @ma ?e 0K | Abandan |
Employee 1D [JOMOOT 2| Jonchim. Maria K [HOURLY)
Tax Group  [MM E}
Date 12/07/2000 Dept 501 3] EXEC.
Job 4] Phase I % Cost Code Iﬂ
Class SEC [a] Sequence Mo I 1] Fieces 0 Hate I 7.500
EamnCode  Mote Haours Fate Amaunt
[REG  [al | | oo | .ann | .an
Deduction Maote Haurs Amount
| Company H 120772000 [Terrninal TOOD [ THS

Enter the number of Pieces. The Pieces information is not used to calculate pay, but can be
accumul ated in the department record, and if Payroll is interfaced with Job Cost, you can post this
information to the job.

The amount in the Rate/Salary field defaults from the employee’s record and cannot be edited in the
header section of the Payroll Transactions screen, but can be in the Enter Transaction screen.

The earning code field defaults from the employee Salary Information screen in the Employees
function on the File Maintenance menu. You can change the earning code, use the Inquiry (F2)
command to select an earning code from the Earning Codes window, or if you need to set up a new
earning code, use the Maintenance (F6) command. When you enter time tickets for asalaried
employee using earning codes set up as an earning type that replaces salaried wages, you can't pay
them more than their salary amount. The difference between the pay amount calculated from time
tickets entered and the salary amount in the Pay Information section of the Salary Information screen
is automatically recorded with the Earning code entered in the Pay Information section of the Salary
Information screen.
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Payroll Transactions Screen

%, Payroll Transactions =100]=]
4, Enter Transactions = 10]=]
Commands Edit Modes Other Help
2¥iiEbRe AR ? € OK__|_Abandon |
Employee D |JOEOO7 E Jonchim, Maria K [HOURLY)
Tax Group  [MM al
Date 12/07/2000 Dept |501 3] EXEC.
R > |
Class SEC i i i i bt I 7.500
Deduction entered will averride scheduled deduction far
EamCode Mo s Gy Arnount
REG Re 300.00

Deduction Mote Haours Amount
| 38 [Urited'wWay | .0 I .an

| Company H [T20772000 [Terminal TOOD [THS

Press TAB to use the deduction section of the Payroll Transaction screen to record nonscheduled
deductions (deductions not set up on the Salary Information screen in the Employees function on the
File Maintenance menu) or override a scheduled deduction. When you enter the deduction code for a
scheduled deduction in the Deduction field, the message Deduction entered will override
scheduled deduction for this employee appears.

When you have finished entering time tickets and/or miscellaneous deductions for the employee,
press PgDn to save the entries. Use the Exit (F7) command to return to the Payroll Transactions
screen to select another employee ID.

Use the Total command on the command bar to view the Employee Transaction Totals window. The
total hours and pay, posted and unposted, along with total deductions, reported tips, and pieces are
displayed in this window. When you use the Cal culated Checks function, it uses the posted
transaction amounts to prepare a check(s) for the employee.
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Employee Transaction Totals Screen

Tl N

3. Wan wAod.. e

i i, Employee Transaciion Toials
Commands £dit Modes Other Seroll Comumands Halp |
™ % = |ﬂ|?@ 0K || Abandon |
Employee 1D JONDO1 Jonchim, Maria K
== -HOURS ------- R - = |l
Code Posted Unposted Total Pozted Unposted Total (|
=
owT i) 2.000 3.000 .on 3378 3375 ﬂ
=
=
E
=
Tatal 000 43.000 43.000 ol 33375 333.75
Deductions .00 .00 .00
Fipt Tipz ol M} .00 |
Fress Enter to continue Fieces 1] 1] 1] ]

[ Compary H |[12/07/2000 | Terminal TOOO | INS
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Using the Time Card Calculator

Time Card Entry Screen

i, Time Card Entry

Comomands Edit Modes Other Help

Ptz @R @A @ 0K | Abandon |

Employes 1D JOMDD1  HMame Jonchim, Maria
Day 1 Day 2 Day 3 Day 4 Day 5 Day & Day 7
Time In I_D: 111] 00 : 00 0o - 00 00 : 00 00 - 00 00 : 00 0o - 00
Time Out 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Last Out 000 .0oo 000 .0oo 000 .0oo 000
Time In 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Time Out 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Last Out _000 _.0o0 -000 _.0o0 _000 _.0o0 _00o0
Time In 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Time Out 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Last Out 000 .0oo 000 .0oo 000 .0oo 000
Time In 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Time Out 00 : 00 00 : 00 00 : 00 00 : 00 00 : 00 00 : 00 00 : 00
Last Out 000 .0oo 000 .0oo 000 .0oo 000
Time In 00 : 00 00 : 00 0o - 00 00 : 00 00 - 00 00 : 00 0o - 00
Time Out 00: 00 00: 00 00 : 00 00 : 00 00 : 00 00: 00 00 : 00
Last Out 000 .0oo 000 .0oo 000 .0oo 000
Adjustment 000 .0oo 000 .0oo 000 .0oo 000
Tatals 000 .0oo 000 .0oo 000 .0oo 000
| ‘wieek: Fegular _000 Overtime _000 |

If you are entering atime ticket for an hourly employee and the Use time card calculator option is
set to YES in the Options and Interfaces function, the message Use time card calculator ? Appears
after you enter the earning code. If you select YES, the Time Card Entry window appears.

Thetime card calculator provides screens for seven days of information. You are allowed to enter in
entries for each 7-day period only once. The format allows you to view the whole 7-day period at
once. You can record five time-in and time-out entries per day. In military format, enter the time the
employee punched in the Time-In field and punch out time in the Time-Out field. For example, enter
6 p.m. as 18:00.

Note I

You are only allowed to adjust/enter information in the time cal culator ONCE per pay period.

The Last-Out field displays the amount of time between the last Time-Out and the Time-In fields for
the day. The totals for Daily, Regular, and Overtime are calculated and displayed at the bottom of the
screen. The Overtime field is calculated based on how the TCAL Cxxx tableis set up in the Tables
function on the File Maintenance menu. You can choose to calculate overtime on adaily or weekly
basis. When the hours for that period exceed the amount in the OVERTIME HOURS field in the
TCALCxxx table, overtime is calculated. If an employee has an overtime amount, you must enter a
separate time ticket to record overtime pay. Press PgDn to save your entries for each day, and then
use the Exit (F7) command to return to the Enter Transactions screen.
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The earning code multiplier and add-to-base amounts are displayed at the bottom of the screen; these
amounts are set up in the Earning Codes function on the File Maintenance menu. The regular hours
you entered through the time card calculator are displayed in the hour’s field. The default pay rate
from the Employee Salary Information screen appears in the Rate field; you can edit the rate here.

Enter Transactions Screen

%, Payroll Transactions M= E3
Conumands  Edit Modes Other Seroll Comomands  Help
PKIE|BE @ma| 2@ 0k | Abandon |
Employee 1D IJDNDD‘I ]ﬂ_ Jonchim, Maria K [HOURLY)
Department 501 EXEC. SECRETARIAL
Diate 1270772000 Class SEC Fiate ¥.5000
Date Dept Job Type Caode Hoaurs Fiate Amaount Pieces
12/07/2000 ) 501 Pay REG 40.000 7.500 300.00 0 =]
12/07/2000 501 Pay ovT 3.000 11.250 3375 0 =
N
d
g
=
Ertry[ 0ODODDZ of DOODD2 |
| Enter = edit | Add Tranz Emplopee First Last I Mext I Previous I Totals I |
|Company H [12/07/2000 | Terminal 700D | INS




Editing Unposted Time Tickets

Deleting Payroll Transaction

4, Payroll Transactions = 100]=]
Comumands  Edit Modes Other Seroll Comumands  Help
R K 2| B @mE| ? € 0k | Abandon |
Employee 1D IJDNDD‘I § Jonchim, Maria K [HOURLY)
Department 501 EXEC. SECRETARIAL
Date 1270772000 Class SEC Fiate ¥.5000
Date Dept bm Pisces
2/ 0 Press 'F3' to delete =
Seqguence Mumber 0000071 375 o=
N
Yes
d
g
=
Ertry[ 000001 of DOODOD2 |
| Enter = edit | Add Tranz Emplopee First Last I Mext I Previous I Totals I |

[ |Company H [12/07/2000 | Terminal 700D | INS

You can del ete an unposted transaction for an employee on the Payroll Transactions screen. Movethe
cursor to the transaction you want to delete and use the Delete (F3) command. The transaction is
deleted and the remaining transactions are then re-sequenced.

The Employee command returns the cursor to the Employee ID field so that you can enter the ID of
the next employee you need to enter time tickets for. The First, L ast, Next, and Previous commands
are used with the employee I D to move through the Employee file as you enter transactions. The First
command will bring up the first employee in the employee file and the L ast bring up the last
employeein the file. The Next command will bring up the employee record in the employeefile after
the employee you are using and Previous will bring up the employee record in the file before the
employee you are working with.

When you have finished entering time tickets for all employees, use the Exit (F7) command to return
to the Daily Work menu.
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Copying Recurring Time Tickets

Copy Recurring Entries Screen

i, Copy Recurring Entries
Comomands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Have r'ou Printed the Recuring Time Ticket List
and the Recuning Deductions List? [

Be zure that you have backed up your data files before copying.

Fun Code  From
Thiru

Cutaff D ate | o
Time Ticket D ate |1 2/07/2000

|Dpening files |Company H [12/07/2000 | Terminal 700D | INS

If you have set up Recurring Entries and Recurring Deductions you can copy them into the Payroll
Transaction file. You would go into Payroll’s Daily Work menu and choose Copy Recurring
Entries. It will ask if you have printed the Recurring time ticket list and the Recurring deduction list,
which will allow you to verify what you have entered before copying information into the Payroll
Transaction file. You will also want to back up any datafiles before copying recurring entries/
deductions. You can enter specific Run Codes From and thru, and also a Cutoff dateif it applies.
Finally you will be asked to enter atime ticket date which will be the date of the transaction.
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A Recurring Entries Audit Log

05/18/1999 Builders Supply PAGE 1
2:47 PM Copy Recurring Entries
Audit Trail
Run Dept State Local Job Phase Cost Seqg Pay/
Code Emp ID ID Code Code 1D ID Code No. Ded Hours Rate Amount
Al JONO001 501 MN 000 000 Pay 40.000  7.500 300.00
Al ROS001 501 MN 000 000 Pay 40.000 5.750 230.00
RUN CODE Al PAY TOTALS 80.000 530.00
Al JONO01 501 000 000 Ded .000 25.00
Al ROS001 501 000 000 Ded .000 25.00
RUN CODE Al DED TOTALS .000 50.00
c9 STO001 100 MN 000 000 Pay 40.000 8.950 358.00
RUN CODE C9 PAY TOTALS 40.000 358.00
c9 STO001 100 000 000 Ded .000 25.00
RUN CODE C9 DED TOTALS .000 25.00
Grand Total Pay 120.000 888.00
Grand Total Ded .000 75.00
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Time Ticket Journal

Selection Screen

%, Time Ticket Journal

Commands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Employes 1D From I Q
Thru I al

Frint by:
@ Transaction Date
" Employes
" Job and Phase
i Department
" Labor Class
" Group Code

[ |Company H [12/07/2000 | Terminal TOOD |OVR

Print the Time Ticket Journal for alist of the time ticket transactions you entered through the Payroll
Transactions function but have not posted. Print the journal before you run the Post Transactions
function to verify the time ticket entries. Also useit as part of your audit trail for this pay period. If
you find any mistakes, select the Payroll Transactions function from the Daily Work menu to edit the
transaction before you post the transactions. Once you post you can not print thisjournal.

Note I

You cannot use this function when you are working with last-year files.
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Daily Work

The Time Ticket Journal sorted by Department

12/08/2000
2:05 PM

Employee
ID Name

Builders Supply
Time Ticket Journal
By Department

Page 1

Pieces
Amount

STO001 Stockard, A W

STO001 Stockard, A W

STO001 Stockard, A W

0U001 Bourne, L

C

GER001 Gerard, T G

JEN0O1 Jenkins,
JEN0O1 Jenkins,

LUKOO1 Lukas, G

JON001 Jonchim,
JON001 Jonchim,
JON001 Jonchim,
ROS001 Rossini,

ROS001 Rossini,

End of Report

KM

KM

MK

MK

MK

LA

LA

Type Date State Local Dept.
Group Code Code ID
H 05/18/1999 MN 100
; 05/18/1999 MN 100
Ii 05/18/1999 MN 100
1
S 05/18/1999 MN 500
; 05/18/1999 MN 500
é 05/18/1999 MN 500
é 05/18/1999 MN 500
é 05/18/1999 MN 500
1
H 05/18/1999 MN 501
Ii 05/18/1999 MN 501
Ii 05/18/1999 MN 501
Ii 05/18/1999 MN 501
Ii 05/18/1999 MN 501
1

Job Phase Cost Class ----- Earning----- Rate
ID ID Code Seq. Code Description Hours
000 SHP REG Regular Pay 8.950
000 80.000
000 SHP OVI Overtime Pay 13.425
000 4.000
000 SHP P01 Bonus 8.950
000 .000
Pieces Totals

OVT Overtime Pay 4.000
P01 Bonus .000
REG Regular Pay 80.000
Department 100 Totals 84.000
000 Prs P01 Bonus .000
000 .000
000 VP P01 Bonus .000
000 .000
VP P03 Cash Value .000
000 .000
000 VP P01 Bonus .000
000 .000
000 MGR P01 Bonus .000
000 .000

Pieces Totals
P01 Bonus .000
P03 Cash Value .000
Department 500 Totals .000
000 SEC REG Regular Pay 7.500
000 40.000
000 SEC OVT Regular Pay 7.500
000 40.000
SEC P01 Bonus 7.500
000 .000
000 SEC REG Regular Pay 5.750
000 80.000
000 SEC P01 Bonus 5.750
000 .000

Pieces Totals
P01 Bonus .000
REG Regular Pay 160.000
Department 501 Totals 160.000

Pieces Totals

OVT Overtime Pay 7.000
P01 Bonus .000
P03 Cash Value .000
REG Regular Pay 200.000
Grand Total 207.000

375.00

50.00
425.00
300.00

300.00

50.00
1060.00
1110.00

87.45
475.00

1476.00
2038.45
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Miscellaneous Deductions Journal

Selection Screen

%, Miscellaneous Deductions Journal
Comomands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Employes 1D From I Q
Thru I al

Print by

= Transaction D ate
¢~ Employee

i Department

" Group Code

[ |Company H [12/07/2000 | Terminal 700D | INS

Unscheduled deductions entered through the Payroll Transactions function but not posted are listed
in the Miscellaneous Deductions Journal. Print the journal before you run the Post Transactions
function to verify the time ticket entries for nonscheduled deductions and as part of your audit trail
for the pay period. Once you post, you will not be able to print this journal .
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Daily Work

This is an example of the Miscellaneous Deductions Journal.

05/18/1999
2:39 PM

Employee
ID Name

Builders Supply
Miscellaneous Deductions Journal

BOU001 Bourne L C

JON001 Jonchim M K
JON001 Jonchim M K

End of Report

s 1 05/18/1999 500

H 1 05/18/1999 501
H 1 05/18/1999 501

Page 1
By Department
————— Deduction--- Hours Amount Note
Code Description
005 Dues .000 25.00 PROF ASSOC
005 Dues .000 25.00
Dept. 500 Totals .000 25.00
003 United Way .000 .00 SPECIAL CASE
001 Medical Ins .000 10.00 SPECIAL FEE
001 Medical Ins .000 10.00
003 United Way .000 .00
Dept. 501 Totals .000 10.00
001 Medical Ins .000 10.00
003 United Way .000 .00
005 Dues .000 25.00
Grand Total .000 35.00
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Posting Time Ticket Transactions

Posting Transactions

i, Post Transactions M= E3
Comomands Edit Modes Other Help
2R @B e OK__|_ Abandon |
Have ou:
--Frinted the Time Ticket Journal?
~Printed the Miscellansous Deductions Journal?
--Backed Up Your D ata Files? —

[ |Company H [12/07/2000 | Terminal 700D | INS

Thisfunction transfers summarized time ticket and miscellaneous payroll entry information from the
Transaction file to the Transactions Post file. The Department file is updated with the number of
hours and pieces and the amount of expenses on the time tickets. If Payroll isinterfaced with Job
Cost, the job and phase records are updated with the labor expense amounts and hours.

If you selected Y ES for the Save Payroll transaction history? option, the Transaction History fileis
updated with the detail from the time tickets and miscellaneous payroll entries entered through the
Payroll Transaction function. (The detail information entered for time ticket transactionsis not posted
to the Transactions Post file during the post. Only the summary information needed to produce
paychecksistransferred to the Transactions Post file.)

The Transactionsfile is erased when the post is completed to prepare for the next group of timeticket
and miscellaneous payroll transactions. (The Post Transactions screen prompts you to print the
journals before you post; after you post, the information isno longer available.)

The posting log lists the total hours and wages posted to the Department file, the Transaction Post
file, and the Transaction History file.
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Posting Time Ticket Transactions Daily Work

Post Transaction function File Interaction:

TRANSACTION FILE
(PAHIX)

TRANSACTION POST
FILE
(PATPxxx)

TRANSACTION FILE

(PATRxxX)
DEPARTMENT FILE
(PADPxxx)
File Color Key: JOB COST COST CODE

JOB COST JOBS FILE

AND HISTORY FILES

(JOCDxxx), (JOBSxxX),
(JOHIxxx)

Must be selected in
Options & Interfaces

B
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Daily Work Posting Time Ticket Transactions

Transaction Posting Log

12/08/2000 Builders Supply PAGE 1
2:50 PM Payroll Posting
Pay or Deduction --- Total Posted ---
Code Description Hours Wages
ovT Overtime Pay 4.000 53.70
P01 Bonus .000 475.00
P03 Cash Value .000 50.00
REG Regular Pay 240.000 1776.00
EARNING TOTALS 244.000 2354.70
001 Medical Ins 10.00
003 United Way .00
005 Dues 25.00
DEDUCTION TOTALS 35.00

End of Report
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Payday Work

Payday Work Menu

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

IH Builders Supply Ll Qﬂ AS

OPEN SYSTEMS® Accounting Seftware

TN Povdoy ok

GEMERAL Report witer Employee Inquiny Tt

Billz of b aterials/Kitting Draily ok,

Bank Reconciliation . Edit Reqister

Fized Aszets Accual Adjustments
General Ledger Personnel Reportz “acation and Sick Leave Repaort
Inverntary Productivity Reports Frint Checks

Job Cost Periodic Processing “oid Checks

Purchasze Order File kaintenance Fayroll Reports and Posting
Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable taster Codes List

FPayroll

Resource Manager

| |Sompany H | Teminal TO0O [12/07/2000 [10:18 &AM

Use the functions on the Payday Work menu after you use the functions on the Daily Work menu to
enter and post timetickets. Select the Payday Work functionsin the order they typically appear on the
menu. The Manual Checks and Void Checks functions are used as needed. The Void Checks function
can be used to void posted checks.
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Payday Work Flowchart

Payroll Transaction
Post File
(PATPxxx)

Employee
Ded File
(PADEx:xx)

Empl Gen
Info File
(PAEGH)

Employee
WWH File
(PAESHx)

Empl Misc
History File

Calculate Checks

Empl Ded (PAEM:) Ermployes
Hist File = e /Y ¥WH Hist Fils
(PAED3) P (PAEW )

Hist File
(PAEEx:«x)

¥

tdanual Checks

¥

L A

Edit Register

\-,_\___\_'___,_,_-"_'_'_'_\_—"-\

Payroll Checks

h_______,_f’_—_"‘«

Check Register

Checks File
(PACH: %)
{ Checks
Deductions File
Checks
Earnings File (PACDx) /
(PACExxx) / Cracke
Wyithhaldings
File
[PACW )

Fost Checks

h_______,_f’_—_"‘«

| Withholding Report

h____ﬂ,_r-’_—_‘\

Employer's

L

Tax Report
w

Employer's

L

Liability Repart
\\_\——_’_—J"—‘-’_—'_\_\_\-\-—

Pay Period

L

Deduction Report

M___ﬂ__,—-—*_ﬁ_—_‘“-
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Payday Work Checklist

When payday rolls around for a group of employees, follow these steps to calculate and print their
regular paychecks.

O
O

O
O

Ooo

Make sure that you have entered and posted al the payroll transactions for the group of
employees.

Use the Calculate Checks function to cal cul ate the earnings and deductions for each employee.
If you need to produce manual checksin addition too regular payroll checks, use the Manual
Checks function.

Print the Edit Register and make sure that the payroll is correct.

If you have the option Automatic Accrual of Vacation/Sick Time? set to YES, print the
Vacation and Sick Leave Report and verify the amounts accrued for vacation/sick leave this pay
period. Use the Accrua Adjustments function to make changes in the amounts of sick and
vacation time accrued for this pay period.

Print the paychecks.

Print the Check Register and save it as arecord of the check numbers you issued this pay period.
Print the Paycheck Received Report, Withholding Report, the Employer’s Tax Report, and
Employer’s Liability Report, and the Pay Period Deduction Report for arecord of your
employee’ withholding and deductions and your company’s tax (FUTA, FICA, and SUI)
liabilities for this pay period.

Back up thefiles. Then post the checks to update the Employee History, Department and

(optional) Check History files, and to post entries to General Ledger and Bank Reconciliation if
they are interfaced.
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The payday log below will help you control the steps in the payday process. Photocopy the log and
keep it near the terminal that you use for payroll processing. Simply initial and date each of the steps
on the log as you complete them. Consult the log before you begin the process for the next pay period
to make sure that the previous process was completed.

PAYDAY LOG

Pay Period End Date

Group Code

Period Codes

Manual Checks(M),
Calculate Checks(P), or
Both (B)

Edit Register

Print Checks

Check Register

Withholding Report

Employer’s Tax Report

Employer’sLiability
Report

Pay Period Deduction
Report

Back Up Data Files

Post Checks
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Calculating Checks

Calculate Checks

4, Calculate Checks
Conunands Edit Modes Other Help
e e BA 2 ok | Abandon |
Payroll Humber 000054
Quarter 4
Group Code 12
Period End 12/01/2000
Date on Checks 12/01/2000
GL Period 1
Grp Period Beg Pd Code Grp Period Beg Pd Code
1 1240142000 1 2 1240152000 1
Include S alany Wages? =
Calculate Wacation/Sick Accruals? W
| | Compary H [12/07./2000 | Terminal TOOD | M5

To calculate checks from the time tickets entered and posted in Daily Work and cal cul ate checks for
salaried employees, select Calculate Checks from the Payday Work menu. This function uses the
information in the Transactions Post file and the information entered in the Employees function to
calculate taxes and deductions and create records in the Checks, Checks Deductions, Checks

Earnings, and Checks Withholding files to produce paychecks. A Calculate Checks Log is printed to
the device you select.

Note I

Do not use this function if you have entered manual checks or your manual checks will be deleted.
Instead, proceed with the Edit Register function and the Print Checks function if you want to print
the manual checks. Then run the remaining functions on the Payday Work menu. When you finish
these steps, you can run the Calculate Checks function to cal culate checks automatically.
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Calculate Checks Screen

4, Calculate Checks

Commands Edit Medes Other Help

RKiE | Be @O 7O OK__ || Abandon |
Payroll Humber 000054
Quarter 4
Group Code 1
4, Yerification [ <]
Checks are already on file. Do you want to start over?

Gre Code

| | Compary H [12/07./2000 | Terminal TOOD | N5

When you enter the Calculate Checks function, the message Checks are already on file. Do you
want to start over ? might appear. If you select Y ES to start over, the check information in the check
fileswill be erased. If thisisthe first time you have used this function for this pay period, print an
Edit or Check Register to review the checksin thefile. If the check information is from the previous
pay period, the Post Checks function was not run for that period and the information for these checks
has not updated the payroll or general ledger files. You must use the Post Checks function before
calculating checks for the current pay period or thisinformation will be lost.

After calculating checks, if you have entered and posted time tickets to correct a mistake you
discovered after printing the edit register for this pay period, you will want to select YES at the
prompt Checks are already on file. Do you want to start over ?. The checks will be recalculated
using the correct time ticket information. (If you had also entered checks through the Manual Checks
function, they will be erased when you select YESto start over and the manual checkswill have to be
re-entered.)
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Calculating Checks

Calculate Checks Screen

/&, Calculate Checks
Commands Edit Modes Other Help

Fxtz @@ 2@ K| Abandon |
Payroll Humber 000054
Cuarter 4
Group Code 12
Period End 12/01/2000
Date on Checks 12/01/2000
GL Period 1

Grp Period Beg Pd Code Grp Period Beg Pd Code
1 12/01/2000 1 2 1240172000 1
Include S alamy Wages? =
Calculate Yacation/Sick Accruals? W
| Compary H [12/07./2000 | Terminal TOOD | N5

When you posted transactions, the payroll transaction entries were summarized and transferred to the
Transactions Post file. The Cal culate Checks function usesthe datain thisfile and the salary
information in the Employee Genera Information, the Employee Deductions, and the Employee
Federal/State/L ocal Withholdings files to calculate pay data, taxes and deductions, and to build the
Checks, Checks Deductions, Checks Earning, and Checks Withholdings filesin preparation for check
printing. When you select the Cal culate Checks function, the Payroll system cal cul ates the earnings,
deductions, taxes, and net pay for each paycheck.

Deductions set up to be calculated on GROSS PAY for the pay period are calculated first and in the
order they arelisted on the Scheduled Deductions screen in the Employees function. Withholdings
are calculated next and then deductions set up to be calculated on NET PAY for the pay period are
calculated in the order they are set up on the Scheduled Deductions screen in the Employees function.

The Payroll Number and Quarter from the PACTL xxx table are displayed on the Cal culate Checks
screen. If the date you enter for the date on the checks is outside the quarter, the following message
appears for the fourth quarter: Check Date M ust be Between 10/01/00 and 12/31/00. If you need to
make an adjustment to a prior quarter, change the quarter in the PACTL xxx table temporarily.

You can enter 10 different group codes (0-9) if you want to prepare checks for employeesin different

groups. For each group code, the period beginning date and the last period code, Pd Code, used for
the group code are displayed from the PERST xxx table.
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Calculate Checks Screen

4, Calculate Checks

Commands Edit Medes Other Help

Xtz e Eal ?e 0K | Abandan |

Payroll Humber 000054
Cuarter 4
Group Code 12

Period End 12/01/2000
Date on Checks 12/01/2000
GL Period 12

Grp Period Beg Pd Code Grp Period Beg Pd Code
1 12/01/2000 1 2 1240172000 1

Include S alamy Wages? =
Calculate Yacation/Sick Accruals? W

| | Compary H [12/07./2000 | Terminal TOOD | N5

Enter the period end date, date on checks, and GL period you want the check information to post to.
Each group code entered is displayed in the Grp field. Enter the period beginning date and the pay
period code you are calculating checks for.

Enter a period code (Pd Code) between 1 and 5 to indicate which scheduled deductions to take out
for the pay period. The Pd Code field corresponds to the 12345 codes in the Scheduled Deductions
section of the Salary Information screen in the Employees function. Scheduled deductions are
calculated based on the period code entered here and the period code(s) set up for the scheduled
deduction in the 12345 field in the Scheduled Deduction section of the Salary Information screen. If
you enter 6 for the period code, no deductions will be taken out of the check since no deductions can
be set up for pay period code 6.

If you want paychecks to be calculated for salaried employeesin the group code(s) entered, select
YESfor Include Salary Wages?.

If the Automatic Accrual of Vacation/Sick Time? option is set to YES in the Options and
Interfaces function on the Company Setup menu in Resource Manager, the Calculate Vacation/Sick
Accruals? option also appears on the Calculate Checks screen. Select YES if you want the Payroll
system to calculate accrued sick and vacation leave for this pay period.

Note I

If you are calculating multiple checks for employees, the system will calculate sick and vacation
accrual amounts for each check calculated for the employee. Print the Sick Leave and Vacation
Report to verify the accrual amounts, then use the A ccrual Adjustments function to adjust the sick/
vacation time accrued in this pay period.
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Calculating Checks

A log is printed when you use the Cal culate Checks function. Review the log to make sure no errors
were generated during the calculate checks process. Savethe log as part of your audit trail for this pay

period.

The Calculate Checks log

12/08/2000
2:10 PM

Group Codes 1 2
Period End 05/04/1999
Date on Checks 10/01/1999
GL Period 7

Grp Period Beg Pd Code
1 04/21/1999 1

Calculate Checks Totals
SAL Salaried Wage

Gross Pay

Net Pay - Checks
Number of Employees
Number of Checks
Number of Vouchers

End of Report

Builders Supply
Calculate Checks

Grp Period Beg Pd Code
2 05/04/1999 1

23050.00

23050.00
15606.54
4
2
3

Page

1
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Entering Manual Checks

Whenever you need to produce payroll checks outside the normal payroll cycle (for example, if you
need to produce a check for aterminated employee or an employee going on vacation) use the
Manual Checks function. You can aso use the Manual Checks function to change deductions and
withholding (but not earnings) for acal culated check that is already in the Checksfile. Calculated and
Manual Checks can be processed in the same batch. If you want to process cal culated and manual
checks together, use the calculate checks function first.

The procedurefor entering manual checksissimilar totheonefor regular payroll checks:

1. Using the Manual Check function, enter all the manual checksyou want to record at one time.

2. Print and check the Edit Register.

3. If youanswered YESto the Do you wish to accrue vacation/sick leave for this employee?,
print the Sick and Vacation Leave Report to verify the sick and vacation leave accrual amounts
for these manual checks. Use the Accrual Adjustments function to edit the vacation/sick leave
amounts.

4.  Print the manual checks. You can skip this step if you're just recording checks you’ ve already
written manually.

5. Print the Check Register.

6. Print the Withholding Report.

7.  Print the Employer’'s Tax Report.

8.  Print the Employer’s Liability Report.

9. Back up your datafiles.

10. To update the Department, Employee History, and Check History files (and the Transaction file

in Bank Reconciliation and the Journal file in General Ledger if they are interfaced with the
manual checks information, use the Post Checks function.
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Manual Checks Screen

4, Manual Checks S B3
Conumands Edit Modes Other Help
Fxtz @@ 2@ K| Abandon |
Payroll Humber 000054
Cuarter 4
Group Code 12
Period End 12/01/2000
Date on Checks 12/01/2000
GL Period 12
Grp Period Beg Pd Code Grp Period Beg Pd Code

i+ Add Mew Checks

" Change Manual Checks
= Change Calculated Checks
= Start Over

| Compary H [12/07./2000 | Terminal TOOD | N5

If you have used the Calculate Checks function, the Payroll Number, Quarter, Group Code, Period
End, Date on Checks, and GL Period information entered when you calculated checks appears on the

screen.

When you have calculated checks or previously entered manual checks, select the option to use;

Select

1

2
3
4

Description
to enter anew manual check
to edit amanual check that has already been entered
to edit deductions and withholding information for a cal culated check

to erase the checks in the Checksfile and start over

If you haven't calculated checks or previously entered manual checks, enter the Payroll Number,
Quarter, Groups Code(s), Period End, Date on Checks, and GL Period information. Aswith the
Calculate Checks function, you can enter multiple group codes to enter manual checks for employees
assigned different group codes.



Payday Work

Entering Manual Checks

Manual Checks Screen

4, Manual Checks [_ =]
Commands Edit  Modes Other Seroll Commands  Help
22X |2e 28| 2& 0k | Abandon |
I Page 1 af 3 _ _
Employes IBDUUD‘I %] Boumne. Linda C Sequence I gl
Gross Pay F500.00
Pieces | 1]
Check Mo I weeks Worked I on
Earn Code Description Tax Group Clags Hours: Amaount
Dept Job Phaze Cost Code Rate
SAL Salaried Wage bt Prs 173.330 7500.00 g
500 000 =l
=
=]
E
=
Earning [ 001 of 001 |
| Grozs Pay Taotal F500.00 |
| Enter = edit I Lppend I LCalculate Checksl Mext page I Header I Goto I LDielete check I |
| | Compary H | 12/07./2000 | Terminal TOOD | INS

If you choose option 1 or 2 on the Manual Checks selection screen, the first of three Manual Checks
screens appears. Use this screen to enter and edit earning codes for manual checks. You can calculate
or delete manual checksfrom this screen. You cannot edit or add earning codes to a cal culated check.

Enter the employee ID for the check, or use the Inquiry (F2) command to select the ID from the
Payroll Employees window. If you are using the option 2 to change or delete an unposted manual
check, the cursor stops at the Sequencefield. Use the Inquiry (F2) command to select the check you
want to edit. The sequence number in thisfield refers to the sequence number of the check record in
the Checks file - not the sequence number entered through the Transaction function.

If entering more than one check for an employee you have the option to print one or two checks. If
you leave the sequence number identical it will print both check entries on the same check for that
employee. If you give each check an unique sequence number two checks will print. An example of
thiswould be any commission, bonus, or expense checks.

The gross pay appears for the check. If you enter the check after it was issued to the employee, enter
the check number. If you do not enter a check number, the check number is assigned automatically
when you use the Print Checks function. If you do enter a check number, no check will print out
when you go through the print check function.
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Manual Checks Screen

3 Manual Checks =)=}
Commands Edit Modes Other Seroll Commands Help
22X |2e 28| 2& 0k | Abandon |
I Page 1 af 3 _ _
Employes IBDUUD‘I %] Boumne. Linda C Sequence I gl
HrssiFey | i Manual Checks ) [ B
Piones Commands Edit Modes Other Help
Check No P Xtz | @ @@ ? @& | ok | sbanden |
Earn Code De TaxGraup [N a Amount
Dept 500 g EXECUTIVE _
Job 3]  Phase | Al %
Cost Code = A
Class Frz 4] President ﬂ
Earn Code sS4l 8] Salaried Wage
Hours 173.330 é
Rate .0oo ﬂ
Amount 7a00.00 I g
001 of 001 |
| Grozs Pay Taotal F500.00 |
| Enter = edit I Lppend I LCalculate Checksl Mext page I Header I Goto I LDielete check I |
| | Compary H | 12/07./2000 | Terminal TOOD | INS

When you use Enter to edit or Add an earning code, the Manual Checks window appears. If you are
adding an earning code, the information for State, Locality, Dept., Class, Earn Code, and Rate fields
default from the employee record. You can edit any of these fields. After editing or adding an earning
code, use the Calculate check option to calculate the pay amount, deductions, and withholdings.

When you use the Exit (F7) command the check record still remainsin the check file. Usethe Delete
check command to delete the entire check.
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Entering Manual Checks

Use the Next page option to move to the Deduction screen. You can edit the Hours and Amount fields
for a deduction by placing the cursor at the deduction and pressing Enter.

To add deductions on this screen, use Append. Enter the deduction code or use the I nquiry (F2)
command to select a deduction from the list that appears. Enter any hours associated with this
deduction and/or the amount.

To recalculate the withholdings for the check, use the Recalc check command. If you edit a deferred
deduction, the withholdings will be recal culated when you use the Recalc option.

You cannot del ete a deduction; you can only edit the hours and amount to be zero. If you edit the
amount of a deferred deduction, remember to use the Recalc check function to update the
withholdings. To delete the entire check record from this screen, use the Delete check option.

Manual Checks Deduction Screen

4, Manual Checks [_[C]=]
Commands Edit  Modes Other Seroll Commands Help
a2 b ma 2e 0F | abandon |
I Page 2 af 3
Employes BOUOD Boumne, Linda C
Gross Pay F500.00
Deductions
Code Description Hours Amount Gross or Met Emplr Paid?
1 Medical Ins oo 10.56 | Gross Pay r 3
E 401K ooo 337.50|Gross Pay - g
3 United ‘W ay oo 75.00|Gross Pay [ ﬂ
4 Credit Union oo 50.00|Gross Pay r
o Stock Plan .ooo 100.00| Gross Pay [
2 Dental Ins .0nn 3.52| Gross Pay r
=
=
F sl
[ E
C =
Deduction [ 006 of DO6G |
| Employee Total 576.58 Employer Total mili]
| Enter = edit I Lppend I Becalc check I Goto I Previous pagel Mext page I Dielete Checkl
| | Compary H | 12/07./2000 | Terminal TOOD |OWR

Use the Next page command to move to the third screen for employee and employer withholdings.
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The third screen has two sections: Employee Withholdings and Employer Liability. Usethe TAB key
to move between the two sections. When you press Enter to edit awithholding or liability, you can
edit only the amounts. Press Append to add a withholding. The option to delete the entire check is
also available on this screen.

Manual Checks Withholdings Screen

4, Manual Checks [_[C]=]
Commands Edit  Modes Other Seroll Commands Help
2xrs|me A0 2@ 0K | Abandon |
I Page 3 af 3
Employes BOUOD Boumne, Linda C
Gross Pay F500.00
Employee ‘withholdings
Tupe State Locality Code  Description Amount =
Federal M2 M2 FwH  |Federal WH 111121 E
Federal MAA MAA 045 |Emplye OASDI 46500 o
Federal MNAA MNAA MED  |Emplye Medicare 108.75 :
State kAN MNA& SwH MM WAH 369.00 g
=
‘withholding [ D04 of 004 ] —
Ermplayer Liability
Type State Lacality Code  Description Amount
Federal M2 M2 E0A  [Empler OASDI 4E5.00 |
Federal MR MR EME  |Emplyr Medicare 10875 |
Federal (SR (SR FUT Unerp Ins 00
State [l MAA sul MN Unemp Ihs o0
Contribution [ 000 of 004 | —
| Total Withholdings 2053.96 Liability 573.75 Met Pay 4869.46 |
| Tab = Liab. I Enter = edit I Lppend I Goto I Previous pagel Mext check I LDielete check I |
| | Compary H | 12/07./2000 | Terminal TOOD |OWR

After using the Manual Checks function to add new checks, edit manual checks, or change calculated
checks, print the Edit Register to verify the changes.
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Edit Register

Selection Screen

&, Edit Register
Commands Edit Modes Other Help

2R @B e OK__|_ Abandon |
Payroll Humber 000054
Cuarter 4
Group Code 1 2
Period End 1270172000
Date on Checks 1240172000
GL Period 12

Print employer tax and deduction information? v

Print Register lne————————————————— Print By:
% Summnary @+ Department
i Detail i Employes 1D
= Sequence No.
= Check No.

[ |Company H [12/07/2000 | Terminal TOOD |OVR

This register shows the earnings, deductions, and taxes withheld for the checks calculated by the
Calculate Checks function. Before printing checks, use this register to verify the paycheck amounts
for hourly and salaried employees. If you find incorrect information calculated for the paychecks,
enter correcting transactions and post them; then recalculate checks and re-print the Edit Register
until the checks on file are correct.

Depending on the incorrect calculation, you may need to change the employee’s setup information in
the Employees function on the File Maintenance menu. The earning code entered in the employee
record is the earning code used by the Payroll system to record the pay for salaried employees. If you
find manual check entries with incorrect information, use the Manual Checks function to correct
them.
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The Edit Register printed in detail

12/08/2000 Group Codes 1 2 Builders Supply Page 1
1:11 PM Periods 11 Edit Register - Detail
For Pay Period Ending 05/04/1999
————————— Barnings --------- ---------- Withholdings --------- -------- Deductions -------
Employee Salary or
1D Soc Sec No. Code Dept  Hours Wages Type/Code Description Amount Code Description  Amount
Bourne, Linda C SAL 500 173.330  7500.00 FED /FWH Federal WH 1125.63 1 Medical Ins 10.56
BOU0O1 459-30-1099 FED /OAS Emplye OASDI 465.00 6 401K 337.50
Gross Wages 7500.00 FED /MED Emplye Medicare 108.75 3 United Way 75.00
Net Pay 4804.09 MN/ /SWH MN W/H 419.95 4 Credit Union 50.00
Check Amount 4804.09 10 Stock Plan 100.00
2 Dental 1Ins 3.52
Gerard, Timothy G SAL 500 173.330 5550.00 FED /FWH Federal WH 477.23 6 401K 150.00
GER001 468-22-4819 FED /OAS Emplye OASDI 344.10 1 Medical Ins 10.56
Gross Wages 5550.00 FED /MED Emplye Medicare 80.48 2 Dental Ins 3.53
Net Pay 4153.82 MN/ /SWH MN W/H 305.28 3 United Way 25.00
Check Amount 4153.82
Jenkins, Kathy M SAL 500 173.330  7500.00 FED /FWH Federal WH 1778.83 1 Medical Ins 10.56
JENOO1 460-39-9093 FED /OAS  Emplye OASDI 465.00 2 Dental Ins 3.52
Gross Wages 7500.00 FED /MED Emplye Medicare 108.75 3 United Way 75.00
Net Pay 4503.63 MN/ /SWH MN W/H 554,71
Check Amount 4503.63
Lukas, George SAL 500 173.330 2500.00 FED /FWH Federal WH .00 6 401K 150.00
LUK001 488-30-1281 FED /OAS Emplye OASDI 155.00 8 Parking 5.00
Gross Wages 2500.00 FED /MED Emplye Medicare 36.25
Net Pay 2145.00 MN/ /SWH MN W/H 8.75

Check Amount 2145.00

Earnings, Withholdings

Deductions Descriptions Amount Hours

Earnings Incl. Net?
Gross Wages 23050.00
Net Pay 15606.54
Check Amount 15606.54
SAL Salaried Wage 23050.00 693.320 YES
Earnings Total 23050.00 693.320

Withholdings Employer Tax?
FED /FWH Federal WH 3381.69 NO
FED /MED Emplye Medicare 334.23 NO
FED /OAS Emplye OASDI 1429.10 NO
MN/ /SWH MN W/H 1288.69 NO
Employee Totals 6433.71
Employer Totals .00

Deductions Employer Deduction?
001 Medical Ins 31.68 NO
002 Dental Ins 10.57 NO
003 United Way 175.00 NO
004 Credit Union 50.00 NO
006 401K 637.50 NO
008 Parking 5.00 NO
010 Stock Plan 100.00 NO
Employee Totals 1009.75
Employer Totals .00

End of Report
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Vacation and Sick Leave Report

Selection Screen

/%, Vacation and Sick Leave Report
Comomands Edit Modes Other Help

EEaET N

? & oK | Abandon |

Employee 1D From || g
Thiu I al

Displap Dollar Amounts? W

[ | ComparyH | 12/07/2000 | TeminalTOOOD |OVR

Thisreport lists the amounts of the vacation and sick accruals for employeesin the group code(s) for

this pay period. Use this report to verify the accrued leave amounts that will be posted to each

empl oyee when the Post Checks function is used for this pay period.

You can enter arange of Employee ID’syou want to include on the report and whether the dollar

amounts for vacation and sick leave should be printed on the report.

The Sick Leave and Vacation Report

Page

1

Ending Balance
Hours Dollars

120.
99.

120.
83.

94.
35.

94.
35.

428.

000
344

000
344

456
344

456
344

912

5192.
4298.

3842.
2668.

2087.
1529.

1362.
509.

4483.

28
51

28
59

02
30

34
77

92

12/08/2000 Builders Supply
Vacation and Sick Leave Report
Pay Check Date 10/01/1999
Employee Type Beginning Balance Accrued This Period Taken This Period
ID Name Leave Hours Dollars Hours Dollars Hours Dollars
BOUOO1 Bourne, Linda C VAC 119.500 5170.65 .500 21.63 .000 .00
SICK 96.000 4153.82  3.344 144.69 .000 .00
GER001 Gerard, Timothy G  VAC 160.000 5123.04 40.000- 1280.76- .000 .00
SICK 80.000 2561.52  3.344 107.07 .000 .00
JENO01 Jenkins, Kathy M VAC 80.000 3461.52 14.456 625.50 .000 .00
SICK 32.000 1384.61 3.344 144.69 .000 .00
LUKOO1 Lukas, George VAC 80.000 1153.84 14.456 208.50 .000 .00
SICK 32.000 461.54  3.344 48.23 .000 .00
TOTALS VAC 439.500  14909.05 10.588-  425.13- .000 .00
SICK 240.000 8561.49 13.376 444 .68 .000 .00

253.

376

9006.

17
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Adjusting Pay Period Sick and Vacation Accrual Amounts

Adjustment Screen

&, Accrual Adjustments
Conumands Edit Modes Other Help
Ptz @ @A e 0K | Abandon |
Employes |D | EINEI] =
Last Mame Bourne
First Name Linda
iddle Initial C
W acation Sick
Current Pay Period Accrual | 4.000 | 3553
[Use File Maintenance ta Edit)
Hours Accrued Year-to-Date -0oo -000
Hours Taken Year-to-Date -0no -0on
Hours Taken This Period _noo _noo
[Pre-Past] Remaining Hours 119.500 96.000
Accrual Code = XX
[ |Company H [12/07/2000 | Teminal TOOD |OVR

Use this function to adjust sick and vacation time cal culated through either the Cal culate Checks or
the Manual Checks functions. If you are calculating multiple checks for employee, the system
calculates the sick and vacation accrual amounts for each check calculated for the employee. Use the
Sick Leave and Vacation Report to verify the accrual amounts cal culated for each employee in this
check run.

If the vacation and sick accrua amounts for an empl oyee needs adjusting, enter the employee ID. The
amount of vacation and sick time accrued for the employee in this check run are displayed in the
Current Pay Period Accrual section. (Even if you have multiple checks for an employee, thereis
just one accrual record per employee per pay period that combines all check accruals.) Use these
fields to enter the vacation and/or sick time adjustments. Enter a negative amount to reduce the
accrual amount, a positive number to increase the accrual amount, PgDn to save the adjustments.
Print the Vacation and Sick Leave Report to verify that the adjustments entered have corrected the
accrua amounts for this paycheck run.
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Print Checks Screen

&, Print Checks 1= e
Comomands Edit Modes Other Help
2R @B e OK__|_ Abandon |
Payroll Mumber 000054
Cuarter 4
Group Code 12
Period End 1240172000
Date on Checks 12701 /72000
GL Period 12
First Check Murnber 1034
If Restart, Last Good Form Mumber
Check Printing Order? Erplayee |0 hd
Print Remaining Leave? “Facation -
[ |Company H [12/07/2000 | Terminal TOOD |OVR

Usethis function to print checks created through the Cal culate Checks and Manual Checks functions.
Thefirst check number defaults from the Employer Bank Information option in the Payroll
Information function on the File Maintenance menu; you can change it here if the next check number
islarger than the check number displayed. If the next check number isa smaller number, you must
edit the number using the Employer Bank Information option in Payroll |nformation.

Checks are not printed for employee’s who have a negative net pay. If the employee has negative net
pay, the employee’s deductions and withhol dings are reduced until the net pay is zero before a check
is printed.

Usethe Check Printing Order? field to choose whether to print the checks by Employee | D, Check
L ocation, or Department.

In the Print Remaining L eave? field to choose Both to print the remaining vacation and sick |eave,
Sick to print the remaining sick leave, Vacation to print the remaining vacation leave, or None to not
print either type of remaining leave on the paychecks.

After the checks are printed, the message M ount paper - Check log will now print appears before
thelogis printed.

Note I

The options Print company name on checks? and Print checks on blank or preprinted forms?
in the Options and Interfaces function on the Company Setup menu in Resource Manager determine
how checks are printed.
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JENOO1 500 Jenkins, Kathy M 460-39-2093 12/01/00 12/01/00 1058

EMP. NO./DEPT. ENWPLOYEE NAME SOCIAL SECURITY NO. PERIOD EEG. PERIOD END CHECE NO.

EE CURRENT AMGUNT EE CURRENT AMGUNT YEAR TO DATE

Salaried Wag 40.000 7500.000 7500.000 Federal WH 1842.63 7900. 62

Regular Pay . D00 . Q00 22500.000 Emplye OASDI 465,00 1860.00
Emplye Medic 108.75 435.00
MN W/H 564,37 2335.12
Dental Ins 225,00 235.56
United Way 5.00 230.00
Medical Ins .00 31.68

Vac Remaining 80.000

Sick Remaining 32.000

PAY RATE CURRENT EARNINGS CURRENTDEDUCTIONS |  NETPAY | YTDEARNINGS | Y'TDDEDUCTIONS
7500.00 3210.75 4289.25 30000.00 13027.98 16778.52

Sample Payroll Check

Printing Checks

DATE AMOUNT
12/07/00 **k*%kq 289,25

PAY:

FOUR THOUSAND TWO HUNDRED EIGHTY-NINE AND 25/100 DOLLARS

TO THE Kathy M Jenkins

mwﬁm 1200-24 Wright Blvd
apt 402 VOID

Minneapolis, MN 55055 AUTHORIZED SIGNATTRE
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Check Register

Selection Screen

%, Check Register
Comomands Edit Modes Other Help

P Xtz B @@ 7@ oK | Abandon |
Payroll Humber 000054
Qluarter 4
Group Code 1 2
Period End 1270172000
Date on Checks 1240172000
GL Period 12

Print ermployer tax and deduction information? [~

Print Register lne————————————————— Print By:
% Summnary @+ Department
i Detail i Employes 1D
= Sequence No.
= Check No.

[ |Company H [12/07/2000 | Terminal TOOD |OVR

Print the Check Register as arecord of the checksissued for the pay period. This register contains the
same information as the Edit Register but also includes the check numbers printed for each employee.
You can choose whether to include employer tax and deduction information and whether to print the
register in summary or detail format. You also would be able to choose how you want it sorted by:

Department
Employee ID

Sequence No.

A W NP

Check No.

If you pick Department, it is sorted by the employee’s HOME department.

Note I

Because this report can be sorted by the employee’'s HOME department, if you entered time tickets
for multiple departments and have the option Post Employer Taxes/Deductionsto Home or

Wor ked Department? set to WORKED the check register will till show all employer taxes and
deductions for the HOM E department.
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A Check Register is printed in detail by Employee ID

12/08/2000 Group Codes 1 2 Builders Supply Page 1
2:46 PM Periods 11 Check Register - Detail
Pay Check Date 10/01/1999
For Pay Period Ending 05/04/1999
——————————— EBarmnings ---------- ----------- Withholdings ---------  -------- Deductions --------
Employee Salary or
1D Soc Sec No. Code Dept Hours Wages Type/Code Description Amount Code Description Amount
Bourne, Linda C SAL 500 173.330 7500.00 FED /FWH Federal WH 1125.63 1 Medical Ins 10.56
BOU001 459-30-1099 FED /OAS  Emplye OASDI 465.00 6 401K 337.50
Gross Wages 7500.00 FED /MED Emplye Medicare 108.75 3 United Way 75.00
Net Pay 4804.09 MN/ /SWH MN W/H 419.95 4 Credit Union 50.00
Check Number 0001079 10 Stock Plan 100.00
2 Dental 1Ins 3.52
Gerard, Timothy G SAL 500 173.330 5550.00 FED /FWH Federal WH 477.23 6 401K 150.00
GER001 468-22-4819 FED /OAS  Emplye OASDI 344.10 1 Medical Ins 10.56
Gross Wages 5550.00 FED /MED Emplye Medicare 80.48 2 Dental 1Ins 3.53
Net Pay 4153.82 MN/ /SWH MN W/H 305.28 3 United Way 25.00
Check Number 0001080
Jenkins, Kathy M SAL 500 173.330 7500.00 FED /FWH  Federal WH 1778.83 1 Medical Ins 10.56
JENOO1 460-39-9093 FED /OAS  Emplye OASDI 465.00 2 Dental 1Ins 3.52
Gross Wages 7500.00 FED /MED Emplye Medicare 108.75 3 United Way 75.00
Net Pay 4503.63 MN/ /SWH MN W/H 554.71
Check Number 0001081
Lukas, George SAL 500 173.330 2500.00 FED /FWH Federal WH .00 6 401K 150.00
LUK001 488-30-1281 FED /OAS  Emplye OASDI 155.00 8 Parking 5.00
Gross Wages 2500.00 FED /MED Emplye Medicare 36.25
Net Pay 2145.00 MN/ /SWH MN W/H 8.75
Check Number 0001082
Earnings, Withholdings
Deductions Descriptions Amount Hours
Earnings Incl. Net?
Gross Wages 23050.00
Net Pay 15606.54
Check Amount 15606.54
SAL Salaried Wage 23050.00 693.320 YES
Earnings Total 23050.00 693.320
Withholdings Employer Tax?
FED /FWH Federal WH 3381.69 NO
FED /MED Emplye Medicare 334.23 NO
FED /OAS Emplye OASDI 1429.10 NO
MN/ /SWH MN W/H 1288.69 NO
Employee Totals 6433.71
Employer Totals .00
Deductions Employer Deduction?
001 Medical Ins 31.68 NO
002 Dental Ins 10.57 NO
003 United Way 175.00 NO
004 Credit Union 50.00 NO
006 401K 637.50 NO
008 Parking 5.00 NO
010 Stock Plan 100.00 NO
Employee Totals 1009.75
Employer Totals .00
End of Report

8-244



Paycheck Received Report

Selection Screen

%, Paycheck Received Report

Commands Edit Modes Other Help
P Xtz B @@ 7@ oK | Abandon |
Payroll Humber 000054
Quarter 4
Group Code 12
Period End 1270172000
Date on Checks 1240172000
GL Period 12
Sart By:
* Check Location
" Department
i Emplopee ID

Page Break After Department/Check Location?

v

|Company H [12/07/2000 | Terminal TOOD |OVR

Print the Paycheck Received Report as arecord of which employees received their paychecks for the

pay period. This report provides space for the employe€’s signature next to the check numbers

received.

You can sort the report by check location, department, or employee ID and select whether to use a
page break after the check location/department.

Paycheck Received Report printed by Department

12/08/2000
3:12 PM

Empl ID Employee Name

BOUO01 Bourne, Linda C
GER001 Gerard, Timothy G
JENO01 Jenkins, Kathy M

LUKO01 Lukas, George

4 Check(s) For Department 500

Builders Supply
Paycheck Received Report
Pay Check Date 10/01/1999

459-30-1099

468-22-4819

460-39-9093

488-30-1281

Check #

0001079

0001080

0001081

0001080

Date

10/01/99
10/01/99
10/01/99

10/01/99

Dept ID

Page
Signature
X
X
X
X
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Withholding Report

Selection Screen

4, Withholding Report

Commands Edit Medes Other Help

A e oK

I Abandon I
Payroll Humber 000054
Cuarker 4
Group Code 12
Period End 12/01 /2000
Date on Checks 12401 /2000
GL Period 1

Print E arnings &z
’7 i+ Gross Earmings

= Tarable Eamings

| |Compary H [12/07/2000 | Terminal TOOD |OWR

Thisreport isasummary of the employee payroll withholding amounts for one pay period. If federal,

state, or local tax authorities require your company to deposit employee withhol dings after each pay
period, use this report to determine the amount of the deposit.

You can select whether to print the gross or taxable earnings in the report.

If you are required to make the withhol ding deposit at the end of the quarter, the Quarterly
Withholding Report summarizes the employee withholdings for the quarter.
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Withholding Report showing Taxable Earnings

12/08/2000 Builders Supply Page 1
3:29 PM Withholding Report
For Pay Period Ending 05/04/1999
Group Codes 1 2
Taxable Earnings

Gross Wages/ ~ -------- Federal ------- = --------- State ---------- = —--------—- Local ----------
Tips Code Tax. Eam. WH Code Tax. Earn. WH Code Tax. Earn. WH
Local
State MN
BOU001 Bourne, Linda C 459-30-1099
.00 FWH 7062.50 1125.63 MN SWH 7062.50 419.95
.00 OAS 7500.00 465.00
MED 7500.00 108.75
GER001 Gerard, Timothy G 468-22-4819
5550.00 FWH 5400.00 477.23 MN SWH 5400.00 305.28
.00 OAS 5550.00 344.10
MED 5550.00 80.48
JENOO1 Jenkins, Kathy M 460-39-9093
7500.00 FWH 7500.00 1778.83  MN SWH 7500.00 554.71
.00 OAS 7500.00 465.00
MED 7500.00 108.75
LUKOO1 Lukas, George 488-30-1281
2500.00 FWH 2350.00 .00 MN SWH 2350.00 8.75
.00 OAS 2500.00 155.00
MED 2500.00 36.25
Local Total Number of Employees 4
15550.00 FWH 22312.50 3381.69 MN SWH  22312.50 1288.69
.00 OAS 23050.00 1429.10
MED 23050.00 334.23
State Total MN Number of Employees 4 ( 4)
15550.00 FWH 22312.50 3381.69 MN SWH  22312.50 1288.69
.00 OAS 23050.00 1429.10
MED 23050.00 334.23
Grand Total Number of Employees 4 ( 4)
15550.00 FWH 22312.50 3381.69 MN SWH  22312.50 1288.69
.00 OAS 23050.00 1429.10
MED 23050.00 334.23

End of Report
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Employer’s Tax Report

Selection Screen

%, Employer's Tax Report

Commands Edit Modes Other Help

2R @B e OK__|_ Abandon |
Payrall Mumber 000054
Cuarter 4
Group Code 12
Period End 1270172000
Date on Checks 1240172000
GL Period 12

Print Other Employer Taxes 7 v

[ |Company H [12/08/2000 | Terminal 700D | INS

This report provides a comparison of the wages earned by employees and the earnings subject to
employer taxes (OASDI, Medicare, SUI, and FUTA) along with the limits and wages in excess of the
limit.
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The liability shown on this report is calculated by multiplying the report totals times the tax
percentages. The liability calculations in this report may vary from actual posting totals because the
total posted is calculated per employee, totaled, and then posted. Compare the totals on this report
with those in the Employer’s Liability Report for actua liabilities. You can select whether to include

other employer taxesin this report.

Employer’s Tax Report Sample

12/08/2000 Builders Supply
2:17 PM Employer's Tax Report
For Pay Period Ending 05/11/1999
Group Codes 1

State MN
Gross Adv -- Employer FICA (72600/NO LIMIT) -- ----- SUI (18100) -----
Wages EIC Earnings FICA Tips Excess FICA Earnings Excess SUI
BOU001 Bourne, Linda C 459-30-1099
7500.00 .00 7500.00 .00 .00 .00 7062.50
7500.00 .00
GER001 Gerard, Timothy G 468-22-4819
5550.00 .00 5550.00 .00 .00 .00 5400.00
5550.00 .00
JENOO1 Jenkins, Kathy M 460-39-9093
7500.00 .00 7500.00 .00 .00 .00 7500.00
7500.00 .00
LUK0O1 Lukas, George 488-30-1281
2500.00 .00 2500.00 .00 .00 2500.00 .00
2500.00 .00
State Total MN Number of employees 4
23050.00 .00 23050.00 .00 .00 2500.00 19962.50
23050.00 .00
SUT Liability
2500.00 * .09100 = 227.50
Grand Total Number of employees 4 4)
23050.00 .00 23050.00 .00 .00 2500.00 19962.50
23050.00 .00

OASDI Liability
23050.00 * .06200 = 1429.10
Medicare Liability
23050.00 * .01450
FUTA Liability
.00 * .00800 = .00

334.23

---- FUTA ( 7000) ---
Earnings Excess FUTA

.00

.00

.00

.00

.00

Page 1

7062.50

5400.00

7500.00

2500.00

22462.50

22462.50




Employer’s Liability Report

Selection Screen

%, Employer's Liability Report

Commands Edit Modes Other Help

2R @B e OK__|_ Abandon |
Payroll Mumber 000054
Cuarter 4
Group Code 12
Period End 1270172000
D ate on Checks 1240172000
GL Period 12
Print Other Emplover T axes v

[ |Company H [12/07/2000 | Terminal TOOD |OVR

This report isa summary of the employer payroll liability for taxes (OASDI, Medicare, SUI, and
FUTA) based on taxable earnings for the current pay period.

Thetotals in the report are the actual liability. They match the totals that are posted to General

L edger. Check them against the approximate liability totalsin the Employer’s Tax Report. The
liahbility shown on the Employer’s Tax report is calculated by multiplying the report totals times the
tax percentages. The Employer’s Tax report liability cal culations may vary from actual posting totals
because the total posted is calculated per employee, totaled, and then posted.

If federal, state, or local tax authorities require you to deposit payroll taxes for each pay period, use
this report for the deposit amount. If you are required to deposit at the end of the quarter, produce the
Quarterly Employer’s Tax Report for a summary of liabilities for the quarter. You can select whether
other employer taxes should be printed in the report.
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Employer’s Liability Report

12/08/2000 Builders Supply Page 1
2:28 PM Employer's Liability
Audit Report
For Pay Period Ending 05/11/1999
Group Codes 12345

State MN
Gross ---- OASDI (72600) ---- -- MEDICARE (NO LIMIT) -- ---- SUI (18100) ---- ---- FUTA ( 7000) ----
Wages Tax. Earn. Liability Tax. Earn. Liability Tax. Earn. Liability Tax. Earn. Liability
BOU001 Bourne, Linda C 459-30-1099
7500.00 7500.00 465.00 7500.00 108.75 .00 .00 .00 .00
GER001 Gerard, Timothy G 468-22-4819
5550.00 5550.00 344.10 5550.00 80.47 .00 .00 .00 .00
JENOO1 Jenkins, Kathy M 460-39-9093
7500.00 7500.00 465.00 7500.00 108.75 .00 .00 .00 .00
LUKOO1 Lukas, George 488-30-1281
2500.00 2500.00 155.00 2500.00 36.25 2500.00 227.50 .00 .00
State Total MN Number of employees 4
23050.00 23050.00 1429.10 23050.00 334.22 2500.00 227.50 .00 .00
Grand Total Number of employees 4 ( 4)
23050.00 23050.00 1429.10 23050.00 334.22 2500.00 227.50 .00 .00

End of Report
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Selection Screen

%, Pay Period Deduction Report
Comomands Edit Modes Other Help

2R @B e OK__|_ Abandon |
Payrall Mumber 000054
Quarter 4
Group Code 12
Period End 12/01/2000
Date on Checks 1240172000
GL Period 12

Page Break After Deduction I

Print
i+ Employes Deductions

i Employer Deductions
¢~ Both Emplopee and Employer Deductions

[ |Company H [12/07/2000 | Terminal TOOD |OVR

This report lists the payroll deductions set up for your company, the empl oyees taking the deduction
and the amount subtracted from their paychecks for this deduction this pay period.

You can select whether to print either employee or employer deductions or both types of deductions
in the report. You can select whether to have a page break between each deduction.
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Pay Period Deduction Report for Employee Deductions

12/08/2000 Builders Supply Page 1
3:09 PM Pay Period Deductions Report 05/11/99
Employee Deductions

Name D Dept Check Amount
Bourne, Linda C BOU001 500 10.56
Gerard, Timothy G GER001 500 10.56
Jenkins, Kathy M JEN0O1 500 10.56
Lukas, George LUK001 500 10.56
Total for Deduction 001: Medical Ins 42.24
Bourne, Linda C BOU001 500 3.52
Gerard, Timothy G GER001 500 3.53
Jenkins, Kathy M JEN0OO1 500 3.52
Lukas, George LUK001 500 3.52
Total for Deduction 002: Dental Ins 14.09
Bourne, Linda C BOU001 500 75.00
Gerard, Timothy G GER001 500 25.00
Jenkins, Kathy M JEN0O1 500 75.00
Total for Deduction 003: United Way 175.00
Bourne, Linda C BOU001 500 50.00
Total for Deduction 004: Credit Union 50.00
Bourne, Linda C BOU001 500 337.50
Gerard, Timothy G GER001 500 150.00
Total for Deduction 006: 401K 487.50
Lukas, George LUK001 500 5.00
Total for Deduction 008: Parking 5.00
Bourne, Linda C BOU001 500 100.00
Total for Deduction 010: Stock Plan 100.00
Total for All Deductions 873.83

End of Report
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Selection Screen

4, Employer Depariment Expense Report
Comomands Edit Modes Other Help

P Xtz B @@ 7@ 0K | Abandon |
Payroll Humber 000054
Qluarter 4
Group Code
Period End 12/01/2000
Date on Checks 12401 /72000
GL Period 12

Current Department Split Method iz Home Dept

Print Fepart e ————————————————
i Summary
& Detail

[ |Company H [12/07/2000 | Terminal TOOD |OVR

This report is a break down of the Employer Expenses. You are able to print it based off Payroll
number, Quarter and Group Code. The report will give you the department-split method either based
off the HOM E department of the WORKED department. You can view thisreport in Summary or
Detail. It will allow aview on which departments certain expenses are being generated from.
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Employer Department Expense Report

12/08/2000 Group Codes 12345 Builders Supply Page 1
3:12 PM Periods 11111 Employer Department Expense Report - Detail
For Pay Period Ending 05/11/1999
——————— Barmings -------  ------------ Withholdings ----------- ------ Deductions -------

Employee Salary or
1D Soc Sec No. Code Dept Wages Type/Code Description Amount Code Description  Amount
Bourne, Linda C SAL 500 7500.00 FED /EOA  Emplyr OASDI 465.00
BOU001 459-30-1099 FED /EME Emplyr Medicare 108.75

Gross Wages 7500.00 FED /FUT  Unemp Ins .00

Net Pay 4804.09 MN/ /SUI MN Unemp Ins .00
Gerard, Timothy G SAL 500 5550.00 FED /EOA Emplyr OASDI 344.10
GER001 468-22-4819 FED /EME Emplyr Medicare 80.47

Gross Wages 5550.00 FED /FUT  Unemp Ins .00

Net Pay 4153.83 MN/ /SUI MN Unemp Ins .00
Jenkins, Kathy M SAL 500 7500.00 FED /EOA Emplyr OASDI 465.00
JEN001 460-39-9093 FED /EME Emplyr Medicare 108.75

Gross Wages 7500.00 FED /FUT  Unemp Ins .00

Net Pay 4503.63 MN/ /SUI MN Unemp Ins .00
Lukas, George SAL 500 2500.00 FED /EOA  Emplyr OASDI 155.00
LUK001 488-30-1281 FED /EME Emplyr Medicare 36.25

Gross Wages 2500.00 FED /FUT  Unemp Ins .00

Net Pay 2252.54 MN/ /SUI MN Unemp Ins 227.50

Department 500 Totals
SAL 693.320 23050.00 FED /EME  Emplyr Medicare 334.22

FED /ECA  Emplyr OASDI 1429.10
Gross Wages 23050.00 FED /FUT  Unemp Ins .00
Net Wages 15714.09 MN/ /SUI MN Unemp Ins 227.50
Earnings, Withholdings
Deductions Descriptions Amount Hours
Earnings Incl. Net?
Gross Wages 23050.00
Net Pay 15714.09
SAL Salaried Wage 23050.00 693.320 YES
Earnings Total 23050.00 693.320
Withholdings
FED /EME Emplyr Medicare 334.22
FED /EOA Emplyr OASDI 1429.10
FED /FUT Unemp Ins .00
MN/ /SUI MN Unemp Ins 227.50
Employer Totals 1990.82
Deductions
Employer Totals .00

End of Report
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Post Checks

%, Post Checks 1= e
Comomands Edit Modes Other Help
2xrE R @mE 2@ oK | _Apandon |
Payroll Humber 000054
Quarter 4
Group Code 12
Period End 1270172000
Date on Checks 1240172000
GL Period 12

Bank Account [FuEDOT a

Be zure that you have backed up your data files before posting.

Fost To:
€ Current Fiscal vear
" Last Fiscal Year
Past ta Payrall Tax Manth I 12 December
Post Manual checks to Time Ticket Higtory? v

[ |Company H [12/08/2000 | Terminal 700D | INS

The information entered when you used the Calculate Checks or the Manual Checks functions
defaults into the Payroll Number, Quarter, Group Code, Period End, Date on Checks, GL
Period, and the Bank Account (if interfaced with Bank Reconciliation) fields. You cannot changeit.
If you have created last-year filesin General Ledger, press;

Choice Results

1 Post checks to current fiscal year

2 Post checks to the previous fiscal year.

Note I

If last-year General Ledger files do not exist, the system posts to the current fiscal year.

Usethe Post to Payroll Tax Month field to select the month you want the information posted to in
the payroll history files. You selected the general ledger period that the checks are posted to when
you used the Calculate Checks or Manual Checks function. Select whether to post manual checksto
time ticket history.

CAUTION: Remember to back up datafiles before proceeding with this function. Power problems
or other system malfunctions during the post might require that you recover datafiles
from the backup.
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When you post the following tasks are performed:

Information from the paychecks updates the Employee Deduction History, Employee Earning
History, Employee General Information, Employee Withholding History, Employee
Miscellaneous History, and L eave Adjustment History files.

The Transaction Post file is erased.

The department records for salaried employees are updated. Employer taxes are posted to the
department records for both types of employees. If WORKED is selected for the Post
Employer Taxes/Deduction to Home or Worked Department? option in the Options and
Interfaces function on the Company Setup menu in Resource Manager, the employer taxes are
posted to the department entered on time tickets. If time tickets have been entered for a salaried
employee for |ess hours than the hours listed for their group code on the FREQxxXx table, the
difference between the time ticket hours and the group code hoursis posted to the employee’s
HOME department.

The paychecks' detail information is transferred from the Checksfile to the Check History file,
from the Checks Deductionsfile to the Check History Deductions file, from the Checks Earning
file to the Check History Earningsfile, and from the Checks Withholdings file to the Check
History Withholdingsfile.

The pay period information is posted to the Genera Journa fileif Payroll isinterfaced with
General Ledger. If last-year files have been created in General Ledger, you can choose which
fiscal year you want the information post to.

Summary disbursement entries for the payroll checks are created in the Bank Reconciliation
Transactions fileif Payrall isinterfaced with Bank Reconciliation.

The paychecks' detail information is erased from the Checks, Checks Deductions, Checks
Earning, and Check Withholdingsfile.

The payroll number in the PACTLxxx table is incremented.

The vacation and sick hours for employees are updated in the Employee Genera Information
fileif you selected YES for the Automatic Accrual of Vacation/Sick Time? option in the
Options and Interfaces function on the Company Setup menu in Resource Manager.



Post Paychecks Flowchart

POST
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Posting Payroll Transaction while interfaced to General Ledger.

Thisthe Employee’s portion of the entries made during the Post Checks function when Payroll is
interfaced with General Ledger:

Employee’s Portion during Posting Checks.

DEBIT Payroll Cash Account specified in the Earning Code file, PAECxxx.

DEBIT Federal Withholding Liability Account from the GLPAY xxx in the PATB file.
CREDIT Adv. EIC Payment Account from GLPAY xxx in the PATB file.

CREDIT FICA Liability Account specified in the Withholding file, PAWIxxx.
CREDIT State Liability Account specified in the Withholding file, PAWIxxx.
CREDIT Local Liability Account specified in the Withholding file, PAWIxxXx.
CREDIT Federal Other Liability Account specified in the Withholding file, PAWIxxx.
CREDIT State Other Liability Account specified in the Withholding file, PAWIxxx.
CREDIT Local Other Liability Account specified in the Withholding file, PAWIxxx.
CREDIT Deduction Liability Account specified in the Withholding file, PAWIxxx.

CREDIT Holding Account specified in the Deduction file, PADDxxX.

Note I

If Payroll is interfaced with Bank Reconciliation, the cash account comes from the bank account
record (BRBAXXX).
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Thisisthe Employer’s portion of the entries made during the Post Checks function when Payroll is
interfaced with General L edger.

Permanent Entries

CREDIT Employer OASDI Liability Account specified in the Withholding file, PAWIxxx.
CREDIT Employer Medicare Liability Account specified in the Withholding file, PAWIxxx.
CREDIT FUTA Liability Account specified in the Withholding file, PAWIxxx.

CREDIT SUI Liability Account specified in the Withholding file, PAWIxxx.

CREDIT Other Withholding Liability Account specified in the Withholding file, PAWIxxx.

CREDIT Deductions (i.e. match of 401k) Account specified in the Deduction file, PADDXxxX.

These entries are tempor ary, they are reversed when you select the Post Expenseto GL function.

Temporary Entries

DEBIT Employer OASDI Expense Holding Acct specified in the Withholding file, PAWIxxx.
DEBIT Employer Medicare Expense Holding Acct specified in the Withholding file, PAWIxxx.
DEBIT FUTA Expense Holding Account specified in the Withholding file, PAWIxxx.

DEBIT SUI Expense Holding Account specified in the Withholding file, PAWIxxx.

DEBIT Other Expense Holding Account specified in the Withholding file, PAWIxxx.

DEBIT Employer Deduction Holding Acct specified in the Deduction file, PADDXxxX.
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Thisthe Employee’s portion of the entries made during the Void Checks function when Payroll is
interfaced with General Ledger:

Employee’s Portion during Posting Checks.

DEBIT Adv. EIC Payment Account from GLPAY xxx in the PATB file.

DEBIT FICA Liability Account specified in the Withholding file, PAWIxxx.
DEBIT State Liability Account specified in the Withholding file, PAWIxxx.

DEBIT Locd Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Federal Other Liability Account specified in the Withholding file, PAWIxxx.
DEBIT State Other Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Loca Other Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Deduction Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Holding Account specified in the Deduction file, PADDxxXx.

CREDIT Payroll Cash Account specified in the Earning Code file, PAECxxx.

CREDIT Federal Withholding Liability Account from the GLPAY xxx in the PATB file.

Note I

If Payroll is interfaced with Bank Reconciliation, the cash account comes from the bank account
record (BRBAXXX).
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Thisisthe Employer’s portion of the entries made during the Void Checks function when Payroll is
interfaced with General L edger.

Permanent Entries

DEBIT Employer OASDI Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Employer Medicare Liability Account specified in the Withholding file, PAWIxxx.
DEBIT FUTA Liability Account specified in the Withholding file, PAWIxxx.

DEBIT SUI Liability Account specified in the Withholding file, PAWIxxx.

DEBIT Other Withholding Liability Account specified in the Withholding file, PAWIxxx.
DEBIT Deductions (i.e. match of 401k) Account specified in the Deduction file, PADDXXxX.

These entries are tempor ary, they are reversed when you select the Post Expenseto GL function.
Temporary Entries

CREDIT Employer OASDI Expense Holding Acct specified in the Withholding file, PAWIxxx.
CREDIT Employer Medicare Expense Holding Acct specified in the Withholding file, PAWIxxx.
CREDIT FUTA Expense Holding Account specified in the Withholding file, PAWIxxx.
CREDIT SUI Expense Holding Account specified in the Withholding file, PAWIxxx.

CREDIT Other Expense Holding Account specified in the Withholding file, PAWIxxx.

CREDIT Employer Deduction Holding Acct specified in the Deduction file, PADDXxxx.
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When you Post Checks function, the posting log is produced

from Deduct.
(PADDXXX)

from W/H
(PAWIXXX)

from GLPAY —
table

from Earning—
Codes (PAECXxX)

from W/H |:
(PAWIXXX)

12/08/2000
10:27 AM
Description

Medical Ins
Dental Ins
United Way
Credit Union
401K
Parking
Stock Plan

Emplyr Medicare
Emplyr OASDI
Federal WH
Emplye Medicare
Emplye OASDI
MN Unemp Ins
MN W/H

Net Cash Entry

Hold. Acct Salaried Wage

Emplyr Medicare

Emplyr OASDI
MN Unemp Ins

GL Balance - Period 10

End of Report

Builders Supply
Post Checks

GL Account

535000
535000
204000
999900
205000
801000
205000

203200
203200
203000
203200
203200
203700
203400

100000

202000

530000
530000
530000

23,050.00

334.22
1,429.10
227.50

25,040.82

PAGE 1

Credit

42.24
14.09
175.00
50.00
487.50

100.00

334.22
1,429.10
3,401.07

334.22
1,429.10

227.50
1,297.69

15,714.09

25,040.82




Voiding Checks

Void Checks Screen

%, Void Checks

Commands Edit Modes Other Help

P Xtz B @@ 7@ 0K | Abandon |
Emplopee 1D IBDUEIEI'I E] Post To:
= Current Fiscal Year
Check Mumber I 1080(2] ¢ Last Fiscal Year

Bank Account | G aj

Past ta Payrall Tax Manth I 12 December
GL Period [12]
Do you want to create copies of the
transactions in the Transaction File? i~

[ |Company H [12/08/2000 | Terminal 700D | INS

Use the Void Check function to void posted checks. You can only void checks that have been posted
to the check history files. (The Save check history? option must be set to Y ESto have checks posted
to the check history files). If Payroll isinterfaced with General Ledger, Bank Reconciliation, and/or
Job Cost, the checks history and/or the transaction information is backed out of these applications.
The check remainsin the Checks History file, but it is marked as a voided check and its totals are not
added into the Check History Register totals.

Note I

If you are interfaced to Bank Reconciliation, you can only void a check that exists in the Bank
Reconciliation transaction file and hasn’t been marked as cleared.

Note I

You cannot void a check converted from a previous version of Payroll.

After you select the check number you want to void, the system checks for paychecks already in the
Checksfile. If paychecks are in the Checks file, the group code and period run code of the checks
already in the Checks file must match the group code and period run code of the check you want to
void in order to complete the void.

If you are voiding a calculated check, the system del etes the time ticket transaction record from the
Transaction History file and re-creates the time ticket record in the Transaction fileif you select YES
for the Do you wish to create copies of the original transactionsin the Transaction File? option
on the Void Checks screen.
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If Payroll isinterfaced with Job Cost, the time ticket transaction information is backed out in Job
Cost. You can edit the re-created time ticket information, post it, and calcul ate checks. The message,
Unableto find original transactionsin transaction history. Transactionswill not be re-created
in Transaction file appears when the system is unable to re-create time ticket transaction.

When you void a salaried employee’s check, the following message appears, Check isa salaried
employee’s check. It will not be re-created. You can still void the check, but you must use the
Calculate Checks function to produce a new check for the employee.

If thisis a salaried employee’s check for which time tickets were entered, the system deletes the time
ticket transaction in the Transaction file. The time ticket can be edited and posted before selecting the
Calculate Checks function to create a corrected check.

If you are voiding a manual check and select YES for the Do you with to create a copy of the
voided check in the Checks File? option, anew check is created based on the information from the
check you are voiding. You can then edit the new check information. If you selected YES for the
Post Manual checksto Time Ticket History? option, the time ticket information in the Transaction
History is deleted. After the check is voided, an audit log is printed.

When you void a check, the check history record is flagged as voided. If atime ticket history record
exists, it isalso flagged as voided. (Checks that have been voided will show up on reports, but their
values will not be added to the totals on the reports.)

When using the Void Checks function, the posting log is produced.

12/08/2000 Builders Supply PAGE 1
11:11 AM Void Checks - Post to General Ledger
Description GL Account Debit Credit
Medical Ins 535000 10.56
Dental Ins 535000 3.52
United Way 204000 75.00
Credit Union 999900 50.00
401K 205000 337.50
Stock Plan 205000 100.00
Emplyr Medicare 203200 108.75
Emplyr OASDI 203200 465.00
Federal WH 203000 1,125.63
Emplye Medicare 203200 108.75
Emplye OASDI 203200 465.00
MN W/H 203400 419.95
Net Cash Entry 100000 4,804.09
Hold. Acct Salaried Wage 202000 7,500.00
Emplyr Medicare 530000 108.75
Emplyr OASDI 530000 465.00
GL Balance - Period 05 8,073.75 8,073.75

Employee ID BOU00O1
Check Number
Tax Month 12

Posted to Bank Account FNBOOL 4,804.09

End of Report
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Voiding Checks Flowchart

Transaction Transaction
History File History Report
(PATHxxx)

VOID
CHECKS

Checks File
(PACHxx)

Check History
File (PAHCxxx)

Check Hist
Register

Emp Gen Info
File (PAEGxxx)

Check Earn Hist
File (PAHEXxx)

Emp Earn Hist
File (PAEEXxxX) Check Ded Hist

File (PAHDxxx)

Emp Ded Hist
File (PAEDxxx)

Check Hist WH
File (PAHWxxx)

Emp WH Hist
File (PAEWxxx)

Emp Misc Hist

File (PAEMxxX) Payroll Leave
Hist File
(PAHVXX) Detail Leave
Report
General Ledger
Journal File
(GLIRXxX) ; o
Earnings And Emp Detail List Quarterly State
Ded Report Unempl Report
Bank
Reconciliation Sick Leave And Monthly Quarterly
Trans File Vac Report Withholding Withholding
(BRTRxxx) Report Report
\//\ \/A \//\
. . uarterl
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File Color Key:
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Employee Inquiry

To view specific information for employees, select the Employee Inquiry M enu. Through this menu
you can access general information aswell as specific salary and tax setup information for a specified
employee. You can also access personal information and dates for that employee in addition to the
employee history information through out the year.

Employee Inquiry Screen

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Cloer 2 @@ KR

IH Builders Supply ll Qr‘ AS
|

OPEN SYSTEMS® Accounting Seftware

Main Menu

GEMERAL Report 'whiter E mployee |nguiry General Information

Billz of M aterials/Kitting D aily ook, Salary Information

Bank Reconciliation Papday "Wark Tax Information

Fized Aszets Payroll Reports Perzonnel Information One
General Ledger Personnel Reportz Perzonnel Information Two
Inverntary Productivity Reports Emploves Histone [nguinge
Job Cost Periodic Processing Time Ticket Histary
Purchasze Order File kaintenance Check History

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable taster Codes List

Fayrall

Resource Manager

Company H | Terminal TOOO | 12/08/2000 | 12:30 P

Note I

Access to one or all Employee Inquiry functions can be restricted using the Access Code function
on the Company Setup Menu in the Resource Manager. You may find, for example, that you can
view general information, but not salary information.
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General Information

Select the Gener al Information function from the Employee Inquiry Menu to access an employee's
genera information such as name, social security number, telephone number, and address. Other
information such as starting date, hired date, birthday, termination date is available as well.

After selecting the General Information function the following screen appears.

General Information Inquiry Screen

4, General Information [ 0=]
Commands FEdit Modes Other Help
2 ¥ e | B mE| & 0k | Abandon |
Emp 1D [EoDoaT = Job Title Admin. Asst.
Last Marme Bourne “Work Phone  [612]403-5555
Firgt Marne Linda Middle In [ Estension 5151 Supr D LUKODO1
-2 Mame Linda C Bourne Adj Hire Date 0170971993
Address 1 501 N Hamilton Ave Start Date 01/09/1993
Address 2 Birth D ate 06/07/1959
Address 3 Termn Date
Fies City Edina State MM Last Review Date 111272000
Zip Code 55435 Country  US Mext Review Date 11122001
Phone Mo [612)555-1212 Last Check Date 1270142000
55 Mo 459-30-1099 Inz Coverage Family/Blue Cross
Sex F User Label 2
EED Clazs 2 Uszer Label 3
Wwi-2 Fields Emergency Contact
Participate in 401K? = Mame Jim Bourne
Eligible for Pension? = ‘wiork Phone [612)567-3319
Statutory Employee? — Home Phone [612)555-1212
Deceased? — Fielation Husband
| E-Mail Ibourne@builders _supply.com |
| Employes I First I Last I Mest I Previous I |
[ [Company H [12/08/2000 [ Terminal T00D [INS

Use the General Information function to view general information an employee’s name, address,
phone number, and so on. You cannot change the information that you view.

Enter the Employee ID for the employee you want to work with or press Enter to work with the first
employee in the file. The following commands are available to move through this function.

Command Action

Employee  Pressthe Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next Press the Next option to view the next employee record available.
Previous  Pressthe Prev option to view the previous employee record avail able.
First Press the First option to view the first employee ID record available
Last Press the L ast option to view the last employee ID record available.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to
the Employee Inquiry Menu.

9-269



General Information Employee Inquiry

9-270



Salary Information

To view information such as employee’s department, salary, hourly rate, scheduled deductions and
other information about an employee's pay and scheduled deductions, use the Salary Information

function.

Select the Salary I nfor mation function from the Employee Inquiry Menu.

Salary Information Inquiry Screen

4, Salary Information
Comunands Edit  Modes Other Scroll Comunands Help

SETEIET I FIEE o] _Abancon |
| Employzeld [T |3 Boume, Linda C |
rrrrrr Pay Informatiar ——- - Scheduled Deductions —
Dept 500 Mo Description 12345 Armount Balance
Labor Class Prs 1 |Medical Ins YHNHNHN 10.56 00 =
Carparate Officer? Il 6 |401K PNNNN 4.50 .00 =
Seasonal Employes? r 3 |United Way PNNNN 1.00 .00 ﬂ
Type H or 5] S 4 |Credit Union YNNNN 50.00 [iT]
Exempt? — 10| Stock Plan YHNHNHN 100.00 [11]
Adjust to Minimum? — 2 |Dental Ins TYHNNNHN 3.52 [11]
Group Code [0-9] 1
Pay Periods/'ear 12
Check Location
Earning Code SAL j
Salary F500.00 =
Hourly Rate il g
Ovveride Pay -00 Dieduction [ 001 of DOG |
Status Full-ti
Sick Accrual Code XK Sick Hours Remaining 99.553
“ac Acciual Code o “Wacation Hours Remaining 123.500
| Employee FEirst Last Mest I Brevious I Goto I Wiew I |

| Compary H | 12/08/2000 | Terminal TOOD | INS

Use the Salary Information function to view employee salary information, pay rate, scheduled
deductions, sick and vacation accrual codes, remaining vacation and sick hours, and so on. Enter the
Employee I D for the employee you want to work with or press Enter to work with the first employee
in the file. The following commands are avail able to move through this function.

Command

Action

Employee Press the Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next
Previous
First
L ast

View

Press the Next option to view the next employee record available.

Press the Prev option to view the previous employee record available.

Press the First option to view the first employee ID record available

Press the L ast option to view the last employee ID record available.

Press the View option to view the current factors available for the selected deduction.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to
the Employee Inquiry Menu.
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Use the View factors command to review the override factors entered for a specific employee

deduction.

Salary Information Inquiry with View Factors Screen

3. Salary Information ==
Commands Edit Modes Other Scroll Comumands Help
RHrE|2E mE| e 0F | Abandon |

| Employesip  [F0000T 1T Bourne, Linda C

- Scheduled Deductions -

Dept
LelimnBss D Commants Edit Modss Other Help
Corporate Officer? .
Seasonal Employee? 22Xtz | 2@ |mE| 2€ ok | sbendon |
Type [H or 5] i
Exempt? Override Factars? =
Adjust to Minimurm? Factor 1 _0000
Group Code [0-9]
Pay Periods/'ear Factar 2 -0000
Check Location Factor 3 -0000
(EcTiTE) Cite 8 Factor 4 _0000
Salary 7500
Hourly Fate X Factor 5 il
Override Pay - Factor & .0000
Status Full-ti —
Sick Accrual Code i Press Any Key...
“Wac Accrual Code o || “Wacation Hours Remaining 123.500
| Ermployes First Last I Hext I FPrevious I Goto I Wiew I |

| Compary H | 12/08/2000 | Terminal TOOD | INS

You cannot edit the override factors on this screen. To edit the override factors, use the Scheduled
Deductions section of the Salary Information screen in the Employees function on the File

M aintenance menu.



Tax Information

Select the Tax Information function from the Employee Inquiry Menu to view an employee’s federal,
state and local tax information, use the Tax Information function. You can also view the specific
withholdings that may be excluded for the employee chosen. The information shown in the function
isfor inquiry only and cannot be modified in the function. To modify the data you should review the
Implementation section of the manual.

After selecting the Tax Information function in the Employee Inquiry Menu the following screen
appears.

Tax Information Inquiry Screen

sy, Tax Information [ =]
Commands Edit  Modes Other Seroll Comumands Help
2rrE|BEe AR 2 0k | Abandon |
Employee D IBDUEIEI'I |§ Bourne, Linda C
Tax Group MM
Federal Tax Information
Fed. Stat Exemp Extra 'w¢H Fized W /H EIC Code Table ID
FED M 4 -on _00|N FEDM
State Tax Information
State  Stat Exemp E wtra '/ /H Fixed '//H T able ID SUl State  Mame
MN M 4 .00 00 |STXMNM MN Minnesota
Local Tax Information
State Local Stat Exemp Extra ! /H Fixed 'w/H Table I Locality Mame
| Employes Mext Frevious First Last I Tab=5tate I Goto line I Wiew I |
| |Compary H [12/08/2000 | Temminal TOOD | N5

Use the Tax Information function to view an employee's federal, state, and local payroll tax
information. Enter the Employee ID for the employee you want to work with or press Enter to work
with the first employeein thefile.

The following commands are available to move through this function.

Command Action

Employee Pressthe Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next Press the Next option to view the next employee record available.
Previous Press the Prev option to view the previous employee record available.
First Press the First option to view the first employee ID record available
Last Press the L ast option to view the last employee ID record available.
Tab Press the Tab key to move to the next section of the screen.

View Press the View Withholding Information to see specific exclusions.
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The View Withholding information command displays the Employee Withholding Exclusions
window. You can use the Goto command to enter the specific code number for the withholding code
you want to place the cursor at in the window. The following window will be shown on your screen.

Tax Information Inquiry with Withholding Information Screen

4, Tax Information =15 =]

Conunands Edit Modes Other Scroll Comumands  Help

R2rRrE|e AR 2 0k | Abandon |
Employee D IBDUEIEI'I |§ Bourne, Linda C

Tax Group MM
Federal Tax Information

4, Employee Withholding Exclusions [_[o[x][Fi~ed+#H EIC Code Table D
Commands Dl Modes Other Seroll Commands Help

2= | @m@m | 2 € 0 | Abandon | | |
Tepe Code Description Exclude o W 5em O
FED FwH Federal WH "l = :MNM - =E Ma_me
FED _ |0AS  |Emplye DASDI o S O
FED __|MED _|Emplye Medicare [N
FED EIC Earmned Income -
FED |EOA  |Emply DASDI - =
FED EME Emplyr Medicare o = -
FED FUT Unemp Ins = g /H Tahble ID Locality Mame
Code( 001 of 009 )

| Goto I Yiew Factors | Done I !

L

| Employes Mext I Frevious | First I Last I Tab=5tate I Goto line I Wiew I |

| |Compary H [12/08/2000 | Temminal TOOD | N5

The View Factors command displays the Factor Entry window. Any override factors entered for the

withholding code the cursor is currently located at will be displayed in the window.

Tax Information Inquiry with Withholding Factors Screen

&, Tax Information =101

Commands  Edit Modes Other Scroll Commands  Help
EXaaE R 0K | Abandan |

Employee D IBDUEIEI'I |§ Bourne, Linda C

Tax Group MM
Federal Tax Information
. Emplovee Withholding Exclusions] i, Factor Inguiry - [_[51=]
Commmands  Edit Medss  Other Seeoll! Comumands Edit Modes Other Help
22Xtz @a|ma|? 2Xt= 2@ | Mm@ | 2 € 0k | Abndon |
Type Code Description Override Factors? 7 B
FED FwH Federal WH Factor 1 0000
FED DAS Emplye DASI
FED _ [MED _|Emplye Medi Factor 2 -0ooo
FED EIC Earned Incor Factor 3 _0000
FED EDA Emplyr DASD | |
FED  |EME  |Emplyr Medic  Foctord ATy a
FED FUT Unemp Ins Factor & D000
' Factor 0000
| Goto I Wiew Factor: Press Any Kep
- T T
| Employes Mext I Frevious First Last I Tab=5tate I Goto line I Wiew I |

| |Compary H [12/08/2000 | Temminal TOOD | N5

Press any key to return to the Employee Withholding Exclusions window. Use the Done command
to return to the Tax Information screen. When you have completed your inquiry use the Exit (F7)

command to exit the function and return to the Employee Inquiry Menu.

Note I

You cannot edit the override factors on this screen. On the Tax Information Screen in the Employees
function on the File Maintenance menu, use the Withholding setup and Change factor commands to

edit the factors for this withholding code for a specific employee.




Personnel Information One

Use the Personnel Information One function to look at an employee’s education information, pay rate
change, bonus issued information, and personnel comments about an employee.

Select the Personnel Infor mation One function from the Employee Inquiry Menu, the following

screen appears.

Personnel Information One Inquiry

4, Personnel Information One
Cowmmands LAt Modes Other Help

[ o] =]

AxrE|nE @al?e

0F | Abandon |

Bourne, Linda C

| EIN =

| Employee D

Cornments 1
Cornments 2
Comments 3

An excellent worker. rarely misses a shift.

- Bonus ssued -

Dearee BSCE Bachelors. b ajor

Degree I sjor

Degree b ajor
——————— . Pay Change —

Doate Feason Old Rate || Date

1171671997 ANNUAL REVIEW
1270171998 ANNUAL REVIEW

7500.00
8000.00
i)
.00
ol
.00
.00
.00

Arnort
jili}
jili}
0o
jili}
jili}
jili}
jili}
jili}

Feason

| Employee First Last I

Hext I Previous I |

|Company H [12/08/2000 | Teminal TOOO | INS

Enter the Employee ID for the employee you want to work with or press Enter to work with the first
employee in the file. The following commands are available to move through this function.

Command Action

Employee

Press the Employee option to view another employee record, then enter the Emp ID.

Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next
Previous
First
Last

Press the Next option to view the next employee record available.
Press the Prev option to view the previous employee record available.
Pressthe First option to view the first employee ID record available.

Pressthe L ast option to view the last employee ID record available.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to

the Employee Inquiry Menu.
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Personnel Information Two

Use the Personnel Information Two function isto view up to ten user-definable dates, that have been
setup in file maintenance that are tracked by the system.

Personnel Information Two Inquiry Screen

4, Personnel Information Two [_ 5]
Comomands  Edit Modes Other Help
'}?XE§| ﬂ@| ? & Ok IAbandonI
| Employee 1D IBDUEIEI'I EI Bourne. Linda C |
License 0842171996 User Date 06
Last Phys 04/20/1997 User Date 07
Driver Lic User Date 08
User Date 04 Uszer Date 09
Uszer Date 05 User Date 10
| Emplopee First Last I Mext I Previous I |
| | Compary H [12/08/2000 | Teminal TOOO | INS

The Personnel Information Two function is used to view the ten user-definable date fields set up on
the USRDDxxx table and printed on the Key Date Report. The dates can be edited using the
Personnel Information Two Screen in the Employees function on the File Maintenance menu.

Enter the Employee ID for the employee you want to work with or press Enter to work with the first
employee in the file. The following commands are available to move through this function.

Command Action

Employee  Pressthe Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next Press the Next option to view the next employee record available.
Previous Press the Prev option to view the previous employee record available.
First Press the First option to view the first employee ID record available.
Last Press the L ast option to view the last employee ID record available.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to
the Employee Inquiry Menu.
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Employee History

Select the Employee History function from the Employee Inquiry Menu to view at an employee’s
payroll history information for month-to-date, quarter-to-date, and year-to-date hours, earnings,
deductions, and federal, state, and local tax use the Employee History Inquiry function.

After selecting the Employee History function the following screen will appear.

Employee History Inquiry Screen

%, Employee History Inquiry

Commands Edit Modes Other Help

Pt R @A @ 0K | Abandon |
Employee ID IBDUDD‘I E]
Last Mame Bourne
First Name Linda
Middle Initial C

Do you want ta see:

Emplayee Mizcellaneous History
Emplayee E arnings Histary
Employee Deductions Hiztory
Employee Federal Tax Histary
Emplovee State Tax History
Employes Local Tax Histary

AR

[ |Company H [12/08/2000 | Terminal 700D | INS

Enter the Employee ID for the employee you want to view, or use the Inquiry (F2) command to
select the Employee ID from the window. Select the type(s) of history information you wish to view
by answering YES.

*  Employee Miscellaneous History
»  Employee Earnings History

»  Employee Deductions History

»  Employee Federal Tax History

*  Employee State Tax History

»  Employee Local Tax History fields.

Use the Proceed (PgDn) command to display screens for the selections made.
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Time Ticket History

Usethe Time Ticket History function to look at an employee’s time ticket history for each quarter
and for the year.

Select the Time Ticket function from the Employee Inquiry Menu, the following screen appears.

Time Ticket Inquiry Screen

5%, Check History
Cowmmands  £dit Modes Other Seroll Comumands Help
X 1= 5 OF I Abandon I
Employee 1D IBDUDD‘I E Bourne. Linda C
Start Date I A
Check Mo Hours "worked Grozz Pay Met Pay
0001073 10/0 oo 3.330 575,33 g
0001041 03/31/1953 U} 7500.00 443527 Q
0001033 02/28/1953 U} 7500.00 443527 ﬂ
0001025 m./31/1993 .ooo 8250.00 4826.07
=
E
=
Emplopee | First I Last I Mext | Brew I Start Date
LCheck Summary I sArnings I Dieductions I withholdings I pRint

| |Company H [01/12/2000 | Teminal TO0D |OVA

Enter in the Employee ID for the employee you want to work with or press Enter to work with the
first employee in the file. The following commands are available to move through this function.

Command Action

Employee Pressthe Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

Next Press the Next option to view the next employee record available.

Previous Press the Prev option to view the previous employee record available.

First Press the First option to view the first employee ID record available.
Last Press the L ast option to view the last employee ID record available.
View Use the View option to view the Time Ticket detail. The transaction screen will appear.

Sart date Press Sto change the start date.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to
the Employee Inquiry Menu.
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Check History

Use the Check History function to look at an employee’s check history for each quarter and the year.
Select the Check History function from the Employee Inquiry Menu, the following screen appears.

Check History Inquiry Screen

%, Time Ticket History
Cowmmands  £dit Modes Other Seroll Comumands Help

'}?XE§| |@|?@ (1] IAbandonI
Employes 1D IBDUDD1 E Bourne, Linda C
Start D ate I A4
Type Code Dale Dept Tax Group Hours Rate Amount
DED oo 01/08/2000 .ooo 000
EARM FO1 011542000 500 G5 .ooo 000 750.00 g
EARM Wac 0940142000 500 G5 8.500 000 262.00 ﬂ
EARM FO2 09/01/2000 500 G5 000 .0oo 133.82
=
zl
=l
| Employee First Last Mext I Prew I Wiew I Start Date I |

| |Company H [01/12/2000 | Teminal TO0D |OVA

Enter in the Employee ID for the employee you want to work with or press Enter to work with the
first employee in the file. The following commands are available to move through this function.

Command Action

Employee  Pressthe Employee option to view another employee record, then enter the Emp ID.
Use the Inquiry (F2) command to select an Emp ID from the list that is displayed.

First Pressthe First option to view the first employee ID record available.
Last Pressthe L ast option to view the last employee ID record available.
Next Press the Next option to view the next employee record available.
Previous Press the Prev option to view the previous employee record available.

Sart date Press S to change the Start date.

Check The Check summary option allows you to view the summary of aselected check. You
summary can press any key to return back to the Check History screen.

Earnings To view the earnings screen for the selected entry, press A.

Deductions  To view the Deductions, press D.

Withholdings Press the Withholdings option to view all the withholdings for the selected check.
Print To print out the entry screen, press R. Then select the output device.

When you have completed your inquiry use the Exit (F7) command to exit the function and return to
the Employee Inquiry Menu.
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Periodic Processing

At the end of each accounting period, use the Periodic Processing function on the Payroll
Maintenance menu to prepare the system for the next fiscal period, quarter, or year’s activity.

Use the Periodic Maintenance function in the Periodic Processing menu to remove outdated
information from the Check History and Transaction History files based off an entered date. By
purging outdated information from these datafiles, it prevents the files from becoming extremely
large and interfering with system performance. Before purging any data make sure to make a back up
of your datafiles. We do recommend keeping at least one year of history.

Before you perform the function on this menu, you should have posted al the payroll checks for the
accounting period. You can print the Department Report and the Post Expenseto GL functions,
each pay period or at the end of the month, depending on when you want to update your department
expense accounts in General Ledger.

Payroll Periodic Processing Menu

s, TODO - OPEN SYSTEMS® Accounting Software - SAMPLEDATA

File Modes Tool Favorites Other Help

Coer 2 @@ RO

IH Builders Supply ll Qr‘ AS

OPEN SYSTEMS® Accounting Seftware

Main Menu | | Periodic Processing
GEMERAL Report ‘Writer E mployee Inquiry Department Report
Billz of M aterials/Kitting D aily ook, Fost Expensze to GL
Bank Reconciliation Papday "Wark Manthly Withholding Repart
Fized Aszets Payroll Reports Quarterly Employer's Tax Report
General Ledger Personnel Reportz Quarterly Withholding Report
Inverntary Productivity Reports Quartery State Unemplayment B eport
Job Cost P eriodi i 941 W ork shest
Purchaze Order File b aintenance -2 Formz
Sales Order Codes kaintenance Fioll Up Leave B alances
Accounts Beceivable Master File Lists Furge Recurring Entries
Accounts Payable b aster Codes List Periodic M aintenance
Close Last Year
Resource Manager

Company H | Terminal TOOO | 12/08/2000 | 3:00 PR

10-285



Periodic Processing

10-286



Month-End Checklist

D Post the payroll checks for the last payroll cycle of the month.
D Print the monthly reports:
*  Earnings and Deductions Report
*  Monthly Employer’s Tax Report
*  Sick and Vacation Report
e Transaction and Check History Report
e Monthly Withholding Report
e Department Report
*  (OPTIONAL) Print any additional reports or save them to afile
[] Backup datafiles.
D Run the Post Expensesto GL function on the Periodic Processing menu.

D Backup data filesagain. Do not use the same diskette or tape used earlier.
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Department Report

Department Report Selection Screen

i, Department Report (=[] =]
Commands Edit Modes Other Help
2R @B e OK__|_ Abandon |
Department ID Fram | E
Thru I al
—Sort Repart By
+ Department D
" GL Account
— Print Report In
% Summary
= Detail

FPage Break After Department I~

[ |Company H [12/08/2000 | Terminal 700D | INS

This report isa summary of labor expenses posted to each department and serves as an audit trail of
entries posted to the Department file from the Transaction and Check files.

Print this report at the end of the accounting period (monthly or after every pay period) to review the
GL period-to-date, quarter-to-date, and year-to-date total s before you use the Post Expenseto GL
function.

When the report is printed in summary format, totals for hours, pieces, and ligbilities are printed for
the selected sort. Grand totals for hours, pieces, each earning code, and each liability are also printed.

Thedetail format printstotals for hours, pieces, each earning code, and each employer liability for the

selected sort. The detail report also prints grand totals for hours, pieces, each earning code, and each
liability.
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Department Report

06/07/1999 Builders Supply Page 1
12:47 PM Department Report
Printed in Summary by Department

Department Name

Expense Type GL Account Period to Date Quarter to Date Year to Date
100 WAREHOUSE

Hours 174.000 124.000 668.750
Pieces 75 75 75
Department Liability Totals 1835.42 1343.17 6794 .84
200 RETAIL SALES

Hours .000 .000 .000
Pieces 0 0 0
Department Liability Totals .00 .00 .00
300 CONTRACT ASSEMBLY

Hours .000 .000 .000
Pieces 0 0 0
Department Liability Totals .00 .00 .00
400 OFFICE

Hours .000 .000 .000
Pieces 0 0 0
Department Liability Totals .00 .00 .00
500 EXECUTIVE

Hours 698.320 698.320 698.320
Pieces 0 0 0
Department Liability Totals 54172.34 54172.34 124834.34
501 EXEC. SECRETARIAL

Hours 462.500 372.000 1721.750
Pieces 0 0 0
Department Liability Totals 3813.71 3195.58 10837.74

Division Totals Div - 50

Hours 1160.820 1070.320 2420.070
Pieces 0 0 0
Department Liability Totals 57986.05 57367.92 135672.08

_Grand Totals

Hours 1334.820 1194.320 3088.820
Pieces 75 75 75
Overtime Pay 249.83 87.45 343.07
Bonus 475.00 475.00 2720.50
Travel Exp .00 .00 .00
Cash Value .00 .00 .00
Commissions .00 .00 .00
Rot Tips .00 .00 .00
Regular Pay 4519.50 3631.50 15676.21
Salaried Wage 45863.00 45863.00 115013.00
Sick Pay .00 .00 .00
Vacation Pay 60.00 .00 60.00
Emplyr Medicare 715.38 715.38 715.38
Emplyr OASDI 3042.79 3042.79 3042.79
Unemp Ins 134.90 134.90 134.90
MN Unemp Ins 4761.07 4761.07 4761.07
TOTAL 59821.47 58711.09 142466.92

End of Report
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Post Expense to General Ledger Selection Screen

%, Post Expense to GL (=[] =]
Commands Edit Modes Other Help
P Xtz B @@ 7@ oK | Abandon |

Have you backed up vour data files? v

Post to GL Period I 12

— Post Ta:
€ Curent Fiscal rear
¢ Last Fiscal Year

— Post to General Ledger In——
 Summary
' Detail

[ |Company H [12/08/2000 | Terminal 700D | INS

The Post Expenseto GL function completes the accounting entries for the period. If Payrall is
interfaced with General Ledger, the system makes the entries in the General Journa file to credit the
payroll holding accounts set up in the Earning Codes function and debits the department earning
code expense accounts set up in the Departments function.

The employer’s withhol dings and deduction expense holding accounts that were debited in the Post

Checks function are credited and the employer’s withholdings and deductions expense accounts set
up in the Departments function are debited.
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When the General Ledger entries are made, the GL period-to-date amountsin the Department file are
cleared to make way for a new accounting period. This illustration shows how the files are updated.

Department File GL Journal File
(PADPXxX) I (GLJIRxxx)
Post Expense to GL
I[E E3

%, Post Expense to GL
Conumands Edit Modes Other Help

2 xtE @ @mE| 7@

oK | Abandon |

Have you backed up vour data files? v

Post to GL Period I 12

— Post Ta:
€ Curent Fiscal rear
€ Last Fiscal Year

— Post to General Ledger In——
 Summary
' Detail

|Company H [12/08/2000 | Terminal T00D | INS

You can select the general ledger period you want the Department expenses posted to. If you have
created last-year filesin General Ledger, you need to specify which fiscal year you want the entriesto
post to. You al so select whether you want to post in detail or summary to the General Ledger Journal

file.

Note I

If Payroll is not interfaced with General Ledger, you must till run this function at the end of each
accounting period. Use the accounting entries in the posting log to update your accounts manually.
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Thisisan illustration of the Employee portion of the entries made during the Post Expense to GL
function when Payroll isinterfaced with General Ledger:

Employee Post Expense to GL

DEBIT

CREDIT

Earning Code for the Salary/Wage Expense Account which is specified in the PADPxxx file.

Payroll Holding Account specified in Earning Codes.

Thisisan illustration of the Employer’s portion of the entries made during the Post Expense to GL
function when Payroll isinterfaced with General Ledger.

These entries are reversing the temporary entries made when you posted checks.

CREDIT
CREDIT
CREDIT
CREDIT
CREDIT

CREDIT

Emplyr OASDI Expense Holding Account specified in the PAWIxxx, Withholding file.
Emplyr MED Expense Holding Account specified in the PAWIxxx, Withholding file.
FUTA Expense Holding Account specified in the PAWIxxx, Withholding file.

SUI Expense Holding Account specified in the PAWIxxx, Withholding file.

Other Withhol ding Expense Holding Account specified in the PAWIxxx, Withholding file.

Emplyr Deduction Expense Holding Account specified in the PADDxxx, Deduction file.

These are new entries made to departmentalize expenses.

DEBIT

DEBIT

DEBIT

DEBIT

DEBIT

DEBIT

Emplyr OASDI Expense Holding Account specified in the PADPxxx, Departmentsfile.
Emplyr MED Expense Holding Account specified in the PADPxxx, Departments file.
FUTA Expense Holding Account specified in the PADPxxx, Departments file.

SUI Expense Holding Account specified in the PADPxxx, Departments file.

Other Withhol ding Expense Holding Account specified in the PADPxxx, Departmentsfile.

Emplyr Deduction Expense Holding Account specified in the PADPxxx, Departments file.
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From Dept.
(PADPxxx)

From Earning
Code (PAECXXX)

From W/H
(PAWIXxXX)
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End of Report

Posting log
06/07/1999 Builders Supply PAGE 1
1:49 PM Post Expense to GL
Posting in Detail
Posted to Period 12
Description Department  GL Account Debit Credit
Overtime Pay WAREHOUSE 520000 187.95
Bonus WAREHOUSE 520000 50.00
Regular Pay WAREHOUSE 520000 1,432.00
Emplyr Medicare WAREHOUSE 520000 13.37
Emplyr OASDI WAREHOUSE 520000 57.15
Unemp Ins WAREHOUSE 520000 57.15
MN Unemp Ins WAREHOUSE 520000 37.80
Bonus EXECUTIVE 530000 375.00
Salaried Wage EXECUTIVE 530000 45,863.00
Emplyr Medicare EXECUTIVE 530000 674.14
Emplyr OASDI EXECUTIVE 530000 2,866.50
MN Unemp Ins EXECUTIVE 530000 4,393.70
Overtime Pay EXEC. SECRET 530000 61.88
Bonus EXEC. SECRET 530000 50.00
Regular Pay EXEC. SECRET 530000 3,087.50
Vacation Pay EXEC. SECRET 530000 60.00
Emplyr Medicare EXEC. SECRET 530000 27.87
Emplyr OASDI EXEC. SECRET 530000 119.14
Unemp Ins EXEC. SECRET 530000 77.75
MN Unemp Ins EXEC. SECRET 530000 329.57
Overtime Pay 202000 249.83
Bonus 202000 475.00
Regular Pay 202000 4,519.50
Salaried Wage 202000 45,863.00
Vacation Pay 202000 60.00
Emplyr Medicare 530000 715.38
Emplyr OASDI 530000 3,042.79
Unemp Ins 530000 134.90
MN Unemp Ins 530000 4,761.07
Balance 59,821.47 59,821.47




Monthly Withholding Report

Monthly Withholding Report Selection Screen

%, Monthly Withholding Report
Comomands Edit Modes Other Help

2xrE R @mE 2@ oK | _Apandon |
Employee ID From g
Thru 3
State Fram 1)
Thru 3|
tonth | 12 December

tonth Ending Date |1 2/31/2000

— Print E armings As
* Gross Eamings
i Tawxable Earnings

i~ Print
+ Detail Report
i Summary Only

[ |Company H [12/08/2000 | Terminal 700D | INS

This report summarizes the amounts you withheld from employee's paychecks. If you are required to
make monthly deposits based on the amounts withheld from employees, use thisreport for the
deposit information you need.

You can print the report for arange of employee IDs and states. You can select the month and the
month ending date, and whether the report should be based on gross or taxable earnings.

You can choose to print this report in detail or summary format. When the report is printed in detail,
month- and year-to-date totals for gross wages, federal, state, and local earnings and withholding for
each employee along with state totals for each state in the range selected and grand totals are printed
on the report.

If thereport is printed in summary, month- and year-to-date totals for gross wages, federal, state, and
local earnings and withholdings are summarized by local, state and grand totals.
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Monthly Withholding Report

Page

.00

8296.11

.00

8296.11

.00

8296.11

06/07/1999 Builders Supply
2:58 PM Monthly Withholding Report in Summary
For the Month Ending 11/30/1999
Taxable Earnings
Emp. ID Employee Name Soc. Sec. #
Gross Wages/ — ------- Federal ------- = -------- State ---------
Tips Code  Tax. Eamn. WH Code Tax. Earn WH Code
Local
State MN
Local Total Number of Employees 7
MID .00 FWH .00 .00 MN SWH .00
.00 OAS .00 .00
MED .00 .00
YD 130395.15 FWH 126792.88 20442.67 MN SWH 126792.88
.00 OAS 129895.15 8053.50
MED 129895.15 1883.49
State Total MN Number of Employees 7 ( 7)
MID .00 FWH .00 .00 MN SWH .00
.00 OAS .00 .00
MED .00 .00
YD 130395.15 FWH 126792.88 20442.67 MN SWH 126792.88
.00 OAS 129895.15 8053.50
MED 129895.15 1883.49
Grand Total Number of Employees 7 ( 7)
MID .00 FWH .00 .00 MN SWH .00
.00 OAS .00 .00
MED .00 .00
YD 130395.15 FWH 126792.88 20442.67 MN SWH 126792.88
.00 OAS 129895.15 8053.50
MED 129895.15 1883.49
End of Report

1
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Quarter-End Checklist

D Post the payroll checks for the last payroll cycle of the quarter.

D Print the quarterly reports:

O OO000

(OPTIONAL) Print any additional reports or save them to afile.

Earnings and Deductions Report

Sick and Vacation Report

Quarterly State Unemployment Report
Transaction and Check History Report
Quarterly Employer’s Tax Report
Quarterly Withholding Report
Department Report

941 Worksheet

Backup datafiles.

Run the Post Expensesto GL function on the Periodic Processing menu.

Backup data filesagain. Do not use the same diskette or tape used earlier.

Select the Quarter End option in the Periodic Maintenance function on the Periodic Processing

menu to clear the QTD column for Employee History and Department files.

(OPTIONAL) Remove any History files.
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Quarterly Employer’s Tax Report

Report Selection Screen

&, Quarterly Employer's Tax Report
Comomands Edit Modes Other Help

P Xtz B @@ 7@ oK | Abandon |
Employee ID From g
Thru 3
State Fram 1)
Thiru al
Guarter IT

Quarter Ending D ate |1 2/31/2000

Frint———————
i+ Detail Feport
" Summary Only

[ |Company H [12/08/2000 | Terminal 700D | INS

This report liststhe FICA and unemployment information for the quarter. You can choose a range of
employee IDs and states as well as the quarter and quarter ending date for the report.

This report can be printed in a detail or summary format. The detail format prints quarter- and year-
to-date totals for gross wages, advanced EIC payments, employer FICA earnings, FICA Tips, excess
FICA, state unemployment earnings, state unemployment excess earnings, federal unemployment
earnings and excess federal unemployment earnings for each employee. State totals and grand totals
are dso printed for these values. The OASDI, Medicare, and FUTA liability formulas and amounts
are aso printed on the report.

When the report is printed in summary the state totals, grand totals, and OASDI, Medicare, and
FUTA liability formulas and amounts are printed.

Note I

The number of weeks an employee worked is cal culated from the information stored in the
employeerecords. The employer FICA earningsincluded FICA tips. The numbersin the Employer
FICA, SUI, and FUTA columns are the limitsin the FICA, FUTAxxx, and SUTssxxx tables. The
QTD liability totals are cal culated from the percentage you entered in the tables during setup.

Note I

If you print this report for a prior quarter, the year-to-date totals will be as of the quarter specified.
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Quarterly Employer’s Tax Report

06/07/1999 Builders Supply Page 1
3:16 PM Quarterly Employer's Tax Report in Summary
For the Quarter Ending 12/31/1999

State MN

Emp. ID Name Soc. Sec. #

Weeks Gross Adv  -- Employer FICA (72600/NO LIMIT) -- ---- SUI (18100) ---- --- FUTA ( 7000 ) ---
Worked Wages EIC Earnings FICA Tips Excess FICA Earnings Excess SUI  Earnings Excess FUTA

State Total MN Number of employees 7

QTD 106677.65 .00 106177.65 .00 .00 57431.33 46231.55 19193.83 84469.05
106177.65 .00

YTD 130395.15 .00 129895.15 .00 .00 80561.33 46231.55 41761.33 85031.55
129895.15 .00

SUI Liability
57431.33 * 09100 = 5226.25

Grand Total Number of employees 7 ( 7)

QTD 106677.65 .00 106177.65 .00 .00 57431.33 46231.55 19193.83 84469.05
106177.65 .00

YTD 130395.15 .00 129895.15 .00 .00 80561.33 46231.55 41761.33 85031.55
129895.15 .00

OASDI Liability
106177.65 * .06200 = 6583.01

Medicare Liability
106177.65 * .01450 = 1539.58

FUTA Liability
19193.83 * .00800 = 153.55

End of Report
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Quarterly Withholding Report

Report Selection Screen

i, Quarterly Withholding Report

Commands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Employes [0 From
Thru
State From
Thru

2|2

Bl
lelle

Cluarter

Quarter Ending Date |1 2/31/2000

— Print Earmings Az
+ Gross Eamnings
i Taxable Earnings

— Prirt
+ Detail Feport
" Summary Only

[ |Company H [12/08/2000 | Terminal 700D | INS

The amount of withholding from employees paychecks for the quarter is summarized in this report.
The amounts on this report should be used if you make quarterly tax deposits.

You can choose arange of employee |Ds and states, the quarter, and the quarter ending date for the
report. You can also select whether the report should be based on gross or taxable earningsand if you
want the report in a detail or summary format. If a state requires SUI (State Unemployment
Insurance) or SDI (State Disability Insurance) employee withholding, that information will be printed
on this report.

When this report is printed in detail; quarter- and year-to-date gross wages, federal, state, and local
earnings and withhol dings are printed for each employee in the ranges selected along with local,
state, and grand totals.

When the summary format is selected, quarter- and year-to-date totals are printed for federal, state,

and local earnings and withholdings by local and state codes. Grand totals are printed for both
summary and detail formats.
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Quarterly Withholding Report

06/07/1999 Builders Supply Page 1
4:28 PM Quarterly Withholding Report in Summary
For the Quarter Ending 12/31/1999
Taxable Earnings

Emp. ID Employee Name Soc. Sec. #
Gross Wages/ ~  ------- Federal ------- = ------- State ---------  ------- Local -------
Tips Code  Tax. Earn. WH Code Tax. Earn. WH Code Tax. Earn. WH
Local
State MN
Local Total Number of Employees 7
QTD 106677.65 FWH 103662.88  17041.60 MN SWH 103662.88 6994.37
.00 OAS 106177.65 6583.01
MED 106177.65 1539.58
YD 130395.15 FWH 126792.88  20442.67 MN SWH 126792.88 8296.11
.00 OAS 129895.15 8053.50
MED 129895.15 1883.49
State Total MN Number of Employees 7 ( 7)
QTD 106677.65 FWH 103662.88  17041.60 MN SWH 103662.88 6994.37
.00 OAS 106177.65 6583.01
MED 106177.65 1539.58
YD 130395.15 FWH 126792.88  20442.67 MN SWH 126792.88 8296.11

.00 OAS 129895.15 8053.50
MED 129895.15 1883.49

Grand Total Number of Employees 7 ( 7)
QTD 106677.65 FWH 103662.88  17041.60 MN SWH 103662.88 6994.37
.00 OAS 106177.65 6583.01
MED 106177.65 1539.58
YD 130395.15 FWH 126792.88  20442.67 MN SWH 126792.88 8296.11
.00 OAS 129895.15 8053.50
MED 129895.15 1883.49
End of Report
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Quarterly State Unemployment Report

Report Selection Screen

%, Quarterly State Unemployment Report
Comomands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Pick. Employee I From
Thiru

12l

State From |
Thru £l
Company Mame Builders Supply
Addrezs 1157 Valley Park Dr

Suite 105
Shakopee. MM 55379

Guarter IT

Quarter Ending D ate |12.931 /2000

[ |Company H [12/08/2000 | Terminal 700D | INS

Theformat used for in report is set up in the Set Up Sate Unemployment Reportsoption of the
Payroll I nformation function on the File Maintenance menu. You must set up the format for each
state you report in before you can print areport for the state. When you set up the report’s format you
can choose whether to sort this report by employee name or social security number and whether
employees with zero earning will appear on the report. If the state requires SUI employee
withholding, that information will appear in the Quarterly Withholding Report.

The Quarterly State Unemployment Report consists of two parts: a detailed wage report and a
worksheet that shows the calculation for the employer’s quarterly unemployment contribution.

You can choose arange of employee IDs and state you want to print reports for. The information in
the Company Name and Addressfieldsis from the Company Address option in the Payroll
Information function. You can select the quarter and the quarter ending date for the report. This
report prints the Employer’s SUI Liability by Employee.
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Quarterly State Unemployment Report

Employer's Quarterly Detailed Wage Report

for MN - Minnesota
Builders Supply
6477 City West Parkway Federal ID Number:
Eden Prairie, MN 55344 State ID Number:

Quarter Ending:

Employee Name Soc Sec No. Wk Total Excess
wd Wages QID Wages QID

Bourne, Linda C 459-30-1099 13 28969.05 17931.55
Gerard, Timothy G 468-22-4819 13 21600.00 8900.00
Jenkins, Kathy M 460-39-9093 13 30000.00 19400.00
Jonchim, Maria K 468-80-9944 13 4348.13 .00
Lukas, George 488-30-1281 13 10000.00 .00
Rossini, Lucinda A 460-39-9982 13 3294.03 .00
Stockard, Albert W 449-58-4392 13 5451.67 .00
Number of employees for this Page: 7
Page Totals:

103662.88 46231.55
Total Number of employees this State: 7
State Totals:

103662.88 46231.55

06/07/1999
4:59 PM
Builders Supply
Employer's Quarterly Unemployment Contribution Report
for MN - Minnesota
Quarter Ending Date 12/31/1999
Total Gross Wages Paid This Quarter 103,662.88
State Taxable Wage Limit 18,100.00
Total Excess Wages Paid This Quarter 46,231.55
Total Taxable Wages Paid This Quarter 57,431.33
Employer's Tax Rate 9.100%
Total Amount of Tax Due 5,226.25

Pa

Taxable
Wages QTD

11037.

12700.

10600.

4348.

10000.

3294.

5451.

57431.

57431.

ge 2of 2

77-7777777
AA1234
12/31/1999
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941 Worksheet

Selection Screen

&, 941 Worksheet

Commands Edit Modes Other Help

v R @me| ? e oK | Abandon |

Quarter IT
Quarter Ending Date I'I 2/31/2000

Adj. of Income T ax for Preceding Quarters I—DD
A, of Tax on Third Party Sick Pay |
Other Dollars Adj. of Soc. Sec. and Medicare Taxes I—DD
Total Deposits for Quarker I—EIEI

[ |Company H [12/08/2000 | Terminal 700D | INS

This report gives you the information needed to complete the Federal 941 form. The report uses the
Check History and Check Withholding History files to generate the report and computes the monthly
period breakdown.

Note I

If you have not selected to save check history in Options and Interfaces, you will not be able to print
this report.

You cannot file the 941 Worksheet. Use it asareference aid to complete and file the government-
produced form.

The quarter and quarter ending date are displayed on the screen; you can change them if needed.
Enter adjustments and the total deposits for the quarter before producing the worksheet. The amount
entered in Adj. of Income Tax for Preceding Quarters appears on line 4, Adj. of Tax on Third Party
Sick Pay and Other Dollars Adj. of Soc. Sec. & Medicare Taxes appear on line 9, and Total Deposits
for Quarter appearson line 14 of the 941 Worksheet.

Lines 1 through 16 on page 1 are printed from the information stored in the Employee
Miscellaneous History, PAEM xxx, and Employee History Withhold, PAEW xxx, files.

Lines 17 through line D on page 2 are the monthly liability amounts and the daily tax liability
amounts, and thisinformation is stored in the Check History, PAHCxxx, and Check History
Withholdings, PAHWxxXx, files.

Note I

If the letter F isin theright margin, afractional adj. has been made for Medicare and socid security
rounding. If the letter is not in the right margin, the fractional amount is included in the amount.
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Sample of the 941 Worksheet

941 REPORT | Employer's Quarterly Federal Tax Return
12/31/1999
Builders Supply 77-7777777
6477 City West Parkway
Eden Prairie MN55344

Enter state code
for state in which
deposits made. . |

If address is
different
from prior
return, check
here.

If you do not have to file returns in the future, check here and enter date final wages paid

If you are a seasonal employer, see Seasonal employers on page 2 and check here (see instructions)

2 Total wages and tips subject to withholding, plus other compensation. 2 103662.88
3 Total income tax withheld from wages, tips, and sick pay . . 3 17041.60
4 Adjustment of withheld income tax for proceeding quarters of calendar year . . . P 4 .00
5 Adjusted total of income tax withheld (line 3 as adjusted by line 4--see mstructlons) Lo 5 17041.60
6a Taxable social security wages. . . . . . . . . S 106177.65 X 12.40% (.124) = 6a 3166.03
b Taxable social security tips . . . . . . . . . § .00 X 12.40% (.124) = 6b .00

7 Taxable Medicare wages and tips . . . .. . . $ 106177.65 X 2.90% (.029) = 7 3079.15
8 Total social security and Medicare taxes (add lines 6a, 6b, and 7). Check here if wages

are not subject to social security and/or Medicare tax . . 8 16245.18
9 Adjustment of social security and Medicare taxes (see mstructlons for requlred explanatlon)

Sick Pay $ .00 +/- Fractions of Cents $ .00 +/- Other $ .00 = 9 .00
10 Adjusted total of social security and Medicare taxes (line 8 as adjusted by line 9---see

instructions) . . . . . . L .. L oo 10 16245.18
11 Total taxes (add lines 5 and 10) e 11 33286.78
12 Advance earned income credit (EIC) payments made to employees, if any . . . . . . . . . 12 .00
13 Net Taxes (subtract line 12 from line 11). This should equal line 17, column (d) below (or line

D of Schedule B (Form 941)) . . . . . . . . . . ..o .o 13 33286.78
14 Total deposits for quarter, including overpayment applied from a prior quarter. . . . . . . .| 14 .00
15 Balance Due (subtract line 14 from line 13). Pay to Internal Revenue Service. . . . . . . 15 33286.78
16 Over payment, if line 14 is more than line 13 enter excess here $ 000 s

and check if to be: Applied to next return OR Refunded.

* All filers: If line 13 is less then $500, you need not complete line 17 or Schedule B.

* Semiweekly depositors: Complete Schedule B and check here P

* Monthly depositors: Complete line 17, colums (a) through (d) and check here
17  Monthly Summary of Federal Tax Liability.
(a) First month liability | (b) Second month liability | (c) Third month liability | (d) Total liability for Quarter

NOTE: This report is for informational purposes only for the preparation of Form 941. If you entered amounts for
Third-Party Sick Pay and/or Other Dollars (line 9) and/or Adjustments of Income Tax (line 4), these amounts are not
included on line 17 and Schedule B. See the 941 instructions if these amounts are on line(s) 4 and/or 9 to update
line 17 and Schedule B manually.
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941 Worksheet continued

SCHEDULE B | Employer's Record of Federal Tax Liability |

(941 REPORT) | \

Name as shown on Form 941 (Forms 941E or 941ss) | Employer Identification Number | Date quarter ended
Builders Supply | 77-7777777 | 12/31/1999

______________________________________________________________ o o e e

You must complete this schedule if you are required to deposit on a semiweekly basis, or if your tax liability on any
day is $100,000 or more. Show tax liability here, not deposits. (The IRS gets deposit data from FTID coupons.)

A. Daily Tax Liability--First Month of Quarter

e ittt B B R B it
1] .00 | 8] .00 [15] .00 |22] .00 [29] .00
e ittt B B R B it
2| .00 | 9] 00 |16] 00 |23] 00  |30] 00
e ittt B B R B it
3] .00 |10] 00 |17] 00 |24] .00 [31] 7029.87
e ittt B B R B it

4] .00 |11] 00 18] .00 |25] 00 | |
e ittt B B R +--+
5] 00 |12] 00 |19] .00 |26] 00 | |
e ittt B B R +--+
6| 00 [13] 00 |20] .00 |27] 00 | |
e ittt B B R +--+
7] 00 |14] 00 |21] .00 |28] 00 | |
i T ittt e it B B B it
A Total tax liability for first month of quarter . . . . . . . . . . . | 3 7029.87
B. Daily Tax Liability--Second Month of Quarter
i T ittt e it B B B it
1] 00 | 8] 00 |15] .00 |22] 00 [29] 00
i T ittt e it B B B it
2| .00 | 9] .00 |16] .00 |23] .00 [30] .00
i T ittt e it B B B it
k] 00 |10] 00 |17] .00 |24] 00 |31] 00
i T ittt B B B B it
4] 00 |11] 00 18] .00 |25] 00 | |
i T ittt B B B +--+
5] 00 |12] 00 |19] .00 |26] 00 | |
i T ittt B B B +--+
6| 00 |13] 00 |20] .00 |27] 00 | |
i T ittt B B B +--+
7] 00 |14] 00 |21] .00 |28] 00 | |
i T ittt B B B B it
B Total tax liability for second month of quarter . . . | B .00

C. Daily Tax Liability--Third Month of Quarter

C Total tax liability for third month of quarter . . . . . . . . . . .
D Total for quarter (add lines A, B, and C). This should equal line 13 of Form 941

10-307



941 Worksheet Periodic Processing

10-308



Performing Periodic Maintenance

Periodic Maintenance

i, Periodic Maintenance = B
Commands Edit Modes Other Help
axteE R @A 2e OK__ | _#bandon |

Have you run the following?
Earnings and Deduction Repart
Sick Leave and % acation Report
Quarterly Employer's Tax Repaort
Quarterly ‘withholding Report
Quarterly State Unemployment B eport
941 Worksheet
Department Repart
Copy to Backup W

" Quarter End
* ‘Year End
" Histories Only

Remove check history for items dated before IDB/‘I 5./2000
Remove trarsaction histary for items dated before |DE/1 5/2000

Clear remaining sick/vacation time [year end only]? il

| Compary H [ 1241172000 | Terminal TOOD |OWR

To perform Year end maintenance, make the following selections:

1

Enter YESto verify that all necessary reports have been printed and the data files have been
backed up; otherwise enter NO. Just note, that if you haven't printed al necessary reports now,
you many not be able to print them later.

Select 2. Year End.

Remove outdated check information from the Check History, PAHCxxx, Check History
Deductions, PAHDxxx, Check History Earnings, PAHExxx, and Check History Withholdings,
PAHWNxxXx, filesby entering adate in thisfield. Check information BEFORE the date you enter
here is deleted from thesefiles. If thisfield is|eft blank, nothing is del eted from these files.

Delete outdated time ticket information from the Transaction History file, PATHxxx, by
entering adate in thisfield. Transactions BEFORE the date entered here are deleted from the
file. If thefield is left blank, nothing is deleted from thefile.

Enter YES f the company does not carry sick and vacation time from this year over into the
next year. Any remaining balance of sick or vacation for employeesisremoved and the balances
are set to zero.

Enter NO to retain the remaining sick and vacation time balances for employees in the next
calendar year.
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Periodic Processing

Last-year Data Files

10-310

After you use Year end maintenance, Payroll has two sets of data files - current and last year. All
employee information and history from the current calendar year is copied into the data filesthat are
created as part of year end maintenance - the last-year datafiles.

The datafiles used for payroll’s new calendar year information are the current year files. During Year
end maintenance:

*  Quarter and year-to-date information is cleared from the current year files so that the system
can begin accumulating payroll information for the new calendar year

» terminated employees are deleted from the current year files
If you have completed payroll processing, W-2 forms can be printed before running the Year end
maintenance function. Otherwise, you can run Year end maintenance and then print the W-2 forms

using the last-year datafiles.

When last year files are created, the current year payroll files are copied to the last year files. Last

year files have the same name as the current year filesplusa, .LY extension:

PACDxxx.LY  Checks Deductions PACExxx.LY  Checks Earnings
PACHxxx.LY  Checks PACWxxx.LY  Checks Withholdings
PADDxxx.LY  Deductions PADExxx.LY  Employee Deductions
PADPxxx.LY  Departments PADXxxx.LY  Deduction Exclusion
PAECxxx.LY  Earning Codes PAEDxxx.LY  Employee Deduction History
PAEExxx.LY  Employee Earning History PAEGxxx.LY  Employee General Information
PAEMxxx.LY  Employee Miscellaneous History PAEPxxx.LY Employee Personnel
PAESxxx.LY  Employee Federal/State/L ocal PAETxxx.LY Earning Types
PAEWxxx.LY Employee Withholding History PAEXxxx.LY  Employee Exclusion
PAINxxx.LY  Payroll Information PALCxxx.LY  Labor Class

PATB.LY Tables PATX.LY Tax Tables

PAWIxxx.LY  Withholdings PAWXxxx.LY  Withholding Exclusion

Use the Setup (F9) command to toggle between current-year and last-year files after year-end
maintenance and before closing last year.

Whilein last-year files, you can perform all payroll functions except the Daily Work functions and
the Calculate Checks option in Payday Work. You can use manual checks to update the Employee
and Department files.

If you are posting within last-year files and Payroll isinterfaced with General L edger, the system will
post to the General Ledger Journd file.



Year-End Checklist

OO

o000 O OO O0O0

Post the payroll checks for the last payroll cycle of the year.
Print the quarterly reports:

 Earnings and Deductions Report Quarterly Employer’s Tax Report

* Sick and Vacation Report * Quarterly Withholding Report
* Quarterly State Unemployment Report » Department Report
 Transaction and Check History Report » 941 Worksheet

(OPTIONAL) Print any additional reports or save them to afile.

Backup datafiles.

Run the Post Expensesto GL function on the Periodic Processing menu.
Backup data filesagain. Do not use the same diskette or tape used earlier.

Select the Year End option in the Periodic Maintenance function on the Periodic Processing
menu to perform the following tasks:

*  Createlast-year files.

¢ Clear QTD and Y TD columns for new-year Employee History and Department files.

» (OPTIONAL) Remove outdated transaction/check history by entering a date to refer to.
»  Delete terminated employees from the Payroll files for the New Year.

Delete outdated recurring entries using the Purge Recurring Entries on the Periodic Processing
menu.

Consolidate sick and vacation balance records using the Roll Up Leave Balance function on the
Periodic Processing menu.

If you elected to have the system accrue vacation and sick hours, switch to the New Year files
using F9. Then select Tables from the File Maintenance menu to update the MAXV Sxxx,
SlICcexxx, and VACcexxx tables for the new year.(if necessary)

Otherwise, manually update sick and vacation hours in the new-year using the Leave
Adjustments function on the File Maintenance menu.

Update the federal, state, and local tax tables and formulas in the new-year if necessary.
Subscribing to the Software Fitness Program ensures that you are always up to date. If you have
received an update disk, install it instead of manually updating the tables.

Rebuild the new-year PAEPxxx, PAEDxxx, PAEWxxx, PAEExxx, PAESxxx, and PAEGXxx
files using the Change File Size and/or File Rebuild/Verify function on the Data File
Maintenance menu in Resource Manager.

Switch to the new year files using F9 to process payroll in the new year.

Switch to the last-year files using F9 to update the last-year Employee and Department files,
then select the Manual Checks function on the Payday Work menu.

Print the W-2 forms from last year.

(OPTIONAL) Delete last files using the Close Last Year function on the Periodic Processing
menu.
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Performing Year-End Maintenance

After the processing for the last payroll of the year has been completed, select Periodic M aintenance
from the Periodic Processing menu to perform Year-end maintenance.

Periodic Processing Main Menu

4, TOOD - OPEN SYSTEMS® Accounting Software

File Modes Tool Favorites Other Help

Coe 2 @@ EEC

O5AS-

OPEN SYSTEMS® Accounting Seftware

Main Menu

I H company H ;I
|

Payroll

| Periodic Processing

GEMERAL Report 'writer
Accounts Payable
Accounts Beceivable
Billz of k aterials/Kitting
Bark Reconciliation
Fined Assets

General Ledaer
Inventary

Job Cost

Purchase Order

Sales Order

Resource Manager

E mployee [nguiry
Draily ok,
Papday "Wark
Payroll Reports
Personnel Reportz
Productivity Reports
Peric

File b aintenance
Codes Maintenance
taster File Lists
aster Codes List

Department Report

Fost Expensze to GL

Manthly Withholding Repart
Quarterly Employer's Tax Report
Quarterly Withholding Report
Quartery State Unemplayment B eport
941 W ork shest

-2 Formz

Fioll Up Leave B alances

Furge Recurring Entries
FPeriodic Maintenance

Close Last vear

| | Company H | Teminal TOOD [12/11/2000 | 4:05 PM

The Year-End option in the Periodic Maintenance function on the Periodic Processing menu
performs the following tasks:

e createslast-year files

e clearsthe quarter and year to date columnsfor the new year’s Employee History and
Department files

»  deletesterminated employees from the Payroll files for the new year
e updatesthe Payroll Control table, PACTLxxx, with the new calendar year and quarter

Depending on the selections you make, the following tasks can also be performed:

*  remove outdated transaction and check history

»  clear any remaining sick and vacation time balances

Note I

You can print W-2 forms before running Year-end if you have completed payroll processing.
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The Periodic Maintenance Screen

i, Periodic Maintenance = B
Commands Edit Modes Other Help
a2l @A 2e OK__ | _#bandon |

Have you run the following?
Earnings and Deduction Repart
Sick Leave and % acation Report
Quarterly Employer's Tax Repaort
Quarterly ‘withholding Report
Quarterly State Unemployment B eport
941 Worksheet
Department Repart
Copy to Backup W

" Quarter End
* ‘Year End
" Histories Only

Remove check history for items dated before IDB/‘I 5./2000
Remove transaction histary for items dated before |DE/1 5/2000

Clear remaining sick/vacation time [year end only]? il

| Compary H [ 12/11./2000 | Terminal TOOD |OWR

To perform Year-end maintenance, make the following selections:

1.

Enter YES to verify that all necessary reports have been printed and the data files have been
backed up; otherwise enter NO.

Select 2, Year end.

Remove outdated check information from the Check History, PAHCxxx, Check History
Deductions, PAHDxxx, Check History Earnings, PAHExxx, and Check History Withholdings,
PAHWxxX, files by entering adatein thisfield. Check information BEFORE the date you enter
here is deleted from thesefiles. If thisfield is left blank, nothing is deleted from these files.

Delete outdated time ticket infor mation from the Transaction History file, PATHxxx, by
entering adate in thisfield. Transactions BEFORE the date entered here are deleted from the
file. If thefield isleft blank, nothing is deleted from thefile.

Enter YES if the company does not carry sick and vacation time from this year over into the
next year. Any remaining balancesfor sick and vacation time for employeesis removed and the
balances are set to zero.

Enter NO to retain the remaining sick and vacation time balances for employeesin the next
calendar year.

Note I

If you get amessage that last year files exist, you will want to check in last year if you may have
already run thisfunction. You may have yet to close last year to clear out the last year datafiles.




Periodic Processing Performing Year-End Maintenance

Creating Last-Year Data Files

After you use Year-end maintenance, Payroll has two sets of datafiles-current year and last-year. All
employee information and history from the current calendar year is copied into the data filesthat are
created as part of year end maintenance-the last-year data files.

The data files used for payroll’s new calendar year information are the current year files. During
Year-End maintenance:

*  Quarter and year-to-date information is cleared from the current year files so that the system can
begin accumulating payroll information for the new calendar year.

*  Terminated employees are deleted from the current year files.

Note I

A terminated employee is an employee with a date entered in the Term Date field on the General
information screen in the Employees function on the File Maintenance menu.

When working in last year files, you can use al of the payroll functions except the functions on the
Daily Work menu and the Calculate Checks function on the Payday Work menu. Use the Manual
Checksfunction if you need to update employee and department history information in last year files.
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W-2 Forms

Selection Screen

&, W-2 Forms

Commands Edit Modes Other Help

v R EE| ? e oK | Abandon |

Pick. Employee ID From I 3
Thru I al

Farm:
= One Wide Regular or Mailers
i Twa Wide Regular or Mailers
= TIB-4 Magnetic Media
@ Laser'w-2's
i~ MMRBEF-1 Magnetic Media

Company Mame Builders Supply
Address 1157 Valley Park Dr
Suite 105

Federal Tax 1D FI-FITTITF

|5 Form Aligned? —

[ |Company H [01/12/2000 | Terminal TOOD |OVR

W-2 forms summarize each employee’s wages and withheld taxes during a calendar year.
Employees use these forms to fill out local, state, and federal tax returns. You send a copy of each
employee’'s W-2 summary to tax authorities when you compl ete the company’s tax forms.

Befor e printing W-2s, check the relevant information fields (such as statutory employee and
allocated tips) in the Employee file to make sure that the information there is what you want on
employees’ W-2s.

After you have completed processing all the payrolls for the year, print the W-2 forms. If you have
performed year-end maintenance, print the W-2sfrom the last year files. Use the Setup (F9)
command to switch to the last year payroll files and then print W-2s.

If you have employee'swho have worked in multiple states, the system prints the deferred
compensation for each state. The first state listed in the tax information section of the Employees
function will print on the federal W-2.

Note I

The system does not automatically accumulate totals for: legal representative and 942 employee
reporting, third-party sick pay, Medicare for government employees, golden parachute payments,
dependent care benefits, 457 plans, non-457 Plans, and group term life insurance. You must

cal culate these amounts and manually enter them in each employee's history record through the
Employee History function on the File Maintenance menu.
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W-2 Forms

Commands Edit Modes Other Help

xR @B ?e OK__ | Abandon |

Pick. Employee ID From I g
Thru I a

Farm:
= One Wide Regular or Mailers
i Twa Wide Regular or Mailers
= TIB-4 Magnetic Media
& Laser'w-2's
i~ MMRBEF-1 Magnetic Media

Compary Mame Builders Supply
Address 1157 Valley Park Dr
Suite 105

Federal Tax 1D FI-FITTITF

|5 Form Aligned? —

[ |Company H [01/12/2000 | Terminal TOOD |OVR

If you have more than 250 employees, you must send the W-2 information to the Internal Revenue
Service on magnetic media (in addition to the paper W-2s). Before using this function, get the latest
guidelines for magnetic media from the Social Security Administration (SSA). Some states now
require larger companies to file on magnetic mediaas well. The Payroll system’s magnetic media
reporting meets requirements for federal reporting only, you state’s requirements may be different.
Check with the state’s tax authorities before filing W-2s.

Note I

While Open Systems' magnetic media has received general approval from SSA, you must apply for
and get approval before your company can file on magnetic media.

You can select arange of employees whose W-2 forms you want to print. Select the way you want to
produce W-2s:

1  Print on one-across forms or mailers

2. Print on two-across forms or mailers (your printer must be wide enough to handle the forms and
configured for awide carriage in the Devices function on the Workstation Configuration menu
in the Resource Manager)

3. Written to adiskette, TIB-4 magnetic media, for filing

4. Printed on laser forms

5. Written to adiskette, MM REF-1 Magnetic Media, for filing

The company name and address are displayed from the Company Address option in the Payroll
Information function on the File Maintenance menu.
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W-2 Forms

Commands Edit Modes Other Help

xR @B ?e OK__ | Abandon |

Pick. Employee ID From I E
Thru I a

Farm:
= One Wide Regular or Mailers
i Twa Wide Regular or Mailers
= TIB-4 Magnetic Media
& Laser'w-2's
i~ MMRBEF-1 Magnetic Media

Compary Mame Builders Supply

Address 1157 Valley Park Dr
Suite 105
Federal Tax 1D FI-FITTITF

|5 Form Aligned? —

[ |Company H [01/12/2000 | Terminal TOOD |OVR

The federal tax ID is displayed from the FWH record set up in the Withholdings function on the File
Maintenance menu.

You must select the output device you want to use.

Note I

If you select (F)ile asthe output device, it isNOT the same as selecting number 3, the magnetic
media reporting option.

When you select the printer output option, the system prints CONTROL NUMB in the upper left
corner of theform. This aignment mark should be printed inside the Control Number box.

Note I

W-2 forms are printed two to apage. The first W-2 printed should be the first W-2 on the page.

When the forms are aligned, enter YES to print the forms. After the forms are printed, the Periodic
Processing menu appears.
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Here is a sample of the 1999 W-2 Forms

a Control number Copy B To Be Filed With Employee's
OMBE Mo. 1545-0008 FEDERAL Tax Return
b Employer Identification number 1 Wages. tips. other compensation] 2 Federal incaome tax withheld
¢ Employer's name, address, and ZIP code 3 Social security wages 4 Social security tax withheld
5 Medicare wages and tips B Medicare tax withheld
7 Social security tips 8 Allocated tips
d Employee's social security number 9 Advance EIC payment 10 Dependent care benefits
e Employee's name [first, middle initial, last) 11 MNongualified plans 18 Benefits included in box 1
77777777777777777777777777777777777777777777777777777 - 13 See instrs. for box 13 14 Cther
15 Statutory Deceased Pension Legal Deferred
Employes plan ren. compensation
f Ernployee's address, and ZIP code
16 State  Employer's state 1O no. 17 State wages, tips, etc. | 18 State income tax |18 Locality narme (20 Local wages, tips, etc. [ 241 Local income tax
£ w 2 Wage and Tax E D D D Departrment of the Treasury -- Internal Revenue Service
=
€ =& Statement

This information is being furnished to the Internal Revenue Service.
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Rolling Up Leave Balances

Selection Screen

%, Roll Up Leave Balances 1= e
Commands Edit Modes Other Help
2xrE bR A 2@ oK | _Apandon |

Have You Backed Up Your Data Files? W

Conszolidate Terminated Employees? v

[ |Company H [12/11/2000 | Terminal TOOD |OVR

The beginning vacation and sick ba ances are kept in the Leave History file (PAHVxxx) aong with
the detail entries from the Post Checks function on the Payday Work menu and the L eave
Adjustments function on the File Maintenance menu.

The Roll Up Leave Balance function combines all the sick and vacation leave detail entriesin the
Leave History fileinto anew starting total and then deletes the detail entries from thefile. Theroll up
starting total is then compared to the amount stored in the Sick and Vacation Hours Remaining fields
displayed on the Salary Information screen in the Employee’s function. If the amounts do not match,
amessage is printed in the ERROR MESSAGE column of the Consolidate Leave Audit Log, and the
amount in the employee’sfile is replaced with the calculated roll up starting total.

If you enter NO in the Consolidated Terminate Employees? field, the system will not perform the
roll up for terminated employees and they will be deleted from the Leave History file. If you enter
YES, the system performs the roll up for terminated employees the same way it does for active
employees. The Consolidate Leave Audit Log is printed when the rollup is completed.

You will want to do the Rolling Up Leave Balance only once a year, which would be during year-
end.
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Rolling Up Leave Balances

Periodic Processing

The Consolidated Leave Audit Log has no error messages

The amount in the employee file matched the amount calcul ated using the starting balance and the

detail transaction records.

06/11/1999
11:10 AM

D Employee Name

BOU001 Bourne, Linda C
GER001 Gerard, Timothy G
JENOO1 Jenkins, Kathy M
JON001 Jonchim, Maria K
LUKOO1 Lukas, George

End of Report

Builders Supply

Consolidate Leave Audit Log

120.000
120.000
94.456
5.333
94.456

434.245

Vacation ---------  ----------

Detail Differ  Summary

5.044- 125.044- 99.344
80.000- 200.000-  83.344
28.912 65.544- 35.344
38.333 33.000 19.340
28.912 65.544- 35.344
11.113 423.132- 272.716

Sick ---

Detail

13.312-
6.688
6.688

18.340
6.688

25.092

Differ

112.656-
76.656-
28.656-

1.000-
28.656-

247.624-

Page 1

Error Message
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Removing Outdated Information

Deleting Check History and Transaction History

Although not necessary, you do have the option to remove Check History and Transaction History.
Thisis donein Payroll under Periodic Maintenance. You are not able to be entirely specificin
deciding on which portions of the history are removed. Removing the history is based on all items
before a specified date. This appliesto both the Check History and Transaction History options. You
can remove history on one without effecting the other.

Periodic Maintenance Screen

i, Periodic Maintenance [_[C]=]
Commands Edit Modes Other Help

o aviE e ma

? & 0K | abandan |

Have you run the following?
Earnings and Deduction Repart
Sick Leave and % acation Report
Quarterly Employer's Tax Repaort
Quarterly ‘#ithholding Report
Quarterly State Unemployment B eport
941 Worksheet
Department Repart
Copy to Backup W

" Quarter End
i+ Year End
" Histories Only

Remove check history for items dated before IDB/‘I 5./2000
Remove trarsaction histary for items dated before |DE/1 5/2000
Clear remaining sick/vacation time [year end only]? il

Company H |12/11/2000 | Terminal TODOD | O%H
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Removing Recurring Entries

Obsolete recurring time ticket entries can be deleted from the Recurring Transaction file, PARExxX,

using the Purge Recurring Entries function on the Periodic Processing menu. Recurring time tickets

are deleted based on the date entered in the Cutoff column when the recurring time ticket was setup.

Recurring time ticket entries are set up using the Recurring Entries function on the File Maintenance
menu.

Purge Recurring Entry Screen

4%, Purge Recurring Eniries

Commands Edit Modes Other Help

vtz e mal ?e oK | abandon |

Purge Recurring Entries "ith Cutaff D ates Prior To IDBJ‘I B/2000

[ |Company H [12/11/2000 | Temminal TOOD |OVR

When you select the Purge Recurring Entries function on the Periodic Processing menu, the Purge
Recurring Entries selection screen appears. Recurring time ticket entries with a cutoff date before the
date entered hereis deleted from the Recurring Transaction file when you use the Proceed command,
PgDn.
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Closing Last Year

Close Last Year Screen

7%, Close Last Year
Conumands  Edit Modes Other Help

Rxrrz R @@ ?e oK | Abandon |
Have “ou:
- Prinked W 2s?

- Backed Up Your D ata Files?

-

[ |Company H [12/11/2000 | Terminal TOOD |OVR

Use this function only after you have completed all last-year processing, printed W-2's, and backed
up your datafiles.

Note I

This function erases all your last-year files.
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Payroll Reports

Payroll Reports Menu

3, TOOD - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

File Modes Tool Favorites Other Help

Coe 2 @@ EEC

IH Builders Supply Ll Qﬂ AS

OPEN SYSTEMS® Accounting Seftware

Main Menu | | Payroll Reports
GEMERAL Report 'whiter E mployee Inquiry E arnings and Deduc! ]
Billz of b aterials/Kitting Draily ok, Sick Leave and " acation Report
Bank Reconciliation Papday "Wark Trangzaction Hiztory Beport
Fized Aszets Fayroll Reports 401(k) Report
General Ledger Personnel Reportz Check Histony Register
Inverntary Productivity Reports Detail Leave Repart
Job Cost Periodic Processing Profit Sharing Census
Purchaze Order File kaintenance
Sales Order Codes Maintenance
Accounts Beceivable taster File Lists
Accounts Payable taster Codes List
Fayrall

Resource Manager

| | Company H | Teminal TOOD [12/12/2000 [1:42 PM

Use the functions on the Payroll Reports menu to print these reports.

»  Earnings and Deductions Report
* Sick Leave and Vacation Report
e Transaction History Report

*  401(k) Report

»  Check History Report

» Detail Leave Report

»  Profit Sharing Census
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Earnings and Deductions Report

Selection Screen

i, Earnings and Deductions Report
Comomands Edit Modes Other Help

Pt R Eal e oK | Abandon |
Pick. Employee Il From I g
Thru I al
Frint: ————————————— Frririt fior:
& Detail & Month Totals
= Summary = Quarter Totals

' LastName

PFrint by:
= Employee ID
" Social Security Mumber

Fririt for Month Murnber

—

[ |Company H [12/12/2000 | Terminal T00D | INS

Usethe Earnings and Deductions Report function to print adetail or summary report of Earnings
and Deductions, for arange of employees. You can choose to print for month-to-date or quarter-to-

date earnings and deductions.

When you print the report in detail, the earning code and deduction amounts for the period entered
and the year-to-date are printed for each employee in addition to a Grand Totals page. When the

report is printed in summary, only the Grand Total page is printed.
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Earnings and Deductions Report Payroll Reports

Earnings and Deduction Report printed in detail

04/30/1999 Builders Supply Page 1
1:26 PM Earnings and Deductions Report
Detail Report - Quarter 1
Emp. ID Employee Name Social Security No.
Code Earn. Desc. Amount Code Deduction Desc. Amount  Earning Desc. Amount YTD Deduction Amount YTD
BOU001 Bourne, Linda C 459-30-1099
P01 Bonus .00 o001 Medical Ins .00 Bonus 750.00 Medical Ins 42.24
P03 Cash Value .00 002 Dental Ins .00 Cash Value 133.82 Dental Ins 14.08
REG Regular Pay .00 003 United Way .00 Regular Pay 29738.00 United Way 308.84
SIC Sick Pay .00 004 Credit Union .00  Sick Pay .00 Credit Union 200.00
VAC Vacation Pay .00 006 MN 401K .00 Vacation Pay 262.00 401K 1389.77
———————————— 010 MN Stock Plan .00 ------------  Stock Plan 525.00
Earning Totals .00 s Earning Totals 30883.82  smmemmmee-
Gross Wages .00 Emp. Totals .00 Gross Wages 30883.82 Emp. Totals 2479.93
Net Pay .00 Emplr. Totals .00 Net Wages 18271.94 Emplr. Totals .00
GER001 Gerard, Timothy G 468-22-4819
P02 Travel Exp .00 o001 Medical Ins .00 Travel Exp 500.00 Medical Ins 42.24
REG Regular Pay .00 002 Dental Ins .00 Regular Pay 22200.00 Dental Ins 14.12
———————————— 003 United Way .00 ------------  United Way 100.00
Earning Totals .00 006 MN 401K .00 Earning Totals 22700.00 401K 600.00
Gross Wages .00 mmmeeeeeee- Gross Wages 22700.00 -mmmmmmeme-
Net Pay .00 Emp. Totals .00 Net Wages 16674.58 Emp. Totals 756.36
Emplr. Totals .00 Emplr. Totals .00
JEN0O01 Jenkins, Kathy M 460-39-9093
REG Regular Pay .00 001 Medical Ins .00 Regular Pay 30000.00 Medical Ins 42.24
———————————— 002 Dental Ins .00 ------------  Dental Ins 14.08
Earning Totals .00 003 United Way .00 Earning Totals 30000.00 United Way 300.00
Gross Wages .00 mmmmeeeeee- Gross Wages 30000.00  =mmmmmmmmeo
Net Pay .00 Emp. Totals .00 Net Wages 16809.42 Emp. Totals 356.32
Emplr. Totals .00 Emplr. Totals .00
JON0O1 Jonchim, Maria K 468-80-9944
OVT Overtime Pay .00 001 Medical Ins .00 Overtime Pay 815.77 Medical Ins 16.94
REG Regular Pay .00 002 Dental Ins .00 Regular Pay 12060.00 Dental Ins 10.17
SIC Sick Pay .00 003 United Way .00 Sick Pay .00 United Way 22.50
VAC Vacation Pay .00 004 Credit Union .00 Vacation Pay 300.00 Credit Union 30.00
Earning Totals .00 Emp. Totals .00 Earning Totals 13175.77 Emp. Totals 79.61
Gross Wages .00 Emplr. Totals .00 Gross Wages 13175.77 Emplr. Totals .00
Net Pay .00 Net Wages 10703.61
LUK001 Lukas, George 488-30-1281
REG Regular Pay .00 001 Medical Ins .00 Regular Pay 10000.00 Medical Ins 42.24
———————————— 002 Dental Ins .00 ------------ Dental Ins 14.08
Earning Totals .00 008 Parking .00 Earning Totals 10000.00  Parking 20.00
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Earnings and Deductions Report

The Grand Totals page of the Earnings and Deductions Report

When you print this report in summary, the Grand Totals page is the only page of the report printed.

04/30/1999
1:39 M

DBL Double Time
OVT Overtime Pay
P01 Bonus

P02 Travel Exp
P03 Cash Value
REG Regular Pay
SIC Sick Pay
VAC Vacation Pay

Earning Totals

001 Medical Ins
002 Dental Ins
003 United Way
004 Credit Union
005 Dues

006 401K

008 Parking

010 Stock Plan

Employee Deduction Total
Employer Deduction Total

Gross Wages
Net Pay

End of Report

Earning/Deduction Amount Quarter 1

Builders Supply

Page 1

Earnings and Deductions Report

Grand Totals

Amount YTD

115505.29
77021.60

Incl.

in Net?
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Sick Leave and Vacation Report

Report Selection Screen

%, Bick Leave and Vacation Report
Comomands Edit Modes Other Help

v R EE| ? e oK | Abandon |

Pick Employee ID From I g
Thru I al

Print far:
= Month
i Quarter

Fieport For Quarker I 1

[ |Company H [12/12/2000 | Terminal T00D | INS

You select whether this report lists the month- or quarter-to-date amounts for sick |eave and vacation
hours each employee in the range selected has used, the sick leave and vacation hours they have
remaining, and the dollar amounts they have been paid for vacation and sick time.
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The Sick Leave and Vacation Report for Quarter 4

12/02/1999 Builders Supply Page 1
9:32 AM Sick Leave and Vacation Report
for Quarter Number 4
——————————————— Quarter 4 --------------- --------------- Year to Date ---------------  ----- Remaining -----
Employee ---- Vacation ---- = ------ Sick ------ ---- Vacation ----- = ------ Sick ------- Vacation Sick
D Name Hours Pay Hours Pay Hours Pay Hours Pay Hours Hours
BOU001 Bourne, Linda C
8.500 262.00 .000 .00 8.500 262.00 .000 .00 119.500 96.000
GER001 Gerard, Timothy G
.000 .00 .000 .00 .000 .00 .000 .00 160.000 80.000
JEN001 Jenkins, Kathy M
.000 .00 .000 .00 .000 .00 .000 .00 80.000 32.000
JON001 Jonchim, Maria K
40.000 300.00 .000 .00 40.000 300.00 .000 .00 8.000- 16.000
LUKOO1 Lukas, George
.000 .00 .000 .00 .000 .00 .000 .00 80.000 32.000
ROS001 Rossini, Lucinda A
.000 .00 8.000 46.00 .000 .00 8.000 46.00 40.000 .000
STO001 Stockard, Albert W
48.000 429.60 2.000 17.90 48.000 429.60 2.000 17.90 32.000 30.000
TOTALS 96.500 991.60 10.000 63.90 96.500 991.60 10.000 63.90 503.500 286.000
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Transaction History Report

Report Selection Screen

i, Transaction History Report
Comomands Edit Modes Other Help

EEO =R

oK | Abandon |

Pick. Employee ID From
Thiru

Department  Fram
Thiru

Job From
Thiu
Phaze From
Thru
Date Fram

Thru

Fiint:
= Detail
* Summary

/o
A

2 (L= e a2 el 12 ]2

Print by

i+ Employes

" Department

i Job

" Phase

" Date

" Employes/Type/Code
" Type/Code

|Company H [12/20/2000 | Terminal TOOD |OVR

Use the Transaction History Report function to print a detail or a summary report of the

miscellaneous payroll deductions and time ticket entries.

If the report is printed in summary, an earnings and a deductions total is printed based on the sort

selected for the report.

When thereport is printed in detail, each earning and each deduction transaction is printed on the

report for the ranges selected.

The earnings and deduction transactions are total ed based on the sort selected for the report. Grand
Totals are printed for both the earnings and the deductionsin both the summary and detail formats.

Note I

The Save Payroll Transaction History? option in Options and Interfaces function on the Company
Setup menu in Resource Manager must be set to YES in order to be able to produce this report.
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Payroll Reports

Transaction History Report printed in Summary and sorted by Department

04/30/1999 Builders Supply Page
1:47 PM Transaction History Report
Summary by Department

Emp. ID Employee Name Pieces Hours Amount
Department 100 Earning Totals 0 544.750 4959.42
Deduction Totals .000 .00
Department 500 Earning Totals 0 8.500 1645.82
Deduction Totals .000 225.00
Department 501 Earning Totals 0 1019.250 6724.03
Deduction Totals .000 50.00
Grand Totals; Earnings 0 1572.500 13329.27
Grand Totals; Deductions .000 275.00

End of Report

1
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401(k) Report

Selection Screen

.= 401(k) Report | _ (O] =]
Comomands Edit Modes Other Help
2 K t= | 0K | Abandon |
Employes D From = —PrntBy——
Thru 4 ) Emplayes ID
Department D' From = 1 Department 10
Thru 4 O Social Securty Mumber
401[k] Deduction Code I [3 § 401K
Employer katch Code ﬂ Company Match [~ Frint:
) Detail
L 3 Surnmnary
@ Manth
O Quarter

Frirt for bMonth December

[ |Company H [01/19/2000 | Terminal TOOD [OVR

The 401(k) Report displays the deductions and matching codes and amounts for each employee inthe
selection. Use the report to audit employee and employer contributions to employee retirement plans.

You can choose arange of employees and/or department ID’s to print by. You also have the

opportunity to choose to print based off month or quarter total's, and which month or quarter totals
you want to view.

You do need to reference which 401(k) Deduction Code and Employer M atch Code you want to
appear on the report.
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Payroll Reports

401(k) Report

BOU0O1
GER001
JEN0O1
JON001
LUK001
ROS001
STO001

End of

01/19/2000
12:46 PM

Bourne, Linda C
Gerard, Timothy G
Jenkins, Kathy M
Jonchim, Maria K
Lukas, George
Rossini, Lucinda A
Stockard, Albert W

Report

Builders Supply

401 (k) Report
Detail Report - December

by Employee ID

kkkkkkkk Year to Date *xkkkkxkk

Page 1

SSN 401K  Company Match 401K  Company Match
459-30-1099 .00 .00 1727.27 .00
468-22-4819 .00 .00 750.00 .00
460-39-9093 .00 .00 .00 .00
468-80-9944 .00 .00 .00 .00
488-30-1281 .00 .00 .00 .00
460-39-9982 .00 .00 .00 .00
449-58-4392 .00 .00 .00 .00
GRAND TOTALS .00 .00 2477.27 .00
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Check History Register

Register Selection Screen

%, Check History Register
Comomands Edit Modes Other Help

X BR EE| ?e oK | Abandon |

Pick Employee D From
Thru

Check Number From

Thru

Date From L

Thru L

e

— Print by:

% Employee 1D
" Check Mumber
" Check Date

— Print Report In
* Summary
" Detail

Prirt Ermployer Deductions and Withhaldings? [~

Printed Checks, Yoided Checks, or Bath: IBoth 'l

[ |Company H [12/12/2000 | Terminal T00D | INS

The Check History Register shows the payroll checks you have written for a range of employees, for
specified check numbers, and/or dates that you select. You then can choose to sort this report by
Employee ID, Check number, or Check Date. You can elect to print the report in asummary or detail
format and whether to have the employer’s deductions and withhol ding included on the report.

If thereport is printed in the detail format, every earning, withholding, and deduction code is printed
individually for each check in the range specified.

When you select to print the report in summary, atotal for hours and wages for earnings, atotal for
withholdings, and atotal for deductions are printed for each check.

Both formats print Grand Totals for earnings, withholdings and deductions.

Usetheregister asarecord of earnings, deductions, withholdings, and cash disbursements.

Note I

The option Save check history? in the Options and Interfaces function in the Company Setup in
Resource Manager must be set to YES in order to be able to produce this report.
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Payroll Reports

The Check History Register in summary format and sorted by Check #

04/30/1999
1:51 PM

Employee
D Soc. Sec. No.

Albert W Stockard,

STO001
Gross Wages 1649.04
Net Pay 1171.76
Check Number 0001024
Date 01/31/1994
Linda C Bourne,
BOU001
Gross Wages 8250.00
Net Pay 4826.07
Check Number 0001025
Date 01/31/1994
Timothy G Gerard,
GER001
Gross Wages 6050.00
Net Pay 453387
Check Number 0001026
Date 01/31/1994
Kathy M Jenkins,
JENOO1
Gross Wages 7500.00
Net Pay 4163.09
Check Number 0001027
Date 01/31/1994
George  Lukas,
LUK001
Gross Wages 2500.00
Net Pay 1979.29
Check Number 0001028
Date 01/31/1994
Maria K Joachim,
JONOO1
Gross Wages 1200.00
Net Pay 946.56
Check Number 0001029
Date 01/31/1994
Lucinda A Rossini,
ROS001
Gross Wages 948.03
Net Pay 679.99
Check Number 0001030

Total 165.500

Total .000
Total .000
Total .000
Total .000

Total 128.000

Total 155.250

Builders Supply
Check History Register

Printed in Summary by Check #

1649.

8250.

6050.

7500.

2500.

1200.

948.

04

03

Total Withholdings

Total Withholdings

Total Withholdings

Total Withholdings

Total Withholdings

Total Withholdings

Total Withholdings

2692.

1319.

3183.

480.

216.

204.

06

13

55

24

Total Deductions

Total Deductions

Total Deductions

Total Deductions

Total Deductions

Total Deductions

Total Deductions

Page 1

742.83

189.09

89.08

19.08

26.57

55.65
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Detail Leave Report

Report Selection Screen

%, Detail Leave Report 1= e
Comomands Edit Modes Other Help
2xte|m@ mE| 2@ ok I] e |
Pick. Employee I From 4
Thiru =
Department  From 5
Thiru =
Date From A
Thru o
Print Posted. Unposted or &l Detail: FaAll -

Print by

" Employee ID
" Depatment
i+ Date

|Company H [12/12/2000 | Terminal T00D | INS

It serves as an audit trail of your employee’s sick and vacation time accruals and the amounts of sick
and vacation leave they have used. The information in the report is from the Leave History file

(PAHVXxX).
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Detail Leave Report

Payroll Reports

The Detail Leave Report showing posted and unposted amounts by Department

04/30/1999
2:15 PM

Employee

Total For: 100

Total For: 500

Total For: 501

End of Report

For: 100 WAREHOUSE

STO001 Stockard Albert W

WAREHOUSE

For: 500 EXECUTIVE

BOUOO1 Bourne Linda C
GER001 Gerard Timothy G
JENO01 Jenkins Kathy M
LUK001 Lukas George

EXECUTIVE

For: 501 EXEC. SECRETARIAL

JON001 Jonchim Maria K

EXEC. SECRETARIAL

GRAND TOTAL

06/26/1998

06/26/1998
06/26/1998
06/26/1998
06/26/1998

06/26/1998

Builders Supply Page 1

Detail Leave Report
Posted And Unposted Leave by Department

———————— Vacation -------- ---------- Sick -----------

Earned Used Bal Earned Used Bal

5.000 .000 5.000 .000 5.000 5.000-

5.000 .000 5.000 .000 5.000 5.000-

14.456 20.000 5.544- 3.344 20.000 16.656-

.000 40.000 40.000- 3.344 .000 3.344

14.456 .000 14.456 3.344 .000 3.344

14.456 .000 14.456 3.344 .000 3.344

43.368 60.000 16.632- 13.376 20.000 6.624-

25.000 .000 25.000 15.000 .000 15.000

25.000 .000 25.000 15.000 .000 15.000

73.368 60.000 13.368 28.376 25.000 3.376
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Profit Sharing Census

Report Selection Screen

%, Profit Sharing Census
Comomands Edit Modes Other Help

2xrE bR A 2@ oK | abandon |
Pick Emplovee D From E
Thru al
Check Mumber  From al
Thiru 3
Date From I
Thiru L4
Print by:

" Employes D
" Check Number
" Check Date
" Employee Mame

[ |Company H [12/12/2000 | Terminal T00D | INS

The Profit Sharing Census report shows the total hours and gross dollars earned year to date for a
range of employees, check numbers, and dates that you specify. The report can be sorted by
employee ID, check number, check date, or employee name.

Note I

You must select YES for the Save check history? option in the Options and Interfaces function on
the Company Setup menu in Resource Manager to produce this report.
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Profit Sharing Census

Payroll Reports

The Profit Sharing Census report sorted by Employee ID

04/30/1999
2:21 PM

BOU001
BOU001
BOU001
BOU001

01/31/1994
02/28/1994
03/31/199%4
10/01/1997

Employee BOUOO1 Totals

459-30-1099

GER001
GER001
GER001
GER001

Linda C Bourne

1026
1034
1042
1074

01/31/1994
02/28/1994
03/31/199%4
10/01/1997

Employee GER001 Totals

468-22-4819

JEN0O1
JEN0O1
JEN0O1
JEN0O1

Timothy G Gerard

1027
1035
1043
1075

01/31/199%4
02/28/199%4
03/31/199%4
10/01/1997

Employee JENOO1 Totals

460-39-9093

JON001
JON001
JON001
JON001

Kathy M Jenkins

1029
1037
1045
1077

01/31/199%4
02/28/199%4
03/31/199%4
10/01/1997

Employee JONOO1 Totals

468-80-9944

LUK001
LUK001
LUK0O1
LUK001

STO001
STO001

Maria K Joachim

1028
1036
1044
1076

1040
1072

01/31/199%4
02/28/199%4
03/31/199%4
10/01/1997

03/31/199%4
10/01/1997

Employee STO001 Totals

449-58-4392

Albert W Stockard

GRAND TOTALS

End of Report

128.
160.
160.

.000

.000

Builders Supply

Profit Sharing Census

by Employee ID

Gross Wages

106677.

Birth:

Birth:

Birth:

Birth:

Birth:

06/07/1953

12/31/1948

10/26/1953

04/22/1958

12/18/1972

Hire:

Hire:

Hire:

Hire:

Hire:

Page 1

01/09/1987

01/23/1981

05/31/1981

03/31/1987

11/30/1986

Term:

Term:

Term:

Term:

Term:
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Personnel Reports

Personnel Reports Main Menu

STEMS® Accounting Sofiware - SAMPLEDATA

File Modes Tool Favorites

Other Help

Coe 2 @@ EEC

IH Builders Supply

“O5AS:

OPEN SYSTEMS® Accounting Seftware

Main Menu

Personnel Reports

GEMERAL Report 'writer
Billz of b aterials/Kitting
Bank Reconciliation
Fixed Azsets

General Ledger
Inverntary

Job Cost

Purchaze Order

Sales Order

Accounts Beceivable
Accounts Payable

E
Resource Manager

E mployee [nguiry
Draily ok,
Papday "Wark
Payroll Reports

Productivity Reports
Periodic Processing
File kaintenance
Codes Maintenance
taster File Lists
aster Codes List

i
Emplovee Bitthday Repart

Personnel Roster
Education Feport
K.ep Date Report

Emplayrment Snniverzany Beport

| Company H | Teminal TOOD [12/12/2000 [1:45 PM

The Personnel Reports present the information stored in the Employee file on Personnel Screen 1 and
Personnel Screen 2 in report formats.
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Salary Review Report

Report Selection Screen

3, TOOD - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

File Modes Tool Favorites Other Help

Coe 2 @@ EEC

IH Builders Supply Ll Qﬂ AS

OPEN SYSTEMS® Accounting Seftware

GEMERAL Report 'whiter E mployee Inquiry Salarw R =port
Billz of b aterials/Kitting Draily ok, Emplovee Bitthday Repart
Bank Reconciliation Papday "Wark Emplayrment Snniverzany Beport
Fized Aszets Payroll Reports Perzonnel Roster

General Ledger F hel Reports Education Feport
Inverntary Productivity Reports K.ep Date Report

Job Cost Periodic Processing

Purchaze Order File kaintenance

Sales Order Codes Maintenance

Accounts Beceivable taster File Lists

Accounts Payable taster Codes List

Fayrall

Resource Manager

| | Company H | Teminal TOOD [12/12/2000 [1:45 PM

Use this report to determine which employees are due for a salary review or to review salary and
bonus history.

You can print the report for arange of employee |Ds, supervisors, departments, or based off the next
review date. The report can be sorted by employee 1D, employee last name, supervisor, or
department. You can specify whether you want the report to include the employee's salary
information and rate history/bonus information.

The report can be printed in aworksheet or summary format. The worksheet prints one employee per
page with the employee information printed at the top of the page and lines on the remainder of the
page for manual notes.

The summary format prints the employee information for the range specified and then sorts the report
based on your selection on the print screen.
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Salary Review Report

Personnel Reports

Salary Review Report

04/30/1999
2:25 PM
Department: WAREHOUSE

Emp. ID Employee Name
Sup. ID Supervisor Name

STO001 Stockard, Albert W

Pay Change History
Date Reason

BOUOO1 Bourne, Linda C
LUKOO1 George Lukas

Pay Change History
Date Reason
11/16/97
12/01/98

GER0O01 Gerard, Timothy G
BOUOO1 Linda Bourne C

Pay Change History
Date Reason

JENOO1 Jenkins, Kathy M

Pay Change History
Date Reason

ANNUAL REVIEW
ANNUAL REVIEW

Builders Supply
Salary Review Report
By Department

Dept. Next Review Title

Hire Date Last Review Labor Class

100

11/30/86 Shipping

Bonus History

Old Rate Date Reason
.000
.000
.000
.000
.000
.000
.000
.000

Admin. Asst.
President

500 11/12/99
01/09/87 11/12/98

Bonus History

Old Rate Date Reason
7500.000
8000.000

.000

.000

.000

.000

.000

.000

500 04/01/95
01/23/81 04/01/94

V P Sales
Vice President

Bonus History

Old Rate Date Reason
.000
.000
.000
.000
.000
.000
.000
.000

500

05/31/81 Vice President

Bonus History

0ld Rate Date Reason
.000
.000
.000
.000
.000
.000
.000
.000

Current Salary

Hourly

Rate

.00
8.950

7500.00
.000

5550.00
.000

7500.00
.000

Page 1

Yearly Salary

18616.00

90000.00

66600.00

90000.00
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Employee Birthday Report

Report Selection Screen

i, Employee Birthday Report

Commands Edit Modes

Other

Help

Pt R Eal e oK | Abandon |
Employes [0 From 4
Thru 1
Supervizor From 4
Thru =
Department  Fram 5
Thru =
Bith Manth  From |
Thiu [
Frint by:
i~ Employee 1D
" Last Mame
" Supervisor
% Department

Frint ear of Birth v

|Company H [12/12/2000 | Terminal T00D | INS

Use this function to produce a list of employees by birth date. You can select arange of employee
IDs, supervisors, departments, and birth months. Employee ID, employee last name, supervisor, or
department can sort the report. You can select whether you want the year of birth included in the

report.

Employee Birthday Report

04/30/1999

2:33 PM

BOUOO1

GER001

JEN001

JON001

LUKO001

ROS001

STO001

Employee Name

Bourne, Linda C
Gerard, Timothy G
Jenkins, Kathy M
Jonchim, Maria K
Lukas, George
Rossini, Lucinda A

Stockard, Albert W

End of Report

Builders Supply
Employee Birthday Report
By Employee ID

Supervisor Name

George Lukas

Linda Bourne C

George Lukas

Dept. ID

500

500

500

501

500

501

100

Page

Date of Birth

June 07, 1953
December 31, 1948
October 26, 1953
April 22, 1958
November 15, 1962
July 04, 1964

December 18, 1972

45

41

36

34

26
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Employee Anniversary Report

Report Selection Screen

i, Employee Birthday Report
Comomands Edit Modes Other Help

Pt R Eal e oK | Abandon |
Employes [0 From 4
Thru 1
Supervizor From 4
Thru =
Department  Fram 5
Thru =
Bith Manth  From |
Thiu [
Frint by:
i~ Employee 1D
" Last Mame
" Supervisor
% Department

Frint ear of Birth v

[ |Company H [12/12/2000 | Terminal T00D | INS

Thisreport isalist of employees, their start dates, and their length of employment with the company.

You can select arange of employee I Ds, supervisors, departments, and months. Employee ID,
employee last name, supervisor, or department can sort the report.

You can select whether you want the employees, date of birth and review information printed in the
report. You can print the report based on the employee’s start date or adjusted hire date.

Employment Anniversary Report

04/30/1999 Builders Supply Page 1
2:51 PM Employment Anniversary Report
By Employee ID

Emp. ID Employee Name Dept . Start Date YRS Adj. Hire DOB Last Review Date
Sup. ID Supervisor Name Next Review Date
BOUO01 Bourne, Linda C 500 01/09/1987 12  01/09/1987  06/07/1953 Last: 11/12/1998
LUK001 ILukas, George Next: 11/12/1999
GER001 Gerard, Timothy G 500 01/23/1981 18 01/23/1981  12/31/1948 Last: 04/01/1994
BOU001 Bourne, Linda C Next: 04/01/1995
JENO01 Jenkins, Kathy M 500 05/31/1981 17 05/31/1981  10/26/1953 Last:

Next:
JONO001 Jonchim, Maria K 501 03/31/1987 12  03/31/1987  04/22/1958 Last:
LUKO01 Lukas, George Next :
LUK0O1 Lukas, George 500 04/01/1980 19  04/01/1980  11/15/1962 Last:

Next:
ROS001 Rossini, Lucinda A 501 11/04/1983 15 11/04/1983  07/04/1964 Last:

Next:
STO001 Stockard, Albert W 100 11/30/1986 12  11/30/1986  12/18/1972 Last:

Next:
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Personnel Roster

Report Selection Screen

%, Personnel Roster (=[]
Comomands Edit Modes Other Help
rs i B 7@ 0K Abandan
Employee ID From E Print User-Defined Fields
Thru e Ins Coverage I
Supervisor Fram Ell Uszer Label 2 v
Thru B User Label 3 [v!
Department  Fram B Caomments 1 ¥
Thru B Comments 2 IV
Class From [ 4 Comments 3 [¥
Thru B
Frint Date of Bith'? v
Print by: Frint S alary Information? [
" Employes [0 FPage Break After Dept/Supr? v
" Last Mame Frint Status Active -
' Supervisar Print Address Information? v
& Department
Headings
12345678901 F3456789012345678901 23456
Line1 [Personnel Roster
Line2 |[nl1l Fields Printed
Line 3
Active, Terminated. Baoth Company H 12/12/2000 Terminal TO0D NS

Thisreportisalist of employees and selected information from the Employee General I nformation
and Employee Personnel files.

You can select arange of employee | Ds, supervisors, departments, and labor classesto beincluded in
the report. You can also select which user-defined fiel ds from the Employee General Information and
Personnel Information One screen you want to include in the report.

Employee ID, last name, supervisor, or department can be used to sort the report. You can select
whether the employe€e's date of birth and/or salary information should be printed in the report. If you
choose to sort the report by department or supervisor, you can select page break after each sort. The
report can be printed for active, terminated, or both types of employees. You also have the option to
print out the employee’'s home addresses listed in the employeefile.

You can define three lines for the heading on the report. The heading information is stored in the
HEADGHXxxx table for the next time you want to produce a personnel roster report. Changing the
header fields when preparing to print the report will change the information stored in the
HEADGHxxx field.
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Personnel Roster Personnel Reports

Personnel Roster report

04/30/1999 Builders Supply Page 1
2:55 PM Personnel Roster

All Fields Printed
Department: WAREHOUSE

Emp. ID Employee Name D.O.H. SSN Dept . Sex EEO Class H/S Group Chk. Loc.
Title Adj. D.O.H. D.0.B. Salary Rate Yearly Salary
STO001  Stockard, Albert W 11/30/1986 449-58-4392 100 M 5 SHP  HRL 1

11/30/1986 12/18/1972 .00 8.950 18616.00
Ins Coverage: User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3

Department: EXECUTIVE

BOUOO1  Bourne, Linda C 01/09/1987 459-30-1099 500 F 2 Prs SAL 1
Admin. Asst. 01/09/1987 06/07/1953 7500.00 .000 90000.00
Ins Coverage: Family/Blue Cross User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
GER001  Gerard, Timothy G 01/23/1981 468-22-4819 500 M 1 VP SAL 1
V P Sales 01/23/1981 12/31/1948 5550.00 .000 66600.00
Ins Coverage: Family/Blue Cross User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
JEN0O01  Jenkins, Kathy M 05/31/1981 460-39-9093 500 F 1 VP SAL 1
05/31/1981 10/26/1953 7500.00 .000 90000.00
Ins Coverage: Single/Amer. Family User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
LUKOO1  Lukas, George 04/01/1980 488-30-1281 500 M 1 MGR SAL 1
04/01/1980 11/15/1962 2500.00 .000 30000.00
Ins Coverage: Family/ Amer. Family User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3

Department: EXEC. SECRETARIAL

JON001  Jonchim, Maria K 03/31/1987 468-80-9944 501 F 3 SEC HRL 1
Secretary 03/31/1987 04/22/1958 .00 7.500 15600.00
Ins Coverage: None User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
ROS001  Rossini, Lucinda A 11/04/1983 460-39-9982 501 F 1 SEC HRL 1
11/04/1983 07/04/1964 .00 5.750 11960.00
Ins Coverage: User Label 2: User Label 3:
Comments 1
Comments 2
Comments 3
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Education Report

Report Selection Screen

%, Education Report S E
Commands Edit Modes Other Help
Pt R Eal e oK | Abandon |
Employee ID From 4 Print User Defined Fields
Thiu A Ins Coverage =
Supervisor Fraom 1 Uszer Label 2 v
Thiu El User Label 2 I~
Department  From 9 Caomments 1 v
Thru Al Comments 2 v
Class From al Comments 3 =
Thiu a]

Frint Degree Type I E

Frirt by ———————
" Emplopee ID
' Last Mame

[ |Company H [12/20/2000 | Terminal TOOD |OVR

This report shows employees education information. You can also elect to include the user-defined
fields from the Employee General Information and Per sonnel Information One screens. This
information is stored in the Employee General Information and Employee Personnel files.

You can select arange of employee IDs, supervisors, departments, and labor classesto include in the
report. You can elect to print the report for a specific type of degree (the Inquiry (F2) command is
available for thisfield) or leave the Print Degree Type field blank to produce a report that includes
all types of degrees. Employee ID or employee last name can sort the report.
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Personnel Reports

Education Report

04/30/1999
3:00 PM

Emp. ID Employee Name

Builders Supply
Education Report
By Last Name

Dept. ID D.O.H.

Page 1

BOU001  Bourne, Linda C

Ins Coverage: Family/Blue Cross
Comments 1

Comments 2

Comments 3

GER001  Gerard, Timothy G

Ins Coverage: Family/Blue Cross
Comments 1

Comments 2

Comments 3

JEN0O01  Jenkins, Kathy M

Ins Coverage: Single/Amer. Family
Comments 1

Comments 2

Comments 3

JON001  Jonchim, Maria K
Ins Coverage: None
Comments 1

Comments 2

Comments 3

LUKOO1  Lukas, George

Ins Coverage: Family/ Amer. Family
Comments 1

Comments 2

Comments 3

ROS001  Rossini, Lucinda A
Ins Coverage:

Comments 1

Comments 2

Comments 3

STO001  Stockard, Albert W
Ins Coverage:

Comments 1

Comments 2

Comments 3

User

User

User

User

User

User

User

500 01/09/1987
Label 2:
500 01/23/1981
Label 2:
500 05/31/1981
Label 2:
501 03/31/1987
Label 2:
500 04/01/1980
Label 2:

501 11/04/1983
Label 2:

100 11/30/1986
Label 2:

BSCE Bachelors, Computer Math

User Label 3:

User Label 3:

User Label 3:

User Label 3:

User Label 3:

User Label 3:

User Label 3:
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Key Date Report

Report Selection Screen

§ 2y Date Report
Commands Edit Modes Other Help
Pt R Eal e oK | Abandon |
Employee ID From 4 Pick User Date Field to Print
Thru A i+ License i User Date 05
Supervisor  From El " Last Phys " User Date OF
Thru El i Driver Lic i User Date 03
Department  From 9 = Usger Date 04 = User Date 09
Thru El = User Date 05 = UserDate 10
Class From al
Thiu al
Licenze Fram IH—
Print by ————— Thru IH—
" Employes ID
" Last Mame
" Supervizor Page Break After Dept/Supr v
i+ Department
Headings
12245678901 232456729012245672890123245¢
Line 1 |Key Date Report
Line 2 |Peport on License
Line 2
[ |Company H [12/12/2000 | Teminal TOOD | INS

This function produces areport based on one of the user-defined date fields set up in the USRDDxxx
table and displayed on the Personnel Information Two screen in the Employees function on the File
M aintenance menu.

A range of employee IDs, supervisors, departments, and/or labor classes can be selected for the
report. One of the user-defined date fieldsis selected and a date range can be specified.

Employee ID, last name, supervisor, or department can sort the report. If you select department or
supervisor for the sort, you have the option of using a page break.

You can define three lines for the heading on the report. The heading information is stored in the
HEADDHxxx table for the next time you want to produce the report.

Key Date Report

04/30/1999 Builders Supply Page 1
3:04 PM Key Date Report
Report on License

Emp. ID Employee Name Dept. SSN Class Work Phone Ext. Job Title Sup. License

STO001 Stockard, Albert W 100 449-58-4392 SHP

BOU00O1 Bourne, Linda C 500 459-30-1099 Prs (612)403-5555 5151 Admin. Asst. LUKOO1 08/21/96
GER001 Gerard, Timothy G 500 468-22-4819 VP V P Sales BOUOO1

JEN00O1 Jenkins, Kathy M 500 460-39-9093 VP

LUKOO1 Lukas, George 500 488-30-1281 MGR

JONO01 Jonchim, Maria K 501 468-80-9944 SEC Secretary LUKO001

ROS001 Rossini, Lucinda A 501 460-39-9982 SEC
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Using Formula Variables

Formula Maintenance Menu

3, TOOD - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

File Modes Tool Favorites Other Help

Coe 2 @@ EEC

IH Builders Supply Ll Qﬂ AS

OPEN SYSTEMS® Accounting Seftware

Main Monu I Payral |
GEMERAL Report 'writer E mployee [nguiry Employees

Billz of b aterials/Kitting Draily ok, Emploves Histary
Bank Reconciliation Papday "Wark Leave Adjustrments
Fized Aszets Payroll Reports Departments

General Ledger Personnel Reportz Payroll Information
Inverntary Productivity Reports Recurring Entries
Job Cost Periodic Processing Tables

Purchasze Order File Maintenance Tax Tables

Sales Order Codes Maintenance Forrnula M aintenance
Accounts Beceivable Master File Lists LChange Fields
Accounts Payable taster Codes List

Fayrall

Resource Manager

| | Company H | Teminal TOOD [12/20/2000 [1:24 AM

The Payroll system uses formulas to cal cul ate deductions and withholdings based on earnings and/or
tables. You can use variables to pull in amounts, such as year-to-date amounts, gross earnings, and so
on. Which you can manipulate using operations and functions, much like a spreadsheet program. You
can also look up tax rates and other information in tax tables.

A summary of valid variables, operations, and functions follow.
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Variables

You can use positive or negative numbers (constants) in formulas. You can also use these variable which store
payroll information values set by the Payroll system as it calculates the employee's paycheck:

Variable
ADJEARN

ADJHR
ADJMINS$
ADJSUIEARN
ADJSUIWITH
DEDEXCL
DEDUCTIONTOT

EARNEXCL

EICCODE$
EMPFICAWH
EXEMPTIONS

EXTRAWH

FEDWITH

FIXEDEARN

FIXEDPCT

FIXEDWH

FWHWITH

GRANDTOTEARN

GRANDTOTGROSS

Description
Use this variable for earnings in formulas that cal culate deductions.

For deductions calculated on Gross Pay, ADJEARN is set to the same amount as
GRANDTOTGROSS, minus any earning code exclusionsthat may exist for that
deduction.

For deductions ca culated on Net Pay, ADJEARN is set to GRANDTOTEARN. Then
DEDUCTIONTOT, FEDWITH, STATEWITH, and LOCALWITH are subtracted to
account for all withholdings up to that point. If you have two net pay deductions, the first
oneis ca culated and the amount of the deduction is added to DEDUCTIONTOT. When
the second deduction is calculated, DEDUCTIONTOT has been updated to include the
amount of the first net pay deduction.

HOURS minus exclusions for this paycheck run.

Adjust to minimum wage flag.

The total SUI earnings before the Self-Adjust Month changed.
The total SUI withholdings before the Self-Adjust Month changed.
Total amount of excluded deductionsfor this paycheck run.

For this paycheck run, as each deduction amount is calculated, this variable is updated
with the amount of the deduction. When all deductions have been calculated for this
paycheck run, this variable holds the total of all deduction for the current paycheck.

Total amount of earnings excluded from this deduction or withholding for this paycheck
run. Thisvariableisreset as each deduction or withholding is calcul ated.

EIC code for each employee (N, E, or B).
Employee FICA contribution (OASDI and Medicare) for the current paycheck run.

Number of exemptions claimed by the employee for that tax authority; displayed on the
employee's Tax Info screen (stored in the PAESxxx file).

Extrawithholdings claimed by the employee for that tax authority; displayed on the
employee's Tax Information screen (stored in the PAEGxxx fil€).

Total employee federal withholdings for this paycheck run (including OASDI, Medicare,
and EIC).

For this employee’s current paycheck run, the total amount of earnings from earning codes
set up to use fixed withholdings in Earnings Codes on the File Maintenance menu.

Fixed percent set up for the withholding code in Withholding on the File Maintenance
menu (stored in the PAWIxxx fil€).

Fixed withholding amount per paycheck run claimed by the employee; displayed on the
employee's Tax Information screen (stored in the PAEGxxx fil€)

Employee federal withholdings for this paycheck run (not including OASDI, Medicare,
and EIC).

Total gross earning for the current pay period, not including earnings that have been set up
as not included in net pay in Earning Codes on the File M aintenance menu.

Total gross earnings for the current pay period, including all earnings.
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Variables

Writing Formulas

HISTEARN(XXX$,PD,Y)

HISTDED(X,PD,Y,STATES$)

HISTWITH(STATES,
LOCALS$, WITHS,

PD,Y, TYPE)

HOURS
LOCALWITH
MINWAGE
PAYPERIODS

PERIODCODE

REGHRS

STATEWITH
TAXEARN

TIPS
TOTEARN

UNCOLMED
UNCOLOASDI
YTDEARNINGS
YTDFICATIPS
YTDTIPS

YTDWITHHOLDINGS

13-364

XXX$ Earning Code; if left blank, al earning codes will be added together
PD 1= Month, 2= Quarter, 3= Year
Y Month or Quarter to retrieve. If TYPE=0, this parameter doesn’t apply
X Deduction Code; if Ieft blank, all deduction codes will be added together
PD 1= Month, 2 = Quarter, 3= Year
Y Month or Quarter to retrieve. If TYPE=0, this parameter doesn’t apply

STATES$ If deduction is a deferred compensation, and you want to look specifically at a
state’s, enter the state here. If left blank, both the blank record and the state
record will be added together.

STATE$ Stateto look up
LOCALS$ Locality to look up
WITH$ Withholding Code to look up
PD 1= Month, 2= Quarter, 3= Year
Y Month or Quarter to retrieve. If TY PE=0, this parameter doesn’t apply
TYPE 1= Earnings, 2 = Withholdings
Total hours worked for the current paycheck run.
Employee'stotal local withholdings for the current paycheck run.
Minimum wage.

Number of pay periods per year; displayed on the employee's Salary Information screen
(stored in the PAEGxxx fil€).

Current period code (pay period code 1, 2, 3, 4, 5, or 6) entered on the Calculate Checks or
Manual Checks screen for this employee's group code.

For the current paycheck run, HOURS minus hours for type V (vacation) and S (sick)
earning codes.

Employee'stotal state withholdings for the current paycheck run.

For the current paycheck run, taxable earnings (total earnings minusall exclusions) for this
withholding for this employee (Use this variable in formulas calculating withholdings).

Tips accumulated for this employee for the current paycheck run.

Total earnings for the pay period, excluding nothing, for thiswithholding code’s tax
authority.

Year-to-date uncollected Medicare.

Year-to-date uncollected OASDI.

Year-to-date earnings for the withholding code.

Year-to-date FICA tips (used in employee OASDI adjustments).
Year-to-date tips deemed as wages (used in employer OASDI adjustments).
Year-to-date contributions total for this withholding code.



Using Formula Factors

File Maintenance Menu

3, TOOD - OPEN SYSTEMS® Accounting Software - SAMPLE DATA

File Modes Tool Favorites Other Help

Coe 2 @@ EEC

IH Builders Supply Ll Qﬂ AS

OPEN SYSTEMS® Accounting Seftware

Main Monu I Payral |
GEMERAL Report 'writer E mployee [nguiry Employees

Billz of b aterials/Kitting Draily ok, Emploves Histary
Bank Reconciliation Papday "Wark Leave Adjustrments
Fized Aszets Payroll Reports Departments

General Ledger Personnel Reportz Payroll Information
Inverntary Productivity Reports Recurring Entries
Job Cost Periodic Processing Tables

Purchasze Order File Maintenance Tax Tables

Sales Order Codes Maintenance Forrnula M aintenance
Accounts Beceivable Master File Lists LChange Fields
Accounts Payable taster Codes List

Resource Manager

| | Company H | Teminal TOOD [12/20/2000 [1:24 AM

Formulafactors are variables used to change a base rate in a formula without changing the formula
Each formula can have up to six factors. Factors can be used in formulas lines by entering FCn,
where n isthe number of the factor. If you set up Factor 1, FC1 is used in the formulas to represent
that factor.

For example, you can set up aformulathat multiples taxable earnings by a specific tax percentage.
Theformulaitself can be entered in asingleline:

TAXEARN*FC1

If you set factor oneto .05, the employee’s taxabl e earnings will be multiplied by five percent. Later,
you can change the factor or even override it for an individual employee.

Note I

Formula factors can be overridden for deductions for an individual employee in the Scheduled
Deductions section of the Salary Information screen in the Employee function on the File
Maintenance menu. Formulafactorsfor withholdings can be overridden for an individua employee
by choosing the Withholding option from the command bar on the Tax Information screen in the
Employee function and then using the Change factors option after the Employee Withholding
Exclusions window appears.
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Formula Maintenance

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula 1D [PRM_SULRTH §

Description  |Minnesota State Unemplayment Ihs.

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioot TABLEZ(1.1.RETWAL) g

Loz TABLEZ(1.2ZRETWAL] ﬂ

Loz TAXEARN+YTOEARMINGS ﬂ

L1004 |F[LI0025 LI003]T H(LIDO3JEL[LIOOZ)

Lians [LI004-L1001)4100

LIa0E L1005 TOWITHHOLDINGS

Loz IFILIO0E: TAXEARNITHITAXEARMIELILIOOE]

Lioog IFILIOO7 < 0ITHIDELILIOOT]
=
F
=

Formula Line [ D08 of 008 |

| Enter = edit Append Goto I Header I LCreate Program I |

| | Compary H [12/20/2000 | Terminal TOOD |OWR

Each line of aformula sets the value of avariable L1nnn, nnn corresponds to the line number the
value of the variableis calculated on. Lines are calculated in sequential order, line L1001 is
calculated before L1002, and so on. You can use variables storing the results of previous lineswith
other variable in subsequent formulalines. Theresult of the entire formulais the result of the
calculation on the last line of the formula.

Example: InlineLI005 of the formulas displayed on the screen above, L1004 stored the amount cal culated
inline 4 (L1004) of theformula. L1001 isthe amount retrieved for the tablein line 1. (Thetable to
be used with this formulais assigned when the withholding code is set up in Tax Authority
Setup). These variables are used to calculate an amount in line 5 and then that amount is stored as
the variable L1005.

Using Formula Operation Commands

Formulas are calculated line by line. Caculations in asingleline proceed according to the standard
order of mathematical operations: numbers are multiplied, then divided, then added, and finally
subtracted. Operations are performed in the order above from left to right in the formulaline.
Calculations in parentheses are performed before all other calculations.
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Using Formula Functions

You can use two types of function when constructing formulas; the Tables L ookup function and/or

the Conditionals function.

Tables Lookup Functions

Usethe TABLE and TABLE2 functionsto look up valuesin tax tables. Use the TABLE function to
look up information in a graduated tax table that has multiple rows or linesin ascending order, like
the FEDM and STXMNS tables. The TABLEZ2 function is used to look up information in atable that
is not arranged with graduated multiple rows, like a SUTMN table.

TABLE Function

Theformat for the TABLE command is TABLE(X, y, RETVAL); where x is the row (or line) in the
tax table and y is the column number. RETVAL is a BBx command that must be included in a
TABLE function command for it to return the value from the table and store it as aline number
variable. Thetax table read by the TABLE function is specified in the Tax Authority Setup function

on the Code Mai ntenance menu.

Tax Authority Setup Screen

5, Tax Authority Setup

Commands [dit Medes Other Seroll Commands Help

ARz |BE | @A ?e 0F | Abandon |
T ax Autharity |Slale vl
State Code  [MM o)
Local Code M/A
Description |M|nnesota
Employee “Withhalding Codes Employer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1[5wH PHMMN__SWH.RTH [STHMMNS g SU1 PHM__SULRTH SUTHMNx J
2l _
= _
= |
z _
= _

| T ab=switch to employer withholdings I

Enter=edit

Append I Goto I |

|Company H [12/20/2000 | Teminal TO0O [OVR

Example:

When the withholding code SWH for the state of Minnesota was set up in Tax Authority Setup,
the formulaPMN__SWH.RTN and the table STXMNS were assigned to that withholding code.

Note I

This table assignment can be overridden by the table selected in the state section of the Tax
Information screen in the Employee function.
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Payroll Tax Table

5, PATX [ [
Comumands Edit Modes Other Help
Xz R @A e 0K | _Abandon |
Table ID STrMMMM ,il_ Description |Minnesota State Withhalding - Married
Mumber of Cols 3 Column Length I 12 Type IN vl

| over —— Base + % Over

- oo _no - oo
4700.00 . oo E.2E
21120.00 1417.00 7.0E
105300, 00 G365 00 7.85
S8333333_33 Z300.00 . oo
.00 . oo .00

. oo .00 . oo

. oo .00 . oo

. oo .00 . oo

_ a0 _no _ a0

. oo .00 . oo

. oo . 0o . oo

. oo .00 . oo

- oo - 0o - oo

| | ComparwH | 12/20/2000 | Teminal TODO  [OVR

If the formulaused the command TABLE(30000,2,RETVAL), the system looks at the first column of
the specified tax table until it finds the first row with an amount greater than 30000. Then, it goesto
the row immediately before that one and returns the value found in the second column of that row.

You can also use variable with the table lookup functions. You can, for example, use avariable
calculated in aprevious line of aformulato find arow in the tax table. For example, in the command
TABLE(L1002,2,RETVAL), the system will read the tax table assigned to the formulalooking for the
value greater than the amount stored in the variable L1002.

Note I

You can use only one TABLE command per formulaline.
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TABLEZ2 Functions

SUTMN table
i, PATX [=I]
Commands Edit Modes Other Help
Xz R @A e Ok |_Abandan |
Table ID SUTKM ,il_ Description |Minnesota State Unemplayment - Employer
Humber of Cols 2 Column Length 12 Tupe |3 vl
[Percent Limit
S_100 ZO0000_ 000
.ooo .ooo
.0oo . 000
.0oo . 000
.0oo . 000
.ooo .ooo
.0oo . 000
.0oo . 000
.0oo . 000
P afuln] Jululn]
.0oo . 000
.0oo . 000
.0oo . 000
P afuln] Jululn]
.ooo . ooo
.0oo . 000
.0oo . 000
_aoo ululn]
[ | ComparyH | 12/20/2000 | Teminal TODOD [OWR

Use the TABLEZ2 function to look up information in atax table that is not arranged with graduated
multiple rows, like the SUTMN table displayed on the screen above.

The format for the TABLE2(x,y,RETVAL); where x isthe row in the tax table and y is the column
number. (RETVAL isaBBx command and must be included in a TABLE2 function for it to work
properly). The tax table to be used by the TABLE2 function is specified in the Tax Authority Setup
function on the File Maintenance menu when you setup the withholding code.
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Tax Authority Setup Screen

5, Tax Authority Setup

Commands £t

Modes

Other Scroll Commands Help

'}?XE§| |@ ?@ (1] IAbandonI
Tax Authority |Slale vl
State Code  [MM o)
Local Code M/A
Description |M|nnesota
Employee Withhaolding Codes Emplayer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1]5wH PRMN__SWH.RTH [STHMNS g 15U PRM_SULRTH  [SUTMM= J
2l _
= _
= |
z _
=l _
| T ab=switch to emplover withholdings I E nter=edit I Append I Goto I |

|Company H [12/20/2000 | Teminal TO00 [OVA

Example:  When the withholding code SUI for the state of Minnesota was set up in the Tax Authority Setup
function, the formulaPMN__SUI.RTN and the table SUTMN were assigned to SUI. The
command TABLE2(1,2,RETVAL) is used in the formula. The system returns 19000, the value
found in the first row, second column of the table SUTMN, the table specified in Tax Authority
Setup.

SUTMN Table

5, PATX S E3
Commands Edit Modes Other Help
A Xt= @l @Al e 0K | Abandon |
Table ID SUTHM ,3|_ Description |M|nnesota State Unemplayment - Ermployer
Humber of Cols [ 2] Column Length 12 Tupe |3 vl
[Percent Limit
2_100 Z0000_ 000
.ooo . ooo
.0oo . 000
.0oo . 000
000 _ono
.ooo . ooo
.0oo . 000
.0oo . 000
.0oo . 000
.ooo . ooo
.0oo . 000
.0oo . 000
.0oo . 000
.0oa . 00a
.0oo . 000
.0oo . 000
.0oo . 000
000 _ono

| Compary H | 12/20/2000 | Terminal TODD

ove

You can a'so use variables with the TABLE2 command. You can, for example, use avariable

calculated in a previous lineto specify alocation in atax table. For example,

TABLE2(1,L1002+2,RETVAL) goes to row one of the table and then adds 2 to the value stored in
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L1002 to determine which column in the table to return the value from.

Note I

You can use only one TABLE2 command per formulaline.
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Using Formula Functions

Conditional Functions

If you can use the IF(X) TH(Y)EL (2) function (If-Then-Else) or the IF(x)TH(y) function (If-Then) to

evaluate formula variable and/or constant values conditionally

Minnesota State Unemployment Ins. Screen.

R — 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Formula D [PRMN_SOLRTN ]
Description  |Minnesota State Unemplayment Ihs.
Factar 1 0.0000 Factar 2 0.0000 Factor 3 I 0.0000
Factar 4 0.0000 Factar 5 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) =|
Loz TABLEZ(1,2RETWAL) ﬂ
Loz TAXEARMYTDEARMNINGS =
L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)
Lio0s [LI004~L1001)/100
LI00g LIODS-vTDWITHHOLDIMNGS
Lioav IFILIO0G> TAXEARMTHITAXEARMELILIOOE)
Lioog IFILIO07<0)THIDJE LILIOO7]
|
3
=
Formula Line [ D08 of 008 |
| Enter = edit I Append I Goto I Header I LCreate Program I |
| | Compary H [12/20/2000 | Terminal TOOD |OWR
Example: LinesL1001, L1002, and L1003 each establish variable values. Line L1004 then uses the If-Then-

Else function to evaluate and select the value of the variable L1004. If the variable L1002 is
greater than the value of variable L1003 then the value of L1004 isset equdl to the value of L1003.
If the variable L1002 is less than variable L1003 then the value of L1004 is set equal to the value

of L1002.

Note I

When using If-Then-Else logic, you must use the following syntax:
IF(ADJEARN>200)TH(FC1)EL (FC2). If using If-Then logic the syntax would be:
IF(ADJEARN>200)TH(FC1). If you usethewords ELSE and THEN in the command, you will
not get an error, but the deduction using the formula will not be withheld because BBx will not

compile the formula correctly.
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Deduction Examples

The following examples are used to demonstrate how to use different functionsin the Payroll system
to set up deductions calculated by formulas. Thereis more than oneway to set up these deductionsto
calculate correctly, the set ups used in the examples were chosen to give you an overview of how
each of the different functions in the Payroll system can work together to calculate deductions.

When the system cal cul ated deductions, deductions set up to be calculated on Gross Pay in the
Deductions function on the Code Maintenance menu are calculated first and in the order they are
listed for the pay period in the Scheduled Deduction section of the Salary Information screen in the
Employee function.

Deduction Codes Screen

%, Deductions 1= e
Commands Edit Modes Other Seroll Commands  Help
R Ktz | B EE|?$ 0k | Abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 |Medical Ins I |535000 r Gross Pay g
2|Dental Ins I ET T |GrossPay 2|
3| United way r 204000 r Gross Pay ﬂ
4 |Credit Union r 933300 r Grogs Pay
5|Dues r 333300 r Gross Pay
E[401K ] 205000 I+ Grogs Pay
7|IR& Plan [} 200000 [} Gross Pay
2 |Parking r 201000 r Gross Pay
9|Cazh Advance r 101000 r Grogs Pay
10| 5tock Plan r 205000 r Gross Pay
11 |Uniform ] 201000 ] Grogs Pay
12 |Ernplyr 401k = 205000 510000 = Gross Pay j
o] o] |
r r g
Deduction[ 012 of D12
| Enter = edit Append I Goto Formula I Exclude Eam. I LCopy Deduct. I |
[ |Company H [12/20/2000 | Teminal TOOD [OWR

After the Gross Pay deductions have been cal culated, the withholdings are cal cul ated.

Deductions set up to be calculated on Net Pay are deducted last and are deducted in the order they are
listed in the Scheduled Deduction section of the Salary Information screen.

If a garnished deduction must be calculated after certain other deductions have been taken, then the

deductions that can be taken prior to the garnishment deduction should be set up as Gross Pay
deductions. The garnishment deduction should be set up as a Net Pay deduction.

13-375



Deduction Examples Writing Formulas

Garnishment Deduction Examples

13-376

If there are deductions that can be calculated after the garnishment is deducted, they should be set up
as calculated on Net Pay and should be listed after the garnishment deduction in the Scheduled
Deduction section of the Salary Information screen.

Example 1: Thisgarnishment deduction should be calculated so that the maximum net pay the employee
ever receivesis $300. All other scheduled deduction for the employee can be deducted prior to
calculating this garnishment. The difference between the Gross Pay less withhol dings and
deductions and $300 is the amount of the garnishment deduction. If the Gross Pay less
withholdings and deductionsis|ess than $300, then the garnishment deduction is 0.

For an employee: if gross pay = $1,000, medical insurance deduction = $20, state and federal
withholdings = $80, then net pay = $900. This garnishment deduction allows for the
employee’'s new pay to be amaximum of $300, so the amount of the garnishment deduction
would be $600 for this pay period.

To set up the deduction, select the Deduction function on the Code M aintenance menu.

Deduction Codes Screen

-, Deductions =10
Comumands  Edit Modes Other Seroll Comumands  Help
2Kz B @ 7€ 0F_ | abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 |Medical 5i, Append Deductions _ | =) |Gross Pay g
2[Dental 1 ¢ Edit Modes Other Help Gross Pay ﬂ
3| United v = - Grozs Pay ﬂ
4| Credit Lh 2 K tE | i | &l | ? @ Ok I Abandan | Gross Pay
5|Dues Giross Pay
5lamK Deduction Number I 12 Gross Pay
7[1Ra Plar Description |$BDD max het Gross Pay
&|Parking Employer Deduction? - Gross Pay
9| CashAd Liability &ect. [204000 3l Gross Pay
10/ 5tack P Acorued Ded. Acct. I ET Giross Pay
Deferred Compensation? [~
Calculate On Im I — j
=
[ T ] | | O = |
Deduction [ 011 of 011 ]
| Enter = edit Append I Goto I Farmula I Exclude Eam. I LCopy Deduct. I |
|Grnss pay. Met pay |Enmpan_u H |12.."ZD.-"ZDDD |Terminal TOoo ’m

Use the Append option from the command bar to add the deduction to the Payroll system. Enter the
deduction code number and a description for the garnishment deduction. Since thisis not an
employer paid deduction, enter NO in the Emplyr? column. Enter the liability account used for this
deduction. Thisis not adeferred compensation, so enter NO in the Def Comp column. This
deduction will be calculated on Net Pay. When you select Net Pay and press Enter you are returned
to the Deductions screen.

To enter the formulafor this deduction, select the Formula option from the command bar. The
Formula M aintenance screen will appear.
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Formula Maintenance Screen

R — 1]
Conunands Edit Modes Other Zcrcll Comumands  Help
2rE e A 2@ DK |_&bandon |
Forrmula 1D FDO1ZH__RTH § Copy From || B
Description
Factor 1 Factor 2 | Factar 3 |
Factar 4 Factar 5 I Factor B I
W ariable Forrnula
Formula Line [ of 1
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H | 12/20/2000 | Terminal TOOD |OWR

The Payroll system will default the Formula 1D into that field. The cursor will bein the Copy From
field, if you want to copy the formulafor this deduction from an existing formula you can enter the
formulaID or usethe Inquiry (F2) command to select the Formula ID from the Payroll Formula
window. We are not copying the formula from an existing one, so press Enter to move the cursor to
the Description field. Enter a description for this formula

Formula Maintenance Screen

%, Formula Maintenance S B3
Commands Edit Modes Other Soroll Comumands Help

Xt 2R B0

? & 0K | Abandon |

Formula 1D [FDOT2H__RTH [2]
Description |G arishment -- $300 max net pay
Factar 1 300.0000 Factar 2 I 0.0000 Factor 3 I 0.0000
Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000
W ariable Forrnula
Formula Line [ of 1
| Enter = edit Append Goto I Header I LCreate Program I |

| |Compary H [12/20/2000 | Terminal TOOD |OWR

To make the formula as flexible as possible, we will use Factor 1 to store the value of the maximum
amount of new pay, 300. Then, if we have more than one employee subject to this type of
garnishment or if the maximum net pay for an employee changes, the net pay maximum (Factor 1)
can be overridden on an individual employee basis without changing the lines of the formula. Press
PgDn to begin entering the formula.
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Formula Maintenance Line Entry

%, Formula Maintenance o i1 3
Conunands  Edit Modes Other Seroll Commmands  Help
>2RrElBRRl mel 2 & 0K |_Abandon |
— B M= E |
R | v Wiie G B
Description
Fator1 X rE Bl @@ 2@ OK__|_Abandon | [TH000
Factor 4 i 0.0000
“ariable L!n81 I
bz | -
2l
=
ﬂ
F
=
Formula Line [ of 000 |
| Enter = edit Append Goto I Header I LCreate Programl |

| Compary H | 12/20/2000 | Terminal TOOD |OWR

The Line Entry window appears for L1001.

We will use the conditional function for thisformula. The variable ADJEARN stores the adjusted
earnings for net pay deductions (Gross Earnings minus withholdings and gross pay deductions at the

time of calculating this net pay deduction). Enter L1001 as:

IF(ADJEARN>FC1)TH(ADJEARN-FC1)EL (0)

If the amount in ADJEARN is greater than FC1 (the maximum net pay allowed the employee), 300,
then subtract FC1 from ADJEARN and use the difference as the deduction. If ADJEARN is not

greater than FC1, then the deduction amount is0. Press Enter to save L1001.

Formula Maintenance Screen

%, Formula Maintenance o i1 3
Conunands  Edit Modes Other Seroll Commmands  Help

>2RrElBRRl mel 2 & 0K |_Abandon |
— B M= E |

R | v Wiie G B

Description

Factor 1 2 HrE Bl EA| e 0K | abandon | [Tonon

Factor 4 0.0000

Variable Line 1 [IF[ADJEARN>FC1] TH [ADJEARN-FCT)EL (0]

. |
2l
=
=
F
=

Formula Line [ of 000 |
| Enter = edit Append Goto I Header I LCreate Programl |

|Compary H [12/20/2000 | Terminal TOOD |OWR

Thisisthe only line in the formulafor this deduction. Remember you must use the option Create
program or the Exit (F7) command to save your entries and compile the formula into a BBx program.
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Adding Deduction to Employee

Employee Information Screen
%, Employees

O 0=

To add this deduction for an employee, select the Employee function on the File Maintenance
menu. Enter the ID of the employee you want to add the deduction to and select YES for Salary
Information. When you press PgDn, the Salary Information screen appears.

Employee Salary Information Screen

Salary Information

Medical Ins
Dental Ins
United "way
401K

Press PgDn twice to move the cursor to the Scheduled Deductions section of the screen.
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Deduction Code Inquiry Screen

- Salary Information
Comunands Edit Bodes Other Scroll Comunands Help

D2HIE | BE | @EE| e 0K | Abandon |
| Emplyesip  GEROO1 Gerard, Timothy G |
------ Pay Information ------ --- Scheduled Deductions ---
Dept IEDD ﬂ: Mo Description 12345 Amount Balance
Labar Class [FE 3 || [ 1[MedicalIns [rMmmm ] 1056 =
L e 1T 55| 0 &
R T T 25.00 o0 |2
Type[Hor5] .
Exemnpt? K I= | (=] | E ? & oK I Abandan I
Adjust to Mirirn
Bt ;Dde 117 Deduction Mo, Tj $300 max net —
Pay F'enodsz’.Y'ee 12345 FHMNN
Check Location P oo
Earming Code Balance oo j
Salary g
Hourly Rate =|
Owerride Pay T L) [ Deduction [ 004 of 004 |
Status IFuI\-time LI
Sick Accrual Cade [ Sick Hours Remaining 83.344
Yac Accrual Code |><><_ Yacation Hours Remaining 120.000
| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| | Compary H | 12/20/2000 | Terminal TOOD |OWR

Use the Append option on the command bar to add this garnishment deduction to the employee’s
scheduled deductions. Since this net deduction should be calculated after all other net deductions,
enter it as the last deduction for the pay period. Enter the code for the deduction or use the Inquiry
(F2) command to select the code from the list that appears.

The description will default from the deduction code. Inthe 12345 field, enter an F for formulain the
pay period column you want to have the deduction calculated. N will default in the other pay period
columns. Leave the Amount and Balance fields zero and press Enter.

Note I

When the cursor isin the 12345 field, use the Help (F1) command to see the different codes
available to calculate deductions.
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If the garnishment for this employee allows their net pay to be an amount other than $300, you will
need to override Factor 1 for this employee. In our example, Timothy Gerard is subject to this
garnishment deduction but can receive a net pay amount not to exceed $450. To override the factors
for thisformula, place the cursor at the deduction’s code and use the Change factors option on the

command bar.

Factor Entry Window

- Salary Information

Commands Edit Modes Other

Seroll Conunands  Help

AxrERE @@ 7@

0F | Abandon |

| Emplyyesin  GERDO1

Gerard, Timothy G

rrrrrr Pay Information -——

- Scheduled Deductions -

Dept 500 —— v E— - - 1l
3 N . &% "

Labor Class W . Factor Eniry - $300 max net
Corpaorate Officer? I'_ Comumands Edit Modes Other Help
Seasonal Employes? I 3» % t= | = | 55 | | ? & 0K I Abandon I
Type [H or 5] |S IEl
Exempt? T Override Factors? I~
Adjust bo Minimum? I Factar 1 I AR0.0000
Group Cade [0-5) r Factor 2
Pay Periods ' ear |_1 Rt I -0000
Check Laocation Factor 3 I 0000
Earning Code Sal

Factor 4 I 0000
Salary I 0] e
Huourly Rate | .0 Factor 5 I .0a0o
Dveride Pay I L] Factor B 0000
Status IFuIHime B [
Sick Accrual Code [
Wac dccrual Code =3 ” “acation Hours Remaining 120.000

| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| Compary H | 12/20/2000 | Terminal TOOD |OWR

The Factor Entry window appears. Select YESfor Override Factors? Since the formulafor this
deduction only uses Factor 1 that is the only factor we need to enter.

Note I

If aformulais using more than one factor but you only need to override one of them, you must still
enter all of the factor values in the Factor Entry window. Otherwise the other factors will be set to
0, the default amount in the Factor Entry window.

Enter 450 for Factor 1 and press PgDn to save it. When this deduction is calculated for Timothy
Gerard, the formulawill use 450 as the value of Factor 1. If this garnishment deduction is used for
other employees, the value of Factor 1 for the formulaisstill 300, unless an override factor is enter

for that employee.
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Example 2: Thisgarnishment deduction is calculated after all other deductions and withholdings and requires
that the maximum amount of the deduction is $200, but the amount of the deduction should never
exceed more than 25% of the employee’s new pay.

For an employee: if gross pay = $1,000, medical insurance deduction = $20, state and federal
withholdings = $80, then net pay = $900. This garnishment deduction allows the maximum
amount of the deduction to be $200, but should not exceed 25% of the net pay amount. 25% of
$900 = $225, so the amount of this garnishment should be $200, the maximum.

Set up the deduction using the Deduction function on the File Maintenance menu. Thisisnot an
employer paid deduction or deferred compensation. This garnishment deduction will be calculated

on Net Pay.

Deduction Codes Screen

., Deductions =10
Comumands  Edit Modes Other Seroll Comumands  Help
2Kz e mal e 0k | Abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 5, Append Deductions M= B3 g
2[Dental 1 ¢ Edit Modes Other Help Gross Pay ﬂ
3| United v = - Grozs Pay ﬂ
4| Credit Lh 2 K tE | i | s Ok I Abandan | Gross Pay
5|Dues Grosz Pay
5lamK Deduction Number I 13 Gross Pay
7[1Ra Plar Description |$ZDD rax ded Gross Pay
&|Parking Employer Deduction? I Gross Pay
9|Cash Ad Lishility &cct. [204000 3l Gross Pay
10/ 5tack P Accrued Ded. Acct. I 1 Giross Pay
11 [Unifarm Deferred Compensation? [ Gross Pay
124300 m= Calculate On INE[ Pay vl Met Pay j
=
] [ T =
Deduction [ 001 of D12
| Enter = edit Append I Goto I Formula I Exclude Eam. I LCopy Deduct. I |
|Grnss pay. Met pay |Enmpan_u H |12.-"21 £2000 |Terminal TOoo ’ﬁ
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Select the Formula option from the command bar to enter the formula for this deduction. We are not
copying this formulafrom an existing one. Enter a description for the formula.

Formula Maintenance Screen

%, Formula Maintenance 1]
Conunands Edit Modes Other Zcrcll Comumands  Help
2xrE DR | ma | ?e 0K |_Abandon |
Formula D [FDOT3H__RTH 4]
Description  [$200 max deductn; <=25% net pay
Factar 1 200.0000 Factar 2 I 0.2500 Factor 3 I 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Formula Line [ of 1
| Enter = edit Append Goto I Header I LCreate Program I |

| Compary H [ 124212000 | Terminal TOOD | INS

To make thisformula as flexible as possible, we will set up two factors. Factor 1is set up equal to the
maximum amount of the deduction, $200. The maximum percent of net pay, in decimal format,

alowed for the deduction is the value of Factor 2, .25.

Formula Maintenance Screen

%, Formula Maintenance o i1 3
Conunands  Edit Modes Other Seroll Commmands  Help

>R EE meal 2 & 06 |_Abandon |

= . Line Enuy M= E |

Formula D " rands Edit Modes Other Help

Description

Factor 1 2 HrE Bl EA| e 0K | abandon | [Tonon

Factor 4 0.0000

o | Line 1 [IF BDJEARNAFCZ>FL1) TH [FL1) EL [ADJEARNTL2)

. I -
2l
=
ﬂ
F
=

Formula Line [ 001 of 001 |
| Enter = edit Append Goto I Header I LCreate Programl |

|Compary H [12/21,/2000 | Terminal TOOD | N5

Thisformulaalso uses the conditional function and isone line, enter L1001 as:

IF(ADJEARN*FC2>FC1)TH(FC1)EL (ADJEARN*FC2)

And choose Create program or the Exit (F7) command to save your entries and compile the formula

into a BBx program.
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If 25% (FC2) of ADJEARN (Gross earnings minus withholdings and gross pay deductions at the
time this deduction is cal cul ated) is greater than $200 (FC1), then the deduction amount will be $200
(FC1). If 25% (FC2) of ADJEARN isless than $200 (FC1), then the amount of the deduction is 25%
(FC2) of ADJEARN.

To add the deduction for an employee, use the Employee function on the File Maintenance menu.
Enter the Employee ID and select YES for the Salary Information screen only. Add this deduction to
the employee’'s scheduled deductions. If you need to override either or both of the formula factors,
use the Change factors option on the command bar.

Note I

Remember that, if you need to override any of the factors for an employee, both factors must be
entered in the Factor Entry window.

Factor Entry Window

*, Salary Information ==l
Conunands  Edit Modes Other Seroll Comumands  Help
D2HIE | BE | @EE| e 0F | Abandon |
| Employee It LUKDO1 Lukas, George |
------ Pay Information ----- || --- Scheduled Deductions ---
Dept o o
Labor Class o Factor En'_) - $200 max ded
Corporate Officer? 1. Lol i ek it oy
Seazonal Employee? I 2» % t= | = | | ? @ 0K I Abandon I
Type [H ar 5] IS IEl
Exempt? T Overiide Factars? ¥
Adjust to Minirmurn? r Factor 1 I 300.0000
Group Code (0-9) I
Pay Periods/'ear |_1 Factar 2 I 2500
Check Location | Factor 3 I 0ooo
Earning Code Sal
Factor 4 I 0ooo
Salary 250000
Hourly Fiate | ]l Factor 5 I 0000
Overide Pay I .01 Factar 6 I -ooon
Status IFuIHime B [
Sick Accrual Code [
“Jac Accrual Code |><>< ” Wacation Hours Fiemnaining 94 456
| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| | Compary H | 124212000 | Terminal TOOD | INS
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Example 3: This garnishment deduction is 20% of the employee's net pay after all deductions have been
taken.

For an employee: if gross pay = $1,000, medical insurance deduction =$20, state and federal
withholdings = $80, then net pay = $900. This garnishment deduction is calculated as 20% or
the net pay, $180.

To havethis deduction calculate after all other deductions remember:

Any deductions set up as calculated on gross pay will be calculated first and in the order they
appear in the Scheduled Deduction section of the employee's Salary Information screen. The
employee’s withholdings will be calculated next. Then all deductions set up as calculated on net
pay will be calculated in the order they appear in the Scheduled Deduction section of the
employee’s Salary Information screen.

To add this deduction to the Payroll system, select the Deductions function from the Code
M aintenance menu.

Deduction Codes Screen

., Deductions =10
Comumands  Edit Modes Other Seroll Comumands  Help
2Kz e mal e 0k | Abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
1 |Medical 5, Append Deductions Grozs Pay g
2[Dental 1 ¢ Edit Modes Other Help Gross Pay ﬂ
3| United v = - Grozs Pay ﬂ
4| Credit Lh 2 K tE | i | &l | T & Ok I Abandan Gross Pay
5|Dues Grosz Pay
5lamK Deduction Number I 14 Gross Pay
7[1Ra Plar Description IZDZ of Met Pay Gross Pay
&|Parking Employer Deduction? - Gross Pay
9|Cash Ad Lishility &cct. [204000 al Gross Pay
10/ 5tack P Accrued Ded. Acct. I 1 Giross Pay
11 [Unifarm Deferred Compensation? [ Gross Pay
124300 m= Calculate On INE[ Pay vl Met Pay j
133200 me Met Pay El
] [ T =
Deduction [ 001 of 013
| Enter = edit Append I Goto I Farmula I Exclude Eam. I LCopy Deduct. I |
|Grnss pay. Met pay |Enmpan_u H |12.-"21 £2000 |Terminal TOoo ’ﬁ

This garnishment deduction is not employer paid or deferred compensation and will be calculated on
Net Pay so that it is calculated after all gross pay deduction and withholdings.
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Formula Maintenance Screen

., Formula Maintenance ==
Commands Edit Modes Other Seroll Commands Help
AxrEEAl =Rl 2 e 0K |_Abandon |
— M= E |
e e | et W Wit G Eidk
Description
Factor 1 P HrE Bl ER| e ok | Abandon | [T0000
Factor 4 i 0.0000
[ Vaiable Line 1 [+DJEARNAFCT
el -
2
=l
=
|
=
Formula Line [ of 000 |
| Enter = edit Append Goto I Header I LCreate Programl |
| | Compary H | 124212000 | Terminal TOOD | INS

The percent of net pay, .20, is set up as Factor 1. The formulais set up with one line, L1001
ADJEARN*FC1. Usethe Create program or Exit (F7) command to compile the formulainto a BBx

program.

When you add this deduction for an employee, remember that since this deductionis to be calcul ated
after all other deductions it should be the last deduction listed in the Scheduled Deduction section of
the employee’'s Salary Information screen. Then if the employee is taking other deductions
calculated on net pay, they will be deducted before this garnishment deduction is cal culated.

Salary Information Screen

13-386

% Salary Information = =1 S
Conunands  Edit Modes Other Seroll Comumands  Help
D2HIE | BE | @EE| e 0F | Abandon |
| Employesip  STOOD Stockard, Albert W |
------ Pay Information ------ --- Scheduled Deductions ---

Dept |1 on 3_| Mo Description 12345 Amount Balance

Labar Class [EREE || [ 1[MedicalIns [rMmmm] 565 =

Carporate Dtfice Salary Information 252 .on ﬂ

R T T 15.00 o0 =]

Type[Hor5] .

Bt 2 ¥rE Bl | @@ 7€ ok | Abndn |

Adjust to Minime

£ — —

(B (Lot ([0 N Deduction No. 14/ 20% of et Pay

Pay F'enodsz’.Y'& 12345 FHMNN

Eheck Lgc:tlon P ] j

arming Lode Balance )

Salary g

Hourly Rate =|

Owerride Pay T T I Dreduction [ 003 of 003 |

Status [Fulitime = |

Sick Accrual Code [ Sick Hours Remaining 30.000

“ac Accual Code |><>< Wacation Hours Remaining 32.000
| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |
| | Compary H [ 12/21,/2000 | Terminal TOOD | INS
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Employer Match 401k Example

The employer 401k match is calculated by deducting the amount of the employee’s 401k contribution
from the employee’s gross pay and then cal culating the employer’s match as 25% of a maximum of
3% of the employee's gross pay after subtracting the employee's 401k contribution. This example
shows the importance of the order of the deductions on the scheduled Deduction screen when using
the variable DEDUCTIONTOT.

Example: If an employee's gross pay is $1,000 and their 401k contribution is $30, 3%, the employee's
contribution is subtracted from the gross pay, $1,000 - $30 = $970.

The employer will calculate his match on a maximum of 3% of the $970, $970* 3% = $29.10,
with a 25% match, $29.10* 25% = $7.28.

Deduction Codes Screen

%, Deductions 1= e
Commands Edit Modes Other Seroll Commands  Help
2Kz e mal e 0k | Abandon |
| Deduction Codes |
Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
4| Credit Union ™ |993300 r Gross Pay g
5| Dues I T |GrossPay 2|
Bl401F r 205000 = Gross Pay ﬂ
7 [IR& Plan r 200000 r Grogs Pay
2 |Parking r 201000 r Gross Pay
9|Cash Advance ] 101000 ] Grogs Pay
10| 5tock Plan [} 205000 [} Gross Pay
11 |Unifarm r 201000 r Gross Pay
124300 max net - 204000 r Met Pay
13| $200 max ded r 204000 r Met Pay
14| 20% of Net Pay ] 204000 ] Met Pay
15|Lng Trm Disa Pr = 204000 510000 [} Gross Pay j
Ermnplyr 401F-1 |l 205000 510000 - g
Deduction [ D17 of D17 ]
| Enter = edit Append Goto Formula I Exclude Eam. I LCopy Deduct. I |
[ |Company H [12/21/2000 | Teminal TOOD | IN5

Thisisthe set up for the deduction in the Deductions function on the File M aintenance menu.
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Formula Maintenance Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xrEme R 72 0K | Abandon |
Formula 1D [FDOT7H__RTH [2]
Description  |Gross-Emp 401K Contb: 25 kax 3%
Factor 1 3.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot ADJEARN-DEDUCTIONTOT g
Loz L0071 *FC1 /100725 ﬂ
=
=
F
=
Formula Line [ 002 of 002 |
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H [ 12/21./2000 | Terminal TOOD |OWR

The formula can be set up from the same screen using the Formula option on the command bar. This
formula subtracts the employee’s 401k contribution from Gross Pay before calculating the
employer’s match.
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Salary Information Screen

5, Salary Information

Conunands  Edit  Modes Other Scroll Comumands Help
D2HIE | BE | @EE| e 0F | Abandon |
| Emplyesip  GEROO1 Gerard, Timothy G |
------ Pay Information ------ --- Scheduled Deductions ---
Dept IEDD ﬂ_ Mo Description 12345 Amount Balance
Labor Clags [P JE{_ i g
Corporate Officer? = ﬂ
Seasonal Employee? ] 2|Dental Ins YNMNNN 3.53 00 =]
Tupe [H or 5] B =l 3| United Way NHNN 25.00 .00
Exempt? Il E[401K THMMM 150.00 .00
Adjust to Minimurm? =
Group Code (0-9] 1l
Pay Periods/'ear IT
Check Location
Earning Cade Sal 3] j
Salary | BE50.00 =
Hourly Rate | 000 g
Owerride Pay | oo Deduction [ 002 of 005 |
Status IFuI\-time LI
Sick Acerual Code = Sick Hours Remaining 83.344
Yac Accrual Code |><><_ Yacation Hours Remaining 120.000
| Enter = edit Append I Goto I Eormula I LChange Factors | Bav Info I Mext Page I |

| Compary H [ 12/21./2000 | Terminal TOOD |OWR

Note I

When you add this deduction to an employee’s scheduled deductions, the employee’s 401k
contribution has to be the first gross pay deduction listed for the pay period and the employer’s

contribution must be second.

Thisisbecause the variable used in the formula, DEDUCTIONTOT, accumul ates the total amount
of deductions for the pay period as each deduction is calculated. When it begins to calculate the
employer’s 401k match, the amount stored in DEDUCTIONTOT will be the amount of the
employee’s 401k match. DEDUCTIONTOT is subtracted from ADJEARN and the differenceis

stored in L1001.

Line Entry Window

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Formula 1D [FDOT7H__RTH [2]
Description  |Gross-Emp 401K Contb: 25 kax 3%
Factar 1 3.0000 Factar 2 I 0.0000 Factor 3 I 0.0000
Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000
Wariable Forrnula
Lioot ADJEARN-DEDUCTIONTOT g
Loz L1001 *FC1 /1007 25 ﬂ
=
=
F
=
Formula Line [ 002 of 002 |
| Enter = edit Append Goto I Header I LCreate Program I |
| |Compary H [12/21,/2000 | Terminal TOOD |OWR
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L1001 is multiplied by FC1, the maximum percent of the employee's pay that the employer will
match, and then multiplied by .25 to cal culate the actual amount of the employer’s contribution.

Payroll Formula Maintenance Screen

5, Formula Maintenance

Commmands  Edit  Modes

Other Seroll Comunands  Help

S E3

2xis|me | =20 2e 0K | Abandon |
Formula D [PDOTPH__RTH [2]
Description  |Grogs-Emp 401K, Contb; |25 bMax 3%
Factor 1 3.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factor 4 0.0000 Factor & I 0.0000  Factor 6 I 0.0000
ariable Formula
Lioo1 ADJEARM-DEDUCTIONTOT g
Lionz LI00T#FC1 410025 g
=
|
|
=
Formula Line [ 002 of 002 |
| Enter = edit Append Goto I Header I LCreate Program I |

|Compary H [12/21,/2000 | Terminal TOOD |OWR

If the employee is contributing less than 3% maximum employer match, you can use the Change
factors option from the command bar to set Factor 1 to the correct percentage for the employee.

Factor Entry Window

', Salary Information = =1 S
Conunands  Edit Modes Other Seroll Comumands  Help
D2HIE | BE | @EE| e 0F | Abandon |
| Employee It LUKDO1 Lukas, George |
------ Pay Information ------ || --- Scheduled Deductions ---

e 500 5. Factor Entry - Emplyr 401K-2 . L

Labor Class W A acr _ - Enplyx =

Corporate Officer? 1. Lol i ek it oy

Seazonal Employee? I 2» % t= | = | I ? @ 0K I Abandon I
Type [H ar 5] IS IEl

Exempt? T Override Factors? =

Adjust o Minimum? r Factor 1 | 2.5000

Group Code [0-9] r

Pay Periods/'ear |_1 Factar 2 I 0ooa

Check Location | Factor 3 I 0ooo

Earning Code ISAL Factor 4 000

Salary 250000

Hourly Fiate | ]l Factor 5 I 0000

Dveride Pay I o Factor B 0000

Status IFuIHime B [
Sick Accrual Code [

‘“iac Accrual Code |><>< ” Wacation Hours Fiemnaining 94 456

| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| Compary H [ 12/21./2000 | Terminal TOOD |OWR
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Long Term Disability Example

Employees are eligible for employer-paid Long Term Disability Insurance if they arein the
Executive labor class and have been with the company for two years. After six months with the
company, employees in the Executive labor class have the option of paying the premium until they
meet the two-year employment qualification. In both cases, the premium is calculated at .71% of the
employee’s grossincome.

Example: The employer-paid long term disability premium is set up as a withholding and the employee-paid
premium is set up as adeduction. In rea life, the employer- and employee-paid premiums should
use the same set up method, either both a withholdings or both as deductions. The exampleisusing
both set up methods to demonstrate the set up for each type.

The employer-paid premium can be set up as awithholding that uses a two-column table. To create
the table, select Tax Tables from the File Maintenance menu. Inter the Table ID for the table you
want to create, DISABL is used for our example. You are prompted for a Table ID to Copy From.
Since we want to create a two-column table, enter SUTMN in the Copy From field.

DISABL Tax Table

3, PATX [ [
Commands Edit Modes Other Help
%XE§|E|@|?@ 0K IAbandonI

Table 1D DISABL 4]  Description Copy From | E
Mumber of Cols I 1] Column Length I 1] Type ¥

Compary H 1242142000 Terminal TOOO (M%)
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DISABL Tax Table

5, PATX M= B
Commands Edit Modes Other Help
Xz R @A e 0K |_Abandon |
Table ID DISABL =] Description |Minnesota State Unemplayment - Employer
Humber of Cols [ 2] Column Length 12 Tupe |3 vl
[Percent Limit
2_100 20000_ 000
.ooo . ooo
000 . 000
. 000 . 000
. 000 . 000
.ooo . ooo
000 . 000
. 000 . 000
. 000 . 000
_0oo _ono
000 . 000
. 000 . 000
. 000 . 000
000 _ono
.ooo . ooo
. 000 . 000
. 000 . 000
000 _ono
[ | ComparyH | 12/21/2000 | Teminal TODO [OWR

When the copying is compl ete, the new table contains the information from the SUTMN table. Edit
the information to create the table needed to calcul ate the long-term disability premium. Change the
table description to "Long Term Disability Insurance - Prudential”. The percent used to calculate the
premium is .71 enter thisin row one, column one. Since there is no maximum (or limit) on the
earnings subject to the premium cal culation, enter 9999999.99 in row one, column two. Press PgDn
to save the changes to the table.

Changing DISABL Tax Table
5, PATX S E3

Commands Edit Modes Other Help

xR Ea 28 0K | Abandon |
Table ID DISABL ,3|_ Description |LongTerm Disability Insurance-Prudential
Mumber of Cols 2 Column Length [z e [z =]
[Percent Limit

_710 | 9339359 933

.o0o .ooo

.ooo .ooo

.ooo .ooo

_oo0o0 _ooo

.o0o .ooo

.ooo .ooo

.ooo .ooo

_oo0o0 _ooo

.o0o .ooo

.ooo .ooo

.ooo .ooo

.ooo .ooo

o000 .oog

.ooo .ooo

.ooo .ooo

.ooo .ooo

_ooo0 _ooo

Compary H 1242142000 Terminal TOOO (M%)
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To set up the withholding, select Tax Authority from the File M aintenance menu. Enter Sate for
the Tax Authority and M N for the State code.

Note I

When setting up awithholding it must be created for one of the tax authorities, Federal, State, and
Local. Inthiscase, it could be created under any one of the three since thisis not tax collected by
one of the tax authorities. When you select to include Other employer taxes on reports (such as
Employer’s Tax Report and the Employer’s Liability Report), thiswithholding will be included in
the report.

Press PgDn and then TAB to move the cursor to the Employer Contribution Codes section of the Tax
Authority Setup screen. Use the Append option from the command bar to add the long-term
disability withholding. Usethe code DI S and the formulaname PMN__DIS.RTN. Thetable 1D
used to calculate this withholding is DI SABL.

Note I

You will receive awarning that theformulaPMN__ DIS.RTN doesn’t exist, but you can press Enter
to bypassit. Theformulais created in the next step of the set up. (You could leave the formula
name and/or table ID field blank right now and then return to this screen and enter them after the
formula ID is generated by the Payroll system in the next step of the set up).

State Tax Authority Setup

.5, Tax Authority Setup
Conumands  Edit Modes Other Seroll Comomands  Help
A¥iz|BE | @A ?e 0F | Abandon |
T ax Autharity |Slale vl
State Code  [W1] o)
Local Code M/A
DBSCHDUDE | G Append Tax Auwthority Setup Cod
RO wumands Edit Modes Other Help odes
Mo Code Fom Table ID
own [ 22X t= | @ | | 2 & ok | Abendon | |ETRIE =
i |
Mumber 2 A
Code 5] ﬂ
Formula WE
Table ID DISARL aj
| =
_ z
_ =
| Tab=switch to employee withholdings I E nter=edit I Append I Goto I |
| |Company H [12/21/2000 | Teminal TO0D [OVA
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Withholdings Screen

3, Withholdings

Commands Edit  Modes Other Scroll Commands  Help

'}?Xt§| | ?@ Ok IAhandnnI

Tax Authority I State ¥ I Liability Acct |203?DD ﬂ

State Code IMN ﬂ Acciued Taxes Acct 510000 §

Local Code N/A Fized Percent .an

‘withholding Code IDIS a Taz D

Description ILNG TRM DIS-PRL ‘weeks Worked Limit 1)

Deduction  Description E rclugion? Earn Code  Description Exclusion?

0 Medical Ins r J DBL Double Time | =]

ooz Dental Ing | J ovT Overtime Pay [ ] =]

003 Urited Way [ (O B [ Borus |-

004 Credit Union | F02 Travel Exp | sl

005 Dues r P03 Cash Valus |

00& 401K r PO4 Commissions r

o7 R4 Plan r P05 Fipt Tips =

008 Parking = |_l| [res Regular Pay - |=

nng Cash Advance | J SaL Salaried Wage r =

oo Stock Plan I J SIC Sick Pay r =|
Deduction[ 001 of 017 ) EamCode[ D05 of 011 ]

| Enter=toggle I All I Mone I Goato I Tab = Deductions I Farmula I |

| Company H [12/22/2000 | Teminal TOOD | INS

To complete the set up for this withholding, select Withholding from the Code M aintenance menu.
Enter State for the Tax Authority and M N for the State code. Select the Tax Code DIS. (The valid

tax codes for Minnesotais displayed at the bottom of the screen). Enter a description for the tax code
along with aliability account and an expense account. For this premium set up, the tax ID is optional.

Press PgDn and then TAB to move the cursor to the Earn Code section of the screen. Amounts paid
to employees with the earning code P02, Travel Exp., and P03, Cash Value, should not be included as
earnings when calculating this premium. To exclude these earning codes from the withholding
calculation, place the cursor at each of these earning codes and press Space bar to toggle the Excl?

switchto YES.
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To create the formulafor the withholding, use the Formula option on the command bar. The formula
ID will default into that field, make sureit matches the formulalD entered in the Tax Authority
setup for the code DI'S. You are prompted to enter aformula D to Copy From. We will not copy
thisformulafrom an existing one, so press Enter here. Enter adescription for theformula. Since we
are not using factors for this formula, press PgDn to begin entering the lines of the formula

Formula Maintenance Screen

%, Formula Maintenance o i1 3
Commands Edit Modes Other Secroll Comumands Help
2xrEme R 72 0K | Abandon |
Formula D
Description 3, Line Euh}r = B L
Fralian Comumands Edit Modes Other Help 00000
Factor 4 ax W ops | = | ? & Ok | Abandon | 000000
“ariable |
Line1 [TABLE2(.TRETVAL] =
Line2 | ﬂ
=l
=
|
=
Formula Line [ 001 of 003 |
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H [12/22/2000 | Terminal TOOD | NS

13-395



Deduction Examples Writing Formulas

DISABL Tax table
5, PATX [=I]

Commands Edit Modes Other Help
AxrE A ma
Table ID DISABL ,il_ Description |LongTerm Dizability Insurance-Prudential

2 Column Length I 12 Type |3 vl

? & 0K | Abandon |

Mumber of Cols

[Percent Limit
-710)] 99993399_333
.ooo . ooo
.000 .00
.000 .00
.000 T
.ooo . ooo
.000 .aoo
.000 T
.000 T
_0oo - ooo
.000 .aoo
.000 . oo
.000 .00
-0oo - ooo
.ooo . ooo
.000 .00
.000 T
-ooo -ooo

| | ComparyH | 12/21/2000 | Teminal TODO  [OVR

Formula Maintenance Screen

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula 1D [PRM__DIS.RTH [2]

Description  [LONG TERKM DISABLITY INS.-PRUDENTIAL

Factar 1 0.0000 Factar 2 I 0.0000  Factor 3 I 0.0000

Factor 4 0.0000 Factor 5 I 00000  Factor 6 I 0.0000

W ariable Forrnula

Lioot TABLEZ(1.1.RETWAL) g

Loz TAXEARNLIONT 100 ﬂ

Loz IFILIO02¢ 0 THIDELLIOOZ] ﬂ
=
|
=

Formula Line [ 002 of 003 |

| Enter = edit Append Goto I Header I LCreate Program I |
| |Compary H [12/21,/2000 | Terminal TOOD |OWR

Line 1 of the formulawill read the table DISABL and return the valuein row 1, column 1 (the
percent used to calculate the premium), .7100 and store it in variable L1001.

Line 2 of the formula multipliesthe variable TAXEARN (total earnings less any exclusions for that
particular tax authority for the pay period) by the percent returned from the DISABL table and
dividesit by 100 since the percent amount from the table has not been converted to the decimal
equivalent.

13-396



Writing Formulas

Deduction Examples

Formula Maintenance Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xrEme R 72 0K | Abandon |
Formula 1D [PRM__DIS.RTH [2]
Desoription  [LOMG TERM DISAELITY INS -PRUDENTIAL
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) g
Loz TaXEARMNLIOO 100 ﬂ
Loz IFILIO02¢0)THIDELILIO0Z] ﬂ
=
F
=
Formula Line [ 002 of 003 |
| Enter = edit Append Goto Header I LCreate Program I |

| Compary H [ 12/21./2000 | Terminal TOOD |OWR

Thelast line of the formula returns the result of the formula, in this case the long term disability
insurance premium deduction. L1003 insures that a negative premium amount will not be cal culated
for the premium by verifying that the value of L1002 (the amount of the premium) is not less than O.
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Manual Checks Screen

Commands Edit  Modes Other Seroll Commands Help
2z |e 28] 2e 0k | Abandon |
I Page 3 af 3
Employes GEROO1 Gerard, Timothy G
Gross Pay 167041
Employee ‘withholdings
Tupe State Locality Code  Description Armount
Federal M2 M2 PwH  |Federal WH 47723 |
Federal M2 M2 045 |Emplye 0ASDI 40300 |
Federal MAA MAA MED  |Emplye Medicare 9425 |
State AR M2 SwiH kM WAH 395.93 T
‘withholding [ D04 of 004 ] —
Ermplayer Liability
Type State Locality Code  Description Amaunt  —
Federal MAA MAA EQA  [Empler OASDI 403.00 E
Federal MNAA MNAA EME  |Emplyr Medicare 94.25 :
Federal SR SR FUT Unerp Ing 0o :
State MM SR sul MM Unemp Ins 00 =
State kAN N DIS LMG TR DIS-FRU 4615 %
Contribution [ 005 of 005 | —
| Total Withholdings 1370.41 Liability 543 40 Met Pay 300.00 |
| T ab="w/ith, I Enter = edit I Lppend I Goto I Previous pagel Mext check I LDielete check I |

| Compary H [ 12/21./2000 | Terminal TOOD |OWR

Thiswithholding will automatically be calculated for all employees when you calcul ate checks
through both the Calculate Checks and the Manual Checks functions. To exclude an employee that
is not eligible for this company-paid insurance, use the State Tax | nfor mation section of the
employee’s Tax Information screen. Choose the Withholding setup option from the command bar.

Employee Tax Information

Commands Lt

Modes

Other Scroll Commands Help

EXSCIEY T

T &

0K | Abanden |

Employee D STODO1 _ Stockard, Albert W
Tax Group MM Al
Federal Tax Information
Fed. Stat Exemp Extra Fized " /H EIC Code Table ID
FED 5 1 -0o .00 [N FEDS
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN S 1 .00 .00 |STXMNS MM Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
Tab=Local I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

|Company H [12/21/2000 | Terminal TOOD |OVA
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Employee Withholding Exclusions

*, Tax Information =1 =]
Gl iR Wietks @ ol Cemmesnt | ek

2xrEme | R 72 0K |_Abandon |
EmployeeID - STOOO1 5, Employee Withholding Exclusions
Ve Erp [ Jo! £dit Modes Other Scroll Comumands Help
Fed. Stat Exe B W P | = | | ?2 & oK | Abandan I
FED 5
Type Code Description Exclude
FED EIC Earned Income r 3
FED EDA _ |Emplyr DASDI o=
State  Stat Exemp FED EME Emplyr Medicare r ﬂ
MN SWH |MN wW/H - =
MN sul MN Unemp Ins =l —
MN DIS LNG TRM DIS-PRU I =/ I
Code[ 010 of 010 |
State  Local  Stat Ex
Enter=toggle I Al I Mone I Goto I
LChange Factnrsl Done I
| | | |
TabsLocal | Enter=edit|  append | Goioline | withholding setup |

Mest page I Previous page I Tax Group
| |Company H [12/22/2000 | Terminal TOOD | INS

The Employee Withholding Exclusions window appears. Press the Space bar key to toggle the DIS
withholding codeto YES in the Exclude column. When this column isset to YES for an employee,
the withholding will not be calculated for the employee when you use the Calculate Checks or
Manual Checks functions.

For those employees who are not eligible for the company-paid disability but have the option of
paying the premiums themselves, we will create a deduction to be used for this example.

Note I

Remember, in real life we recommend you set up the employer and employee-paid premiums using
the same method, both withholdings or both deductions. We have used two different methodsin the
example so that you can see how each type of function is set up.
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From the Code Maintenance menu, select Deductions. Add the deduction to the Payroll system. Itis
not an employer-paid deduction, enter the liability account, NO in the Def Comp field, and it should

be calculated on Gross Pay.

Deduction Codes Screen

%, Deductions 1= e

Commands 4t Modes Other Seroll Commands Help

2xiERe|Ea

? & 0f | Abandan |

| Deduction Codes

Mo Description Emplr? Liability Acct Acor Ded Acct Def Comp  Calc On
2Dental Ins  |535000 T |Gross Pay =
3| United Way [} 204000 [} Gross Pay ﬂ
4| Credit Union r 333300 r Gross Pay ﬂ
5[Dues r 933300 r Grogs Pay
Bl401k r 205000 | sl Gross Pay
7 IR Flan r 200000 r Gross Pay
2| Parking [} 201000 [} Gross Pay
9| Cash Advance r 101000 r Gross Pay
10| Stock Plan r 205000 r Grogs Pay
11 |Uniform r 201000 r Gross Pay
12| $300 max net [ 204000 ] Met Pay
13[$200 max ded C |204000 | Met Pay j
14| 20% of Met Pay r 204000 r Met Pay g
15|Lng Trm Disa Pr = 204000 510000 - Gross Pay g
Deduction [ 005 of D17 ]
| Enter = edit I Append I Goto I Formula I Exclude Eam. I LCopy Deduct. I |

[ | Company H [12/22/2000 | Terminal TOOO | INS

Earning Exclusions for Deductions Window

., Deductions =10

Commands Edit Modes Other Seroll Commands Help

EXSSIET =T

? & 0f | Abandon |

Deduction Codes

| . Earning Exclusions for Deduction 015

W (Dl Eéit Modes Other Seroll Commands Help 504 =
2|Denta - —r— — oss Pay =
3| Uniteo R KIE | | | ? @ 0% I ol I oss Pay ﬂ
4] Credit Earmn Code  Description Exclude? ossPay ﬂ

5] Dues DBL Diouble Time =] [jessPa

E[401K ovT Overtime Pay [} ﬂ joss Pay

7IRA F'I = Bonus (=] ﬂ oz Pap

8/Parkin FO2 Travel Exp = joss Pay

9]Cashs PO3 Cash Value [ ossPay

10 Sto.c:k FO4 Commizsions r oo Pay

11 | Unifon FOE gt Tips [l j osz Pay

124300+ REG Fegular Pay r g ptPay J
L |

1314200 ¢ SAL G alaied Wage [ = | -1 —
J4l20n Eaming Code [ 003 of 011 ) Py =l
0 =

| Enter=Toggle I All I Hone I Goto I | 5 of 017

|
| Enter = edit | Append | Goto | Farmula | Exclude Eam. | LCopy Deduct. I |

[ |Company H [12/22/2000 | Terminal 700D | INS

Because earning codes P02, Travel Exp., and P03, Cash Value, should not be included as earnings
when calculating this premium, use the Exclude earning codes option from the command bar to
exclude earning codes P02 and P03 from this deduction. Place the cursor at each of these earnings

codes and press Space bar to toggle the Exclude? field to YES.
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Formula Maintenance Screen

%, Formula Maintenance [_IC0]
Conunands  Edit  Modes Other Seroll Comumands  Help
2XE RE | mA| 2@ 0f__|_Abanden |
Formula 1D [FDOTEH__RTH [2]
Description  |Long Term Dizability-Prudential
Factor 1 0.7100 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot ADJEARMNFC1/100 g
Loz IFILIO0N <) THIDEL[LIOOT ] ﬂ
=
<
F
=
Formula Line [ 001 of 002 |

| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H [12/22/2000 | Terminal TOOD | INS

Select the Formula option from the command bar to enter the formula for this deduction. The
Formula ID will default into that field. Since we are not going to copy this formula from an existing
one, press Enter at that field. Enter a description for the formula.

The value of Factor 1 is set to the percent amount used to calculate the premium, .7100. L1001 uses
the variable ADJEARN multiplied by Factor 1 and then divided by 100 (since it is stored as the
percent value rather than the decimal equivalent).

L1002 checksto make sure anegative amount is not returned as the deduction amount. If the amount

calculated in L1001 isless than O then the amount of the deduction is 0. Use the Create program
option or the Exit (F7) command to compile the formulainto a BBx program.
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Employee Salary Information Screen

.5, Balary Information ==l =]
Conunands Edit Modes Other Secroll Comumands  Help
D2HIE | BE | @EE| e 0F | Abandon |
| Employeeid  JENDDY Jenkins, Kathy M |
------ Pay Information ------ --- Scheduled Deductions ---
Dept IEDD Al Mo Description 12345 Amount Balance
Labor Class | CE 1 Medical Ins THHNN 10.55 =
Corporate Office 5, Salary Information = B3 3.52 .00 ﬂ
R T T 1.00 oo =]
Type[Hor5] .
Exemnpt? 2 K I | (=] | E 7 @ 0k I Abandon |

Adjust to Minime

Bt ;Dde 117 Deduction Mo, Tg Lng Trm Disa Pr —
Pay F'enodsz’.Y'ee 12345 FHMMN
Check Location P oo
Earming Code Balance T j
Salary =
Hourly Rate g
Owerride Pay T L) [ Deduction [ 001 of 003 ]
Status [Fulrtime =]
Sick Accal Code |><>< Sick Hours Remaining 35.344
Yac Accrual Code |><><_ Yacation Hours Remaining 94 456

| Enter = edit Append I Goto I Eormula I LChange Factors | Bay Info I Mext Page I |

| | Compary H | 12/22/2000 | Terminal TOOD | INS

Use the employee function on the File Maintenance menu to add the deduction to the employee’'s
scheduled deductions on the Salary Information screen. Enter an F (formula) in the pay period(s) the
deduction will be calculated. Leave the Amount and Balance columns as 0.

Manual Checks Screen

i, Manual Checks = B3
Commands Edit  Modes Other Seroll Commands Help
2xiz|me 20| 2e 0K | Abandon |
I Page 2 af 3
Employes JENDO1 Jenkinz, Kathy M
Gross Pay F500.00
Deductions
Code Description Hours Amount Gross or Met Emplr Paid?
1 Medical Ins oo 10.56 | Gross Pay r 3
2 Dertal Ins 000 3.52|Gross Pay [E |
3 United ‘W ay oo 75.00|Gross Pay [ ﬂ
15 Lia Trm Diga Pr oo 53.25|Gross Pay | s
=
=
=
=
F sl
[ E
C =
Deduction [ 004 of D04 |
| Employee Total 89.08 Employer Total 53.25
| Enter = edit I Lppend I Becalc check I Goto I Previous pagel Mext page I Dielete Checkl
| | Compary H | 12/22/2000 | Terminal TOOD | INS

When you cal culate a check for this employee using either the Calculate Check or the Manual
Check functions, the deduction will automatically be taken for the pay period designated.
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When you set up federal tax authoritiesin the Tax Authority Setup function, you specify both the
formula ID and the tax table ID to be used for the federal withholding code, FWH. The federa
withholding code, FWH, is calculated by the formula PFED_FWH.RTN and uses the tax table
FEDM.

Tax Authority Setup

%, Tax Authority Setup

Commands [dit Medes Other Seroll Commands Help

'}?XE§| @|?@ (1] IAbandonI

Tax Authority I Federal - I

State Code N/A

Local Code M/A

Description |Federal withholdings

Employee “Withhalding Codes Employer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D

1|FPwH PFED_FWH.RTH [FEDM g 1|EDA PFED_EOQ&RTH  [FICA J

2|045 PFED_OAS.ATH  [FICA ﬂ 2|EME PFED_EME.RTH  [FICA J

3|MED PFED_MED.RTH _|FIC& 2| a[FuT PFED_FUT RTH  |FLITAx _

4|EIC FFED_EIC.ATH EIC
= |
z _
= ]

| T ab=switch to employer withholdings I E nter=edit I Append I Goto I |

| |Compary H [12/22/2000 | Teminal TOOD | INS

Note I

The table used to cal culate federal withholding can be overridden for an individua employee by the
Table ID entered on the Tax Information screen in the Employee function when setting up Federal
withholding for the employee.

13-403



Withholding Example

Writing Formulas

Salary Information Screen

i, Salary Information
Modes Other Seroll Comumands Help

Commands  Edit

13-404

» K rs =al 2 e 0F | Abandon |
| Emplyeeiv  BOUODY Bourne, Linda C |
------ Pay Information ------ --- Scheduled Deductions ---

Dept 500 ﬂ: Mo Description 12345 Amount Balance
Labor Class Pra 2 1| Medical Ins YNMNN 10.56 I
Corporate Dfficer? - 401K PHNNNN 450 o2
Seasonal Emplayes? i 3[Urited way PHNNN 1.00 00| =]
Tupe (H or 5] [ =l 4 Credit Union YNNNN 50.00 .00
Ex=empt? = 10| Stack Plan TRMMN 100,00 0o
Adjust to Minimurm? = 2|Dental Ing TN 3.52 0o
Group Code (0-9] [T

Pay Periods/'ear IT

Check Location

Earning Cade |EEE | j
Salary | FR00.00 =
Hourly Rate | 000 g
Owerride Pay | .00 Deduction [ 002 of 006 |
Status IFuI\-time LI

Sick Accrual Cade [ Sick Hours Remaining 99.550

Yac Accrual Code |><><_ Yacation Hours Remaining 123.500

| Enter = edit Append I Goto I Eormula I LChange Factors | Bav Info I Mext Page I |

| Compary H | 12/22/2000 | Terminal TOOD | INS

In our example of the calculation of federal withholding, we will use the salary information for the
Builder’s Supply employee Linda Bourne. The FEDM tableisnot overridden in the Federal Tax
Information section of Linda’'s Tax Information screen.

Tax Information Screen

Commands [dit Modss Other Seroll Commands Help

2% R @@ 7S 0f | Abanden |
Employee D BOUDO1 Bourne, Linda C
Tax Group IMN =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 4 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 4 .00 .00 |STXMNM MHN Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN m M 1] N1 .00| LTXMNO1 |Minneapolis
Tab:FederalI Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

|Company H [12/22/2000 | Terminal TOOD | INS
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FEDM Tax table

5, PATX S E3
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandan |
Table ID FED'M ,il_ Description |Federal Incaome Tax: Married Table
Mumber of Cols 3 Column Length I 12 Type IN vl
[ over —— Base + % Over
o0 00 o0
£450.00 .00 15.00
49500. 00 5E17. 50 zg.00
105200. 00 2z001.50 31.00
171200.00 4z461. 50 36.00
302050.00 29567, 50 39.60
EEEEEEEENEE] z500.00 .00
00 00 00
00 00 00
o0 00 o0
00 00 00
00 00 00
00 00 00
oo 00 oo
[ | CompanyH | 12/22/2000 | Teminal TOOD  [INS

The FEDM table for 2001 is displayed on the screen above and the following formulas is used to
calculate federa withholding.

Formula Maintenance Screen

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

AxrERE @@ 7@ 0K || Abandan |

Formula ID |[PFED_Fw/H.RTH §

Description  |Federal Withhalding Formula

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE. 3 RETAL]

Lionn LI009%(LI00G-LI007)A100

Lo [LI07 0+L1008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |
| |Compary H [12/22/2000 | Terminal TOOD | N5

1. The TABLE command checks the first column of the FEDM tax table until it finds a number
larger than 99999999.99. In this case there is no larger number, so the TABLE function returns
the value found in the second column of the 99999999.99 row, 2900. The value of variable
L1001 is set to 2900, the exemption allowance.
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tenance Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0k | _Abandon |
Formula ID [FFED_Fw/H.RTH o]
Description  |Federal Withhalding Formula
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) g
Lioo4 T4XEARN-FIXEDEARM ﬂ
Lioos [LIO04-PavPERIODS])-LIO0Z ﬂ
L1006 |F[LID0S<0)TH[OJEL{LIO0S)
Lioa7 TABLE[LIOOE.RETYAL)
Lioog TABLE[LIODE,2 RETWAL]
Lioog TABLE[LIODE, 3. RETYWAL]
Lioin LI00S-[LI00E-LI007)A100
Lot [LIOT0+LI008)/PAYPERIODS
Loz LI071+LI003+EXT RawH
Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ
Lio14 IFILIOT 2¢O THIDELILIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |
| Enter = edit I Append I Goto I Header I LCreate Program I |

| Compary H | 12/22/2000 | Terminal TOOD | INS

2. Variable L1002 isthe product of the variable L1001, storing the exemption allowance, times the
value of the variable EXEMPTIONS (the number of federal exemptions claimed by the

employee). The exemption information is displayed in the Federal Tax I nfor mation section of
the employee’s Tax Information screen.

Employee Tax Information Screen

i, Tax Information (=1
Commands Edit Modes Other Seroll Commands Help
a2XE | RE ma e 0f | Abanden |
Employee D BOUDO1 Bourne, Linda C
Tax Group MM =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 4 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 4 .00 .00 |STXMNM MHN Minnesota

Local Tax Information

State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN m M 1] N1 .00| LTXMNO1 |Minneapolis
Tab:FederalI Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

|Company H [12/22/2000 | Terminal TOOD | INS

Lindaisclaiming 4 exemptionsin the Federal Tax Information section of her Tax Information screen,
so the value of EXEMPTIONS=4 when calculating Linda's federal withholding. The value of the

total exemption allowance for Lindais 2900 * 4 = 11,600 and is stored in L1002.
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Tax Information Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0k | _Abandon |
Formula ID [FFED_Fw/H.RTH o]
Description  |Federal Withhalding Formula
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) g
Lioo4 T4XEARN-FIXEDEARM ﬂ
Lioos [LIO04-PavPERIODS])-LIO0Z ﬂ
L1006 |F[LID0S<0)TH[OJEL{LIO0S)
Lioa7 TABLE[LIOOE.RETYAL)
Lioog TABLE[LIODE,2 RETWAL]
Lioog TABLE[LIODE, 3. RETYWAL]
Lioin LI00S-[LI00E-LI007)A100
Lot [LIOT0+LI008)/PAYPERIODS
Loz L1011 +LI003+EXT RalwH
Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ
Lio14 IFILIOT 2¢O THIDELILIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =|
Formula Line [ 009 of 015 |
| Enter = edit I Append I Goto I Header I LCreate Program I |
| | Company H [12/22/2000 | Teminal TO0OD | INS

3. LineL1003 usesthe conditional function. If the value of the variable FIXEDEARN (the total of
earnings codes set up to use fixed withholdings for this employee) is greater than zero, then the
value of FIXEDEARN is multiplied by the value of the variable FIXEDPCT (the fixed
percentage set up for the withholding code).

Since the percent is entered as a whole percent and not a decimal when you set up the FWH code in
the Withholdings function, the product is then divided by 100. Variable L1003 istherefore equal to
the dollar amount of the fixed withholding if the variable FIXEDEARN is greater than 0.

Federal Withholding Screen

%, Withholdings [ O]
Commands Edit  Modes Other Scroll Commands  Help
22Xz e Ealze 0F | abandon |
Tax Authority I Federal o I Liability Acct |203DDD §
State Code N/A Acciued Taxes Acct §
Local Code N/A Fized Percent 20.00
‘withhalding Code |FWH =] TaxID FEITEEIT
Desoription Federal \wH ‘wigeks Worked Limit [iTa]
Deduction Description Exclugion? Eamn Code Description Exclusion?
om Medical Ins | g DEL Double Time r |
oz Dental Ins r ﬂ ovT Overtime Pay | |
003 Urited Way = | a]| [pm Boris = [
nn4 Credit Union r F02 Travel Exp cal
005 Dues r P03 Cash Yalus r
o0& 401K, | P04 Commissions r
o7 IRA Plan ] P05 Rpt Tips |
008 Parking | =l| [reEs Regular Pay = [
003 Cash Advance r g Sl S alaried Wage | |
0o Stock Plan = g SIC Sick Pay I o
Deduction [ 006 of 011 ] EamnCode [ 001 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |
[ |Company H [01/05/2000 | Terminal TOOD |OVR
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Linda has received a bonus of $500 in addition to her regular salary of $7500 this pay period. The
earning code SAL isused for her regular salary and is not set up to use afixed percent for
withholding.

Salaried Wage Earning Codes Screen

%, Farning Codes

Salaried Wage

[

R
22000 &l
[ o000

| 0o

Her bonusis paid using earning code P01 that has been set up to use fixed percent withholding.

Bonus Earning Codes Screen
%, Farning Codes
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The amount of the fixed percent used for federa withholding is set up in the Withholding function on
the Codes Maintenance menu. Builder’s Supply has set up afixed percent of 20% to be used for
federal withholding.

Withholdings Screen

5, Withholdings
Commands Edit  Modes Other Scroll Commands  Help
L AR 0K | Abandon |
Tax Authority I Federal o I Liability Acct |203DDD ﬂ
State Code N/A Acciued Taxes Acct §
Local Code N/A Fized Percent 20.00
‘withhalding Code |FW'H g TaxlD FEITEEIeT
Desoription Federal \wH ‘wigeks Worked Limit [iTa]
Deduction  Description E rclugion? Earn Code  Description Exclusion?
om Medical Ins | g DEL Double Time r |
ooz Dental Ing [ ] ﬂ ovT Overtime Pay | |
003 Urited Way = | a]| [pm Boris = [
004 Credit Union r F02 Travel Exp I~
005 Dues r P03 Cash Yalus r
o0& 401K = P04 Commissions r
o7 IR& Plan = P05 Fipt Tipsz r
008 Parking | =l| [reEs Regular Pay = [
nng Cash Advance r ﬂ Sl Salaried Wage | |
0o Stock Plan = g SIC Sick Pay I o
Deduction [ 006 of 011 ) EamnCode[ 001 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |
| | Company H [01/05/2000 | Teminal 7000 |OVR

The variable FIXEDPCT stores the fixed percent. The amount of the earning codes set up to use a
fixed percent is stored in the variable FIXEDEARN. For this pay period, the variable FIXEDEARN
=500 and FIXEDPCT = 20 for Linda. Since FIXEDEARN is greater than O, the variable L1003 =
500 * 20/100 =100.

Example Summary:

Variable Formula Valuein Example
LI001  TABLE(99999999.99,2,RETVAL) 2900
L1002  2900*4 11600
L1003  IF(500>0)TH(500* 20/100) 100
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Formula Maintenance Screen

%, Formula Maintenance 1]

Commands  Edit Other Seroll Comunands  Help

Modes

2xE R mal e 0f | Abandon |

Formula ID [FFED_Fw/H.RTH o]

Description  |Federal Withhalding Formula

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE 3. RETVAL]

Lo LI009-[LI006-LI007)100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I

Append

Goto I

Header I LCreate Program

| Compary H | 12/22/2000 | Terminal TOOD | INS

4. Thevariable FIXEDEARN is subtracted from the variable TAXEARN (total of all earnings
minus all earning codes excluded) and the difference is stored in variable L1004.

For Linda, the variable FIXEDEARN is $500 and variable TAXEARN is $8000 since the
earning codes SAL P01 are not excluded from the federal withholdings in the Withholdings
function on the Codes Maintenance menu. The calculation of variable L1004 = 8000 - 500 =
7500.

Withholdings Screen

%, Withholdings [ O]
Commands Edit  Modes Other Scroll Commands  Help
2% 1= | B@| ? & 0K | Abandon |
Tax Authority I Federal ¥ I Liability Acct |203DDD §
State Code N/A Acciued Taxes Acct §
Local Code N/A Fized Percent 20.00
‘withhalding Code IFW'H =] TaxID FEITEEIT
Desoription Federal \wH ‘wigeks Worked Limit [iTa]
Deduction Description Exclugion? Eamn Code Description Exclusion?
om Medical Ins | =||| |DBL Double Time r |
oz Dental Ing r =] ovT Overtime Pay | |
JuliE] United Wap r = Fl Eonus | o
nn4 Credit Union r F02 Travel Exp cal
005 Dues r P03 Cash Yalus r
o0& 401K, | P04 Commissions r
o7 IRA Plan ] P05 Rpt Tips |
nng Farking r i REG Fieqular Pay | |
003 Cash Advance r = Sl S alaried Wage | |
0o Stock Plan = =| SIC Sick Pay I o
Deduction [ 006 of 011 ] EamnCode [ 001 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |

|Company H [01/05/2000 | Terminal TOOD |OVR
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Example Summary:

Variable Formula Valuein Example
L1001  TABLE(99999999.99,2,RETVAL) 2900
L1002  2900*4 11600
LI003  IF(500>0)TH(500*20/100) 100
L1004  8000-500 7500

Formula Maintenance Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
EX AT AR 0K || Abandan |

Formula ID [FFED_Fw/H.RTH o]

Description  |Federal Withhalding Formula

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factar 4 0.0000 Factar 5 I 0.0000  Facter B I 0.0000

W ariable Forrnula

Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) g

Lioo4 T4XEARN-FIXEDEARM ﬂ

Lioos [LIO04-PavPERIODS])-LIO0Z ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Lioa7 TABLE[LIOOE.RETYAL)

Lioog TABLE[LIODE,2 RETWAL]

Lioog TABLE(LIODE, 3 RETWAL]

Lo LI00S-[LI00E-LI007)A100

Lot [LIOT0+LI008)/PAYPERIODS

Loz L1011 +LI003+EXT RalwH

Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ

Lio14 IFILIOT 2¢O THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =

Formula Line [ 009 of 015 |
| Enter = edit I Append I Goto I Header I LCreate Program I |

| |Compary H [12/22/2000 | Terminal TOOD | N5

5. Variable L1004 is multiplied by the variable PAY PERIODS (total pay periods per year) to
annualize the non-fixed percent taxable earnings. Then variable L1002, storing the total
exemption allowance for this employee, is subtracted from the product. The variable L1005 now
stores the employee’s annualized taxable earnings.
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For Linda, the variable L1004 = 7500, the variable PAY PERIODS, the number of pay periods per
year (displayed in the Pay Information section of Linda’s Salary Information screen) is equal to 12,
and L1002 = 11600. The variable L1005 = (7500* 12)-11600 = 78400.

Employee Salary Information Screen

5, Salary Information

Commmands  Edit  Modes

Other Seroll Comunands  Help

2xE R mal e 0k | _Abandon |
| Emplyesin  BOUDO1 Bourne, Linda C |
rrrrrr Pay Infarmation - --- Scheduled Deductions -
Dept ISEIEI E Mo Description 12345 Amournt Balance
Labor Class Prs & 1 |Medical Ins YHMMN 1056 | =
Corporate Officer? - 401K, PNMNN 450 o0 &|
Seazonal Emplayes? r 3| Urited way PHMMNM 1.00 .00 =]
Type [H or 5] = =l 4| Credit Union YHHNN 50.00 .00
Ex=empt? = 10| Stock Plan TRMMN 100.00 oo
Adjust bo Minimum? = 2|Dental Inz MHMM 3.52 .00
Group Cade [0-5) 1l
Pay Periods ' ear m
Check Location I
Eaming Code ISAL ﬂ_ ﬂ
Salary FRO0.00 =
Hourly Rate | .ooo g
Owerride Pay | oo Deduction [ 002 of 006 |
Status JFulktime =]
Sick Accrual Cade [ Sick Hours Remaining 96.000
Yac Accrual Code |><><_ Yacation Hours Remaining 119.500
| Enter = edit Append I Goto I Eormula I LChange Factors | Bav Info I Mext Page I |

| Compary H | 01/05/2000 | Terminal TOOD |OWR

Example Summary:

Variable Formula

L1001  TABLE(99999999.99,2,RETVAL)

LI002  2900*4
LI003  IF(500>0)TH(500* 20/100)
LI004  8000-500

LI005  (7500%12)-11600

Valuein Example

2900
11600
100
7500
78400
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Formula Maintenance Screen

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

2xE R mal e 0k | _Abandon |

Formula ID [FFED_Fw/H.RTH o]

Description  |Federal Withhalding Formula

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE 3. RETVAL]

Lo LI009-[LI006-LI007)100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H | 12/22/2000 | Terminal TOOD | INS

6. If the annualized taxable earnings, variable L1005, are less than O, then use O for the value of
L1006. If L1005 isgreater than O then let the variable L1006 equal the value of L1005.

For Linda, L1005 (the annualized taxable earnings) is greater than 0, so the value of L1006 is
78400.

Example Summary:

Variable  Formula Valuein Example
LI001 TABLE(99999999.99,2,RETVAL) 2900
L1002 2800*4 11600
L1003 IF(500>0)TH(500* 20/100) 100
L1004 8000-500 7500
L1005 (7500*12)-11600 78400
L1006 IF(78400<0) TH(0)EL (78400) 78400
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FEDM Tax table

5, PATX [ 1C1]
Commands Edit IModes Other Help
Xtz R @A 2@ OK__|_Abandan |
Table ID FED'M ,il_ Description |Federal Incaome Tax: Married Table
Mumber of Cols 3 Column Length I 12 Type IN vl
[ over —— Base + % Over
oo oo oo
5450.00 oo 15.00
45300, 00 5517. 50 zg.00
105200, 00 zzO0l. 50 31.00
171z00.00 42461, 50 35.00
30Z050. 00 59567, 50 33,60
EEEEEEEENEE] z200.00 .00
oo 00 oo
.00 . oo .00
oo oo oo
.00 . oo .00
.00 . oo .00
oo 00 oo
oo oo oo
| | ComparwH | 12/22/2000 | Teminal TODO  [INS

Formula Maintenance Screen

Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |

Formula ID [FFED_Fw/H.RTH o]

Description  |Federal Withhalding Formula

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE. 3 RETAL]

Lionn LI009%(LI00G-LI007)A100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |
| |Compary H [12/22/2000 | Terminal TOOD | N5

7. The TABLE command uses the value stored in L1006 to find the appropriate row of tax table
FEDM (remember it finds the first row with an amount higher than the amount stored in L1006
and then goes back one row); it then returns the value from column 1 (the Over column) of the
table and storesit as variable L1007.
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FEDM Tax table

5, PATX S E3
Commands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandan |
Table ID FED'M ,il_ Description |Federal Incaome Tax: Married Table
Mumber of Cols 3 Column Length I 12 Type IN vl
[ over —— Base + % Over
o0 00 o0
£450.00 .00 15.00
49500. 00 5E17. 50 zg.00
105200. 00 2z001.50 31.00
171200.00 4z461. 50 36.00
302050.00 29567, 50 39.60
EEEEEEEENEE] z500.00 .00
00 00 00
00 00 00
o0 00 o0
00 00 00
00 00 00
00 00 00
oo 00 oo
[ | CompanyH | 12/22/2000 | Teminal TOOD  [INS

For Linda, L1006 = 78400. The first row in the first column of the FEDM table that exceeds 78400 is
the 105200.00 row, so the TABLE command goes back one row to the 49900.00 row and returns the
value in column 1, 49900.00 and storesit in variable L1007.

Formula Maintenance Screen

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula ID |[PFED_Fw/H.RTH §

Description  |Federal Withhalding Formula

Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000

Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE. 3 RETAL]

Lionn LI009%(LI00G-LI007)A100

Lo [LI07 0+L1008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |
| |Compary H [12/22/2000 | Terminal TOOD | N5

8. The TABLE command uses the value stored in L1006 to find the appropriate row of tax table
FEDM; it then returns the value from column 2 (the Base column) of that row and storesit in
variable L1008.

For Linda, since L1006 = 78400, the TABLE command sel ects the 49900 row and returns the

value 6517.50 from column 2 (the Base column) of the FEDM table. Therefore, L1008 =
6517.50.
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FEDM Tax table

Comumands Edit Modes Other Help
Xtz R @A 2@ OK__|_Abandan |
Table ID FED'M ,il_ Description |Federal Incaome Tax: Married Table
Number of Cols 3 Column Length 72 Tupe |N vl
[ over —— Base + % Over
oo oo oo
450,00 .00 15.00
43200. 00 EE17._E0 Z2.00
105Z00.00 Z2Z001.50 31.00
171z00.00 4Z451. 50 36.00
F0Z0E0.00 29567, 50 33.60
S2323233_33 30000 . oo
a0 oo a0
a0 oo a0
oo oo oo
a0 oo a0
a0 oo a0
a0 oo a0
oo oo oo
[ | ComparyH | 12/22/2000 | Teminal TODOD [INS
Formula Maintenance Screen
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Forrnula 1D mg
Description  |Federal Withhalding Formula
Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000
Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000
W ariable Forrnula
Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) =|
Lioo4 T4XEARN-FIXEDEARM ﬂ
Lioos [LIO04-PavPERIODS])-LIO0Z =
L1006 |F[LID0S<0)TH[OJEL{LIO0S)
Lioa7 TABLE[LIOOE.RETYAL)
Lioog TABLE[LIODE,2 RETWAL]
Lioog TABLE(LIODE, 3 RETWAL]
Lionn LI009%(LI00G-LI007)A100
Lot [LIOT0+LI008)/PAYPERIODS
Loz L1011 +LI003+EXT RalwH
Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ
Lio14 IFILIOT 2¢O THIDELILIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |
| |Compary H [12/22/2000 | Terminal TOOD | N5

9. The TABLE command uses L1006 to find that appropriate row of tax table FEDM and then
returns the value from column 3 (the + % Over column) and stores it as variable L1009.

Since L1006 = 78400 for Linda, the 49900 row of the FEDM table is used and the variable
L1009 isequal to 28, the value in column 3 (the +% Over column).
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Formula Maintenance Screen

5, Formula Maintenance [_ =]
Commmands  Edit  Modes Other Zeroll Comumands Help
2xE e mE| e 0f | Abandon |
Formula ID [FFED_FwH.RTH o]
Description  |Federal “Withhalding Formula
Factor 1 0.0000 Factor 2 | 00000 Factor 3 | 0.0000
Factar 4 0.0000 Factor 5 0.0000 Factar B I 0.0000
Wariable Forrnula
Loz IFIFI<EDEARM>0] TH [FIXEDEARM*FIXEDPCT A100] g
Lioo4 T4XEARN-FIXEDEARN ﬂ
Lioos [LIO04-PAYPERIODS)-LIO0Z ﬂ
L1006 |F[LID0S<0)TH[OJEL[LIOOS)
Lioa7 TABLE[LIOOE.RETYAL]
Lioog TABLE[LIODE,2 RETYAL]
Lioog TABLE[LIODE, 3. RETVAL]
Lioin LIODS-[LIO0E-LI007)/1 00
Lot [LI070+L1008)/PAYPERIODS
Loz LI071+LI003+EXT RawH
Lotz IFIFIXEDYH>0) TH [FIXED'H] EL [LID2) ﬂ
Lio14 IFILIOT 3< 0 THIDELLIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0) EL [LIOT4) =
Farmula Line [ 009 of D15 )
| Enter = edit I Append I Goto I Header I Lreate Prograrn I |

| Compary H [12/22/2000 | Teminal TODD | INS

10. Thevariable L1007 (the amount from the Over column) is subtracted from L1006 variable
(taxable earnings). This difference ismultiplied by the L1009 variable (the percent amount from
the + % Over column). The product is divided by 100 because the percent amounts stored on
the FEDM table are stored as percents, not the decimal equivalent. The amount stored in L1010
is the amount of taxes due on the amount of taxable earnings over the amount retrieved from the
Over column on the FEDM table (L1007).

Example Summary:

Variable Formula

L1001
L1002
L1003
L1004
L1005
L1006
L1007
L1008
L1009

TABLE(99999999.99,2 RETVAL)
2900%4

IF(500>0)TH(500* 20/100)
8000-500

(7500* 12)-11600

I F(78400<0) TH(0)EL (78400)
TABLE(78400,1,RETVAL)
TABLE(78400,2,RETVAL)
TABLE(78400,3,RETVAL)

Valuein Example

2900
11600
100
7500
78400
78400
48400
6517.50
28

For Linda, L1010 iscaculated 28 * (78400 - 49900)/100 = 7980. The difference between the
amount of taxable earnings (78400) and the amount from the Over column on the row of the
table used (49900) is multiplied by the percent tax (28) to be paid on that difference. The
amount stored in L1010 is the amount of federal withholding tax due on the amount of taxable
earnings greater than the amount from the row used on the table.
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Federal Withholding Formula Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Formula ID [FFED_Fw/H.RTH o]
Description  |Federal Withhalding Formula
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 0.0000 Factor B I 0.0000
W ariable Forrnula
Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) g
Lioo4 T4XEARN-FIXEDEARM ﬂ
Lioos [LIO04-PavPERIODS])-LIO0Z ﬂ
L1006 |F[LID0S<0)TH[OJEL{LIO0S)
Lioa7 TABLE[LIOOE.RETYAL)
Lioog TABLE[LIODE,2 RETWAL]
Lioog TABLE[LIODE, 3. RETYWAL]
Lioin LI00S-[LI00E-LI007)A100
Lot [LIOT0+LI008)/PAYPERIODS
Loz L1011 +LI003+EXT RalwH
Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ
Lio14 IFILIOT 2¢O THIDELILIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =|
Formula Line [ 009 of 015 |
| Enter = edit I Append I Goto I Header I LCreate Program I |
| | Company H [12/22/2000 | Teminal TO0OD | INS

11. L1010 (the tax due on taxable earnings over the amount in the Over column) is added to L1008
(the amount from the Base column) to give the annual amount of federa withholdings due. The
sum is then divided by the variable PAY PERIODS (the total number of pay periods per year) to
give the amount of tax that should be withheld for the pay period and is stored in LI011.

Example Summary:

Variable Formula
LI001  TABLE(99999999.99,2,RETVAL)
LI002  2900*4
LI003  IF(500>0)TH(500* 20/100)
L1004  8000-500
LIO05  (7500*12)-11600
LI006  IF(78400<0)TH(O)EL (78400)
LI007 TABLE(78400,1,RETVAL)
L1008  TABLE(78400,2,RETVAL)
LI0O09  TABLE(78400,3,RETVAL)
LI010  28*(78400-49900)/100

Valuein Example
2900
11600
100
7500
78400
78400
49900
6517.50
28
7980

The variable L1010 (the federal withholdings due on the difference between Linda's taxable
earnings, 78400 and the amount from the row used on the table 49900) is added to the amount
returned from column 2 (the Base column), 6517.50. The variable PAYPERIODS is 12, the
number of pay periods per year for Linda. So, the value of L1011 = (7980 + 6517.50)/12 =

1208.13.
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%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula ID |[PFED_Fw/H.RTH E

Description  |Federal Withhalding Formula

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE 3. RETVAL]

Lo LI009-[LI006-LI007)100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H | 12/22/2000 | Terminal TOOD | INS

12. L1011 (the amount of federal withholdingsfor this pay period) is added to L1003 (the amount of
federal withholdings calculated on earning codes set up to use fixed withholdings) and to the
value of EXTRAWH (the employee’s extra withholdings, if any, are specified on the Tax
Information screen in the Employee function). This sum is stored in variable L1012.
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Since Linda does not have any extra withholding amount specified in the Federal Tax Information
section of her Tax Information screen, the value of the variable EXTRAWH is equal to 0.

Employee Tax Information Screen

i, Tax Information [ [T =]
Commands Edit Modes Other Seroll Commands Help
e S = 0K | Abandon |
Employee D BOUDO1 Bourne, Linda C
Tax Group MM =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 4 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 4 _0o .00 |STXMNM MHN Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN m M 1] N1 .00| LTXMNO1 |Minneapolis
Tab:FederalI Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group
| |Company H [12/22/2000 | Terminal TOOD | INS

Example Summary:

Variable Formula

Valuein Example

LI001  TABLE(99999999.99,2,RETVAL) 2900
LI002  2900*4 11600
L1003  IF(500>0)TH(500* 20/100) 100
L1004  8000-500 7500
LI005  (7500%12)-11600 78400
LI006  IF(78400<0)TH(0)EL (78400) 78400
LI007  TABLE(78400,1,RETVAL) 49900
L1008  TABLE(78400,2,RETVAL) 6517.50
LI009  TABLE(78400,3 RETVAL) 28
L1010  28*(78400-49900) 7980
LI011  (7980+6517.50)/12 1208.13

For Linda, the amount of federal withholding due this pay period (L1011), 1208.13, plus the amount
of federal withholding calculated for earning codes subject to fixed withholdings (L1003), 100, plus
the amount of extra withholdings (EXTRAWH), 0, equals the total amount of federal withholding

calculated for thispay period (L1012). Thevalue of L1012 iscalculated 1208.13 + 100 + 0 + 1308.13.
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%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula ID |[PFED_Fw/H.RTH E

Description  |Federal Withhalding Formula

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE 3. RETVAL]

Lo LI009-[LI006-LI007)100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H | 12/22/2000 | Terminal TOOD | INS

13. LineL1013 isequal to one of two vaues: if the employee’'s FIXEDWH (fixed withholding
amount specified on the Tax Information screen in the Employee function) is greater than zero,
then L1013 isequal to FIXEDWH. If the employee’s fixed withholding amount (FIXEDWH) is
zero, then the value of L1013 is equal to the value of L1012.
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Example Summary:

Variable Formula
L1001
L1002
L1003
L1004
L1005
L1006
L1007
L1008
L1009
L1010
LI011
L1012

TABLE(99999999.99,2,RETVAL)
2900*4

IF(500>0) TH(500* 20/100)
8000-500

(7500* 12)-11600
IF(78400<0) TH(0)EL (78400)
TABLE(78400,1,RETVAL)
TABLE(78400,2,RETVAL)
TABLE(78400,3,RETVAL)
28* (78400-49900)
(7980+6517.50)/12
1208.13+100+0

Valuein Example
2900
11600
100
7500
78400
78400
49900
6517.50
28
7980
1208.13
1308.13

For Linda, the variable FIXEDWH is equal to O since she had no fixed withholding amount set up in
the Federal Tax Information section of her Tax Information screen. The value of L1013 isequal to the
value of L1012, 1308.13.

Employee Tax Information

i, Tax Information [ 107]
Commands Edit Modes Other Seroll Commands Help
e S = 0K | Abandon |
Employee D BOUDO1 Bourne, Linda C
Tax Group MM =]
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED M 4 -0o .00 [N FEDM
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN M 4 .00 .00 |STXMNM MHN Minnesota
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /HT able 1T Locality M arne
MN m M 1] N1 .00| LTXMNO1 |Minneapolis
Tab:FederalI Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group

|Company H [12/22/2000 | Terminal TOOD | INS




Writing Formulas Withholding Example

Federal Withholding Formula

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

2xE R mal e 0k | _Abandon |

Formula ID [FFED_Fw/H.RTH o]

Description  |Federal Withhalding Formula

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lioos IF[FI<=EDEARMN:0] TH [FI<EDEARM-FIXEDPCT A00] g

Lioo4 TAXEARMN-FISEDEARM ﬂ

LIons [LID04-PAYPERIODS-LIOOZ ﬂ

L1006 |F[LID0S<0)TH[OJEL{LIO0S)

Loz TABLE[LIOOE.RETYAL)

Lioog TABLE[LIOOE 2 RETAL]

Liong TABLE[LIOOE 3. RETVAL]

Lo LI009-[LI006-LI007)100

Lot [LIOT0+LI008)/PAYPERIODS

Lz LI071+LI003+EXT RawH

L3 IFIFI<ED'WH>0] TH [FIXEDWH] EL [LIO12) ﬂ

Lio4 IFILIOT 3¢ THIDELILIOT 3] g

LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =
Formula Line [ 009 of 015 |

| Enter = edit I Append I Goto I Header I LCreate Program I |

| | Compary H | 12/22/2000 | Terminal TOOD | INS

14. Theresult of the entire formulais the result of itslast line. Inthis casethe result isbased on a
conditional. If the value of L1013, the amount of federa withholding for this pay period, isless
than zero, the result of the formulais zero, no federal withholding. Thisline checks the amount
of federal withholding calculated to determineiif it is a negative number. If itis a negative
number, the amount of federal withholdings will be 0 since you can't withhold a negative
amount. If the amount of federal withholding is not 0, the value of the formulais equa to the
amount stored in the variable L1013.
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Federal Withholding Formula

T — 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0k | _Abandon |
Formula D [FFED_FwH.RTH &)
Description  |Federal Withhalding Formula
Factor 1 0.0000 Factor 2 | 0.0000 |  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Loz IFIFIXEDE&RM>0] TH [FIXEDEARNFIXEDPCT A100) g
Lioo4 T4XEARN-FIXEDEARM ﬂ
Lioos [LIO04-PavPERIODS])-LIO0Z ﬂ
L1006 |F[LID0S<0)TH[OJEL{LIO0S)
Lioa7 TABLE[LIOOE.RETYAL)
Lioog TABLE[LIODE,2 RETWAL]
Lioog TABLE[LIODE, 3. RETYWAL]
Lioin LI00S-[LI00E-LI007)A100
Lot [LIOT0+LI008)/PAYPERIODS
Loz LI071+LI003+EXT RawH
Lotz IFIFIXEDWH>0) TH [FIXED'wH] EL [LIO1Z2] ﬂ
Lio14 IFILIOT 2¢O THIDELILIOT 3] g
LI015 IF [EXEMPTIONS=39) TH [0)EL [LIOT4) =|
Formula Line [ 015 of 015 |
| Enter = edit I Append I Goto I Header I LCreate Program I |

| Compary H | 01/05/2000 | Terminal TOOD |OWR

Example Summary:

Variable Formula
LI001  TABLE(99999999.99,2,RETVAL)
LI002  2900*4
LI003  IF(500>0)TH(500* 20/100)
L1004  8000-500
LI005  (7500*12)-11600
L1006  |F(78400<0)TH(0)EL (78400)
LI007 TABLE(78400,1,RETVAL)
L1008  TABLE(78400,2,RETVAL)
LI009  TABLE(78400,3,RETVAL)
LI010  28*(78400-49900)
LIO11  (7980+6517.50)/12
LI012  1208.13+100+0
L1013  IF(0>0)TH(0O)EL(1308.13)
L1014  IF(1308.13<0)TH(0)EL(1308.13)
L1015  IF(4=99)TH(0)EL (1308.13)

Valuein Example

2900
11600
100
7500
78400
78400
49900
6517.50
28

7980
1208.13
1308.13
1308.13
1308.13
1308.13

In Linda's case, the value stored in variable L1013 is greater than 0, so the value of L1014 is set to
L1013, 1308.13. Since thisisthe last line of the formula, L1014 is the amount of federal withholding

for Linda's paycheck this pay period.



MN State Unemployment Example

When you set up state tax authorities in the Tax Authority Setup function, you specify both the
formula ID and tax table ID used to cal culate the withholding code. The Minnesota State employer-
side unemployment withholding formula PMN__SUI.RTN uses the table SUTM Nx. Where the x
tells the systems to look for a Company Specific SUTMN table first, before using the generic
SUTMN.

Tax Authority Setup

%, Tax Authority Setup
Comomands  Edit Modes Other Seroll Comumands  Help
'}?XE§| @|?@ (1] IAbandonI
T ax Autharity |Slale vl
State Code  [MN o)
Local Code M/A
Description |M|nnesota
Employee “Withhalding Codes Employer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1]5WwH PRMN__SWH.RTH [STHMME J 15U PRM__SULRTH  [SUTMN= g
_ 2l
_ =
| =
_ z
_ =l
| Tab=switch to employee withholdings I E nter=edit I Append I Goto I |
| |Company H [01/05/2000 | Teminal TO0D [OVA
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SUTMN Tax table

5, PATX M= B
Commands Edit Modes Other Help
Xz R @A e 0K |_Abandon |
Table ID SUTRM ,il_ Description |Minnesota State Unemplayment - Employer
Humber of Cols 2 Column Length 12 Tupe |3 vl
[Percent Limit
2_100 20000_ 000
.ooo . ooo
000 . 000
. 000 . 000
. 000 . 000
.ooo . ooo
000 . 000
. 000 . 000
. 000 . 000
_0oo _ono
000 . 000
. 000 . 000
. 000 . 000
000 _ono
.ooo . ooo
. 000 . 000
. 000 . 000
000 _ono
[ | ComparyH | 01/05/2000 | Teminal TODOD [OWR

Minnesota State Unemployment Ins. Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xrEme R 72 0K | Abandon |
Formula D [PRMN_SOLRTN ]
Description  |Minnesota State Unemplayment 1ns.
Factar 1 0.0000 Factar 2 I 0.0000 Factor 3 I 0.0000
Factor 4 0.0000 Factor 5 I 0.0000  Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) g
Loz TABLEZ(1,2RETWAL) ﬂ
Loz TAXEARMYTDEARMNINGS ﬂ
L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)
Lio0s [LI004~L1001)/100
LI00g LIODS-vTDWITHHOLDIMNGS
Lioav IFILIO0G> TAXEARMTHITAXEARMELILIOOE)
Li00g |F[LID07<0)TH[OJEL(LIOOF)
=
F
=
Formula Line [ 001 of 008 |
| Enter = edit Append Goto I Header I LCreate Program I |
| |Compary H | 01/05/2000 | Terminal TOOD |OWR

1. TheTABLE2 function returnsthe valuein row 1, column 1 of the SUTMN table, 9.10 (the
percentage used to caculate SUI), and it stores this value in variable L1001.

2. The TABLEZ2 function retrieves the value in row 1, column 2 of the SUTMN table, 20000 (the
earnings limit for MN SUI), and stores it in the variable L1002.
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Formula Maintenance

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula 1D [PRM_SULRTH §

Description  |Minnesota State Unemplayment 1ns.

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lot TABLEZ(1.1.RETWAL) g

Loz TABLEZ(1.2ZRETWAL] ﬂ

Loz TAXEARMYTDEARMNINGS ﬂ

L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)

LIons [LI004-L1001)4100

LIo0E L1005 TOWITHHOLDINGS

Lioo? IFILIO0E: TAXEARNITHITAXEARMIELILIOOE]

Lioog IFILIOO7 < 0ITHIDELILIOOT]
=
F
=

Formula Line [ 001 of 008 |

| Enter = edit Append Goto I Header I LCreate Program I |

| | Compary H | 01/05/2000 | Terminal TOOD |OWR

3. TAXEARN (taxable earnings - total earnings minus al exclusions- for this pay period) is added
to YTDEARNINGS (year-to-date earnings for that withholding) to give the Y TD earnings
including this pay period and is stored as variable L1003.

We will continue to use Linda Bourne's salary information for this example. Remember, Linda

has received a bonus of $500 in addition to her regular salary of $7500 this pay period. The
earning code SAL isused for her regular salary and her bonus is paid using earning code P0O1.
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In the Withholdings function on the Code M aintenance menu, neither earning code has been set up as
excluded from the Minnesota State Unemployment tax. Therefore, the variable TAXEARN has a
value of $8000 when calculating SUI due for Linda this pay period.

Withholdings Screen

5, Withholdings

Commands Edit  Modes Other Scroll Commands  Help

%Xt§| | ? & 0F | Abandon |
Tax Authority | State o I Liability Acct |203?DD ﬂ

State Code IMN ﬂ Acciued Taxes Acct H30000 §

Local Code N/A Fized Percent .an

‘withhalding Code |SUI g TaxlD 441234

Description IMN Unemp Inz ‘weeks Worked Limit 1)

Deduction  Description E rclugion? Earn Code  Description Exclusion?
om Medical Ins | g DEL Double Time r |
ooz Dental Ing [ ] ﬂ ovT Overtime Pay | |
003 Urited Way = | a]| [pm Boris = [
004 Credit Union r F02 Travel Exp I~

005 Dues r P03 Cash Yalus r

o0& 401K = P04 Commissions r

o7 IR& Plan = P05 Fipt Tipsz r

008 Parking | =l| [reEs Regular Pay = [
nng Cash Advance r ﬂ Sl Salaried Wage | |
0o Stock Plan = g SIC Sick Pay I o

Deduction [ 001 of 011 ] EamnCode[ 001 of 011 ]
| Enter=toggle I All I Mone I Goato I Tab=Earning Codes I Farmula I |

| Company H [01/05/2000 | Teminal 7000 |OVR

The value of the variable Y TDEARNINGS (Linda's Y TD earnings subject to SUI tax) is being
displayed inthe Y TD column of the MN SUI row in the Earnings section of Linda’'s Employee State
Tax History screen in the Employee History function on the File Maintenance menu. The value of
YTDEARNINGS isequal to $82,500. L1003 is calculated as $8,000 + $82,5000 = $90,500, the Y TD

earnings including this pay period.

Employee State Tax History

%, Fmployee State Tax History

Commands [dit Medes Other Seroll Commands Help

A¥iz|BE | @A ?e 0F | Abandon |
| Employes I BOUDDT Bourne, Linda C |
Earnings
State Code October Movernber Decermber ~QTR 4- = TO--
MN SUl 7500.00 7500.00 .00 15000.00 82500.00 =
MN SWH F500.00 F500.00 .0n 15000.00 82500.00 | =
A
=
=
=
Tax Amounts =
State Code October Movember December ~TF 4-- = (D=
MH SuUl 459.20 0o oo 459.20 1833.30 _ |
MH SwH 436.60 43660 oo 873.20 4802.60 _ |
Tab=Tax Amountsl E nter=edit I Append I Meuxt page I Previous page I
Goto I LChange quarter I Quarter Totals I onth Tatals I

|Company H [01/05/2000 | Teminal TO0D [OVA
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Minnesota State Unemployment Ins. Screen

%, Formula Maintenance S B3
Commands Ldit Modes Other Seroll Commands Help

EXSEIEY YT

? & 0F | Abandon |

Formula 1D [PRM_SULRTH §

Description  |Minnesota State Unemplayment 1ns.

Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000

Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000

W ariable Forrnula

Lot TABLEZ(1.1.RETWAL) g

Loz TABLEZ(1.2ZRETWAL] ﬂ

Loz TAXEARMYTDEARMNINGS ﬂ

L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)

LIons [LI004-L1001)4100

LIo0E L1005 TOWITHHOLDINGS

Lioo? IFILIO0E: TAXEARNITHITAXEARMIELILIOOE]

Lioog IFILIOO7 < 0ITHIDELILIOOT]
=
3
=

Formula Line [ 001 of 008 |

| Enter = edit Append Goto I Header I LCreate Program I |

| | Compary H | 01/05/2000 | Terminal TOOD |OWR

4. Line4 of the formula uses the conditional function to determine the value stored in L1004. The
smaller of the two values, variable L1002 (the earnings limit for calculating SUI from the table)
or variable L1003 (the YTD earnings), is stored in the variable L1004.

Example Summary:

Variable Formula Valuein Example
L1001 TABLE2(1,1,RETVAL) 9.1
L1002 TABLE2(1,2,RETVAL) 19000
L1003  8000+82500 90500
L1004  IF(19000>90500)TH(90500)EL (19000) 19000

For Linda, the value of L1002 (the earnings limit for the cal culation of the SUI tax from the
SUTMN table), 19000, is not greater than the value of L1003 (the Y TD earnings including this
pay period), 90500. The value stored in L1004 is 19000, the maximum amount of salary that is
taxed for SUI.
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Formula Maintenance

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0k | _Abandon |
Formula D [PRMN_SOLRTN ]
Description  |Minnesota State Unemplayment 1ns.
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 I 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) g
Loz TABLEZ(1,2RETWAL) ﬂ
Loz TAXEARMYTDEARMNINGS ﬂ
L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)
Lio0s [LI004~L1001)/100
LI00g LIODS-vTDWITHHOLDIMNGS
Lioa7 IFILIO0E: TAXEARNTHITAXEARMELILIOOE)
Lioog IFILIO07<0)THIDJE LILIOO7]
=
F
=
Formula Line [ 001 of 008 |
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H | 01/05/2000 | Terminal TOOD |OWR

5. Thevaue stored in L1004 is multiplied by L1001 (the percent value returned from the table
SUTMN) and the product is divided by 100 because the percent values in the table are not
converted to the decimal values. Thisvaue, the SUI tax amount due Y TD, is stored in variable
L1005.

Example Summary:

Variable Formula Valuein Example
L1001 TABLE2(1,1,RETVAL) 9.1
L1002 TABLE2(1,2,RETVAL) 19000
L1003  8000+82500 90500
L1004  IF(19000>90500)TH(90500)EL (19000) 19000
L1005  (19000*9.1)/100 1729

The value of L1004 (the salary limit for the cal culation of the SUI tax), 19000, is multiplied by
the value of L1002 (the SUI tax percent from the SUTMN table), 9.1%, the product isthe
maximum amount of SUI tax due for the year.
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Minnesota State Unemployment Ins.

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Formula D [PRMN_SOLRTN ]
Description  |Minnesota State Unemplayment 1ns.
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) g
Loz TABLEZ(1,2RETWAL) ﬂ
Loz TAXEARMYTDEARMNINGS ﬂ
L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)
Lio0s [LI004~L1001)/100
LI00g LIODS-vTDWITHHOLDIMNGS
Lioa7 IFILIO0E: TAXEARNTHITAXEARMELILIOOE)
Lioog IFILIO07<0)THIDJE LILIOO7]
=
F
=
Formula Line [ 001 of 008 |
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H | 01/05/2000 | Terminal TOOD |OWR

6. YTDWITHHOLDING (year-to-datetotal for thiswithholding) is subtracted from L1005 and the
difference, the amount of tax to be withheld, is stored in variable L1006.

The value of the variable Y TDWITHHOLDINGS for Lindais displayed in the YTD column of the
MN SUI row in the Tax Amount section of Linda's Employee State Tax History screen, 1374.10.
The value of L1006 is calculated 1729 - 1729 = 0. Since Linda's Y TD earnings have passed the
taxable salary limit for SUI, the amount of SUI tax due on the taxable salary limit has already been
withheld. The SUI tax to be withheld for this pay period isO.
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Example Summary:

Variable Formula Valuein Example
L1001 TABLE2(1,1,RETVAL) 9.1
L1002 TABLE2(1,2,RETVAL) 19000
L1003  8000+82500 90500
L1004  IF(19000>90500)TH(90500)EL (19000) 19000
L1005  (19000*9.1)/100 1729
L1006  1729-1729 0

Formula Maintenance

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xrEme R 72 0K | Abandon |

Formula D [PRMN_SOLRTN ]

Description  |Minnesota State Unemplayment 1ns.

Factar 1 0.0000 Factar 2 0.0000 Factor 3 I 0.0000

Factor 4 0.0000 Factor 5 0.0000  Factor B I 0.0000

W ariable Forrnula

Lioot TABLEZ(1.1.RETWAL) g

Loz TABLEZ(1,2RETWAL) ﬂ

Loz TAXEARMYTDEARMNINGS ﬂ

L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)

Lio0s [LI004~L1001)/100

LI00g LIODS-vTDWITHHOLDIMNGS

Lioav IFILIO0G> TAXEARMTHITAXEARMELILIOOE)

Lioog IFILIO07 <O THIDJE LILIOO7]
=
F
=

Formula Line [ 001 of 008 |

| Enter = edit Append Goto I Header I LCreate Program I |

| |Compary H | 01/05/2000 | Terminal TOOD |OWR

7. The conditional function isused to determine the value of L1007. If L1006 (the SUI tax to be
withheld) is greater than TAXEARN (total earnings for this pay period minusall exclusions),
then the value stored in L1007 isegual to TAXEARN. If TAXEARN is greater than the value
stored in L1006 (the amount of SUI tax to be withheld), then L1007 is equal to the variable
L1006. Thisline of the formula serves as a check to prevent the formulafrom returning a
withholding amount greater than the employee's earnings.

In our example, L1006 (the amount of SUI tax to be withheld this pay period), O, islessthan the

variable TAXEARN (the total earningsfor this pay period minus all exclusions), $8,000. The
value of L1007 (the amount of SUI to be withheld this pay period) is equal to 0.
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Minnesota State Unemployment Ins. Screen

%, Formula Maintenance 1]
Conunands  Edit  Modes Other Seroll Comumands Help
2xE R mal e 0f | Abandon |
Formula D [PRMN_SOLRTN ]
Description  |Minnesota State Unemplayment 1ns.
Factor 1 0.0000 Factor 2 | 0.0000  Factor 3 | 0.0000
Factar 4 0.0000 Factar 5 0.0000 Factor B I 0.0000
W ariable Forrnula
Lioot TABLEZ(1.1.RETWAL) g
Loz TABLEZ(1,2RETWAL) ﬂ
Loz TAXEARMYTDEARMNINGS ﬂ
L1004 |F[LI0025 LI003]T HILIDO3JEL[LIOOZ)
Lio0s [LI004~L1001)/100
LI00g LIODS-vTDWITHHOLDIMNGS
Lioa7 IFILIO0E: TAXEARNTHITAXEARMELILIOOE)
Lioog IFILIO07<0)THIDJE LILIOO7]
=
F
=
Formula Line [ 001 of 008 |
| Enter = edit Append Goto I Header I LCreate Program I |
| | Compary H | 01/05/2000 | Terminal TOOD |OWR

8. Theresult of the entire formulais the result of itslast line. In this case, the result is based on a
conditional statement. If L1007 (the amount of SUI tax to be withheld this pay period) isless
than zero, the result of the formula (the SUI withholding) is zero. If LI007 is greater than zero,
then the value of L1007 isthe SUI withholding (the result of the formula). Thisline of the
formula prevents a negative value from being returned as the SUI withholding amount by
checking if L1007 is less than O.

Example Summary:

Variable Formula Valuein Example
L1001  TABLE2(1,1,RETVAL) 9.1
L1002 TABLE2(1,2,RETVAL) 19000
L1003  8000+82500 90500
L1004  IF(19000>90500)TH(90500)EL (19000) 19000
L1005  (19000*9.1)/100 1729
L1006  1729-1729 0
L1007  IF(0>8000)TH(8000)EL (0) 0
L1008  IF(0<0)TH(O)EL(0) 0

In our example the value of L1007 (the amount of SUI tax to be withheld) is not less than 0, so
the value of L1008 (the amount of SUI tax to be withheld is set to the value of L1007, 0.
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A. WH for Multiple States/Localities

Multiple State/Localities

Example 1: Theemployee performswork in different states (or localities) and is subject to income tax
withholding on the amount of earnings for the time actually worked in each state (or locality).

For example, in the construction industry an employee may be working on ajob in the state of New
York for two days, 16 hours. If each state requires that the employer withhold income tax based on
the earnings calculated for the amount of time actually worked in their state; each of these states must
be set up in the State Tax Information section of the employee’s Tax Information screen.

Employee Tax Information Screen

i, Tax Information [ 107]
Commands Edit Modes Other Seroll Commands Help
2KRIE|BE | @mE| e 0K | Abandon |
Employee D STODO1 _ Stockard, Albert W
Tax Group IMN 12
Federal Tax Information
Fed. Stat Exemp Extra 'w/¢H Fized " /H EIC Code Table ID
FED 5 1 -0o .00 [N FEDS
State Tax Information
State  Stat Exemp Estra ' ¢H Fized ' #H T able 1D SUI State  Mame
MN S [1] .00 .00 |STXMNS MM Minnesota
NY 5 1] N1 00 | S5TXNYS MN Mew York
NJ 5 [1] oo .00 |STXHJS MM New Jersey
CT 5 1] N1 .00 |5TXCTS MN Connecticut
Local Tax Information
State  Local  Stat Exemp Estra 'w/¢H Fized ' /H T able 1D Locality M arne
Tab=Local I Enter = edit I Append I Gota line ithhalding setup I
Mest page I Previous page I Tax Group
| |Company H |01./05/2000 | Terminal TOOD |OVA

When time tickets are being recorded for the employee, the state code should be entered in the State
field and the number of hours worked in that state recorded.
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Employee Transaction Screen

., Payroll Transactions =10
%, Enter Transactions = B3
Commands Edit Modes ©Other Help
a2z 2R =@mal e 0K | Abandan |
Employes D [STO00] § Stockard. Albert 'w [HOURLY)
Tax Group  [MM al
Date 1.,/05/2000 Dept 100 3] WAREHOUSE
Job 4] Phase I 4] Cost Code g
Class SHP q] Sequence Mo I 1] Fieces 0 Hate | 8.950
EamnCode  Mote Haours Fate Amaunt
|REG 8] [Regular Pay [ 16000 | 8.950 | 14320
Deduction Maote Haurs Amount
Earning code REG has multipler of T.0000, add to baze of 00 | Company H [OT/D572000 [Terminal TOOD [0VE

Payroll Transactions Screen

%, Payroll Transactions 1= e
Conumands  Edit Modes Other Seroll Comomands  Help
2Kz e mal e 0k | Abandon |
Employee 1D ISTDDD‘I § Stockard, Albert W [HOURLY)
Department 100 WAREHOUSE
Date 01/05/2000 Class SHP Fate 8.9500
Date Dept Job Type Caode Hoaurs Fiate Amaount Pieces
01/05/2000 {100 Pay REG 16.000 8.950 143.20 0 =]
0140542000 {100 FPay REG 8.000 8.950 71.60 0 =
01/05/2000 (100 Pay REG 16.000 8.950 143.20 0 =)
d
g
=
Ertry[ 0DOD03 of DOODO3 |
| Enter = edit | Add Trans Employes First Last I Hext I Previous I Toatals I |
[ |Company H [01/05/2000 | Terminal TOOD |OVR

When checks are calcul ated, the withholdings calculated for each state the employee worked in will
be based on the time ticket information entered.
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Example 2: Anemployee livesin one state and/or locality and works in another. The employer is required
to withhold income tax for both tax authorities from the employee’s paycheck.

In order to have both withholdings cal culate automatically, the withholding for the non-resident tax
authority must be set up as a state or local other tax for the resident tax authority. For example, if an
employee livesin Yonkers, NY, and works in New York City, NY, they are subject to a New York
City non-resident tax that must be withheld from their paycheck in addition to the Yonkers resident
tax withholding. In order to have the New York City non-resident tax calculate automaticaly, the
New York City non-resident tax must be set up as alocal other tax under the Yonkers tax authority.

In Tax Authority, set up alocal code 02 for a Yonkers resident that worksin New York City. This
local code will automatically calculate the Yonkers resident and the NY C non-resident taxes for
employees set up with the local code 02 in the Local Tax Info section of the Tax Information screen.

Tax Authority Setup Screen

%, Tax Authority Setup

Commands [dit Medes Other Seroll Commands Help

2 K = | | | ? @ akK. I Abandan I
Tax Authority m
State Code (T3 g
Local Code ]
Description [*OMEERS & NYC KON RES
Employee ‘Withhalding Codes Employer Contribution Codes
Mo Code Formula Table 1D Mo Code Formula Table D
1[UwH  [PHYORLWHRTM [LTHNvoeM | =] [
2[LNR [PNYOLNRRTN  [LT=NvO2N | & |
= _
= |
z _
= _
| T ab=switch to employer withholdings I E nter=edit I Append I Goto I |

| |Company H [01/05/2000 | Teminal TO0D [OVA

Note I

The total amount withheld for the state or local other tax will print on the W-2 in box 14 along with
the three-letter code you designate here.
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Conversion Tips

1.

Install Payroll version 6.0x into a new directory - for example, C:\OSAS6\. On anew instal the

following PA generic files will be copied into the \OSA S6\data directory:

PATB PATX PACO PAFMHDR PAFMLIN

These generic files hold tax tables and formulas used by all companies. Files such as PATB and

PATX contain user-defined data that will copy across from your 4.5 data files during the
conversion. Therest of the company-specific files needed by Payroll will be created and

updated later during the data file conversion.

This section corresponds to Local taxes. If you don’t have local taxes you can skip to the next
section.

A.

After installation, set up the PASOCNVT table and gather some additional information

before proceeding with data file conversion. You set up the PASOCNVT table in Resource
Manager/Data File Maintenance/Application Table. You need to adjust the table file name
from RMTB to PATB, which pulls up the PASOCNVT table.

The PASOCNVT table - In Payroll version 4.5x and lower the local tax codes ran

independently of any state tax authority. In version 5.0x and higher, every local code must
be assigned to the state in which the local tax authority islocated. To help save data entry
time after the conversion, this table is used during the conversion to assign local tax codes
to astate. The PASOCNVT table is automatically copied during the install ation, but you
must manually fill in the state codes to corresponding local codes. And exampleis below

for local code O1 in the state of MD, Maryland:

Payroll PASOCNVT table

5, PATB [=I]
Commands Edit Modes Other Help
o= RR @8l ?e 0K | Abandon |

Table 1D
Mumber of Cols

PABOCNYT

il
20

Description

Column Length

|Eonvers|on for Local Codes
2 Type

|

ILD ST LO 3T LO ST LO ST LO

ST LO ST LO 5T LO ST LO 5T LO ST

o1

0z

03

04

05

0&

a7

k]

a3

10

1l

1E

12

14

1E

le

17

12

13

E0

Z1

ZZ

Z3

z4

ZE

ZE

z7

=]

z3

20

31

32

33

34

35

36

37

38

33

40

41

4F

43

44

45

46

47

48

43

&0

£l

EE

£2

£d

EE

L&

£7

L2

£33

&0

&l

EZ

&3

&4

&5

EE

&7

&2

&3

70

7L

7z

73

74

75

75

77

il

73

20

a1

8EF

83

a4

a5

86

a7

a8

a3

a0

a1

SE

232

=LY

2L

L

27

22

23

oo

Company H

01/08/2000

Terrminal TOOD

ovR
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Sinceit is possible to have 99 local codesin any Payroll version, there are 99 entriesin thetable. The
LO column stands for local code, while the ST column iswhere you fill in the corresponding state
code. Inthe example, LO code 01 is set up to be tracked in the state of Maryland (MD).

The conversion looks for the state code entered in this table for the local code, and if it cannot find it
an error occurs. You can either exit and verify the table or you can press Enter to continue the
conversion. (Of course no local codes will be converted)

Payroll PASOCNVT table

3, PATB [ [
Comumands Edit Modes Other Help
Xz R @A e Ok |_Abandan |
Table ID PABOCHYT ,3|_ Description |Eonvers|on for Local Codes
Mumber of Cols 20 Column Length I 2 Type IA vl

ILD ST LO 5T LO ST LO ST LO 5T LO ST LO ST LO 5T LO ST LO ST

01 0z 03 04 05 0& a7 k] a3 10
11 1E 12 14 1E le 17 12 13 E0
z1 ZZ Z3 z4 ZE ZE z7 =] z3 20
31 32 33 34 35 36 37 38 33 40
41 4z 43 44 45 46 47 45 43 50
£l EE £2 £d EE L& £7 L2 £33 &0
&1 EZ &3 &4 &5 EE &7 &2 &3 70
71 7z 73 74 75 75 77 il 73 20
Sl SZ 53 54 55 56 57 55 53 20
a1 SE 23 Sd a5 L a7 28 a3 o0

Compary H 01/08/2000 Terminal TOOD (%)

Note I

If you don’t have local codes set up in the older version of Payroll being converted, the system
recognizes that and completes the conversion without displaying an error.

C. Additiona information needed. In Payroll version 4.5x and lower, earnings/withholdings
daollars in employee history were stored only by the quarter-to-date amounts. In version
5.0x and up, the earnings/withholdings dollars are stored on a month-to-date level. To
accommodate this change, the conversion must take 4.5 QTD figures and all ocate them into
version 6.0x MTD amounts.

1. Month: Thismethod dividesthe total dollars for each quarter evenly among the
monthly buckets. No additional information is needed. (This method should be used
only if you are converting the data files at the end of a quarter.)

Example: Jan Feb March

33.3% 33.3% 33.3%
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Days: This method divides the total dollars even more precisely. The calculation
figures out how many days in each month and then figures what percentage that is for
the quarter. In addition, if the last payroll check was in the middle of a month (like
May 15th), the system alocates dollars correctly up to that date (by percentage).

Example: QTR 1 QTR 2
Jan Feb March April May
3l1days 28days 31ldays 30days 15 (last check run)
31/90 = 33.44% 31.11% 34.44% 30/45 15/45
66.66% 33.33%

For this choice the last check date isthe only additional info. the system will ask for.

History: Thismethod reads check amounts from your old 4.5x (and lower) Check
History file and then adds them up for a quarter total and cal cul ates the percentage by
dividing each month’s subtotal into the quarter. The system adds checksthat fall only
within one calendar year. This choice requires accurate historic data. This split
method is also the most time-consuming but most accurate of the three

Example: (Reads 6.0x PAHC file)

Total Gross Amount = $5000 for the Quarter for John Doe
Employee ID Check # Check Date Gross Check
Amount
John Doe 1111 01/15/99 1000.00
John Doe 2222 01/31/99 1200.00 2200/5000 = 44%
$2200.00

John Doe 3333 02/15/99 1000.00
John Doe 4444 02/28/99 800.00 1800/1500 = 36%
$1800.00

John Doe 5555 03/15/99 1000.00 1000/5000 = 20%

Then: Jan Feb Mar
44% 36% 20%

This method requires the current payroll year as additional information.

Note I

All split methods could cause rounding leftover amounts. If this occurs for the quarter, the amount
goes into the first month of the quarter. If thisoccurs for the year, the amount goes into the first
month of the year.
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3. Once the table has been set up and the method of allocation is chosen, you can begin the
conversion. Follow the Resource Manager instructions to run the conversion. Once the actual
conversion for Payroll begins, you are prompted for the method of allocation. Answer Month,
Days or History. Remember if you choose Days, you must also enter alast check date and if
you choose History, you must enter your current year. The conversion should continue from
this point and return you to the main menu when completed.

4.  When the conversion is completed, select the Roll Up Leave Balances on the Periodic

Processing Menu to create a beginning balance record in the L eave History file for each
employee.
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W-2 forms summarize each employee’s wages and the taxes withheld during a calendar year.
Employees use these formsto fill out local, state, and federal tax returns. Send a copy of each
employee’ s W-2 form to the tax authorities when the company’s tax forms are completed. Before
printing W-2s, make sure the that all relevant information in the employee’s record is correct.

The payroll system does not automatically accumulate totals for the following:

legal representative and 942 employee reporting
third-party sick pay

Medicare for government employees

golden parachute payments

Dependent Care Benefits (DCB)

457 plans, non-457 plans

GTLI (Group Term Life Insurance)

These amounts must be calculated and entered manually in the employee's history record using the
Employee Miscellaneous History Screen in the Employee History function on the File Maintenance

menu.

Updating Fields Manually For W-2 Reporting

There are several special fields on the Employee Miscellaneous History screen that must be updated
manually so that the information prints on the W-2 form. These field's are not updated automatically
during normal payroll processing because they require additional information that is not stored in the
payroll system.

The fields that must be manually updated for W-2 form reporting are:

Allocated Tips  The amount entered in thisfield is printed in box 8.

Cost of GTLI The amount entered in this field printsin box 13 with the code C. The amount entered is

also added to the total in boxes 1, 3, and 5. (Group Term Life Insur.)

Cost of DCB The amount entered in thisfield is printed in box 10. Any amount in excess of the $5, 000

DCB limit is then added to the amount in boxes 1, 3, and 5. (Dependent Care Benefits)

457 Plan Thetotal entered is added to the amount in box 11 and also to the amount in box 1.

Non-457 Plan Thetotal entered is added to the amount in box 11 and also to the amount in box 1.

100% Use Auto Thisfield isnot used by the system. Thisisafield that can be used for your information.

The section on recording fringe benefits using atype F earning code discusses recording
personal use of acompany vehicle.
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Entering the Year-to-Date Amount in Employee Miscellaneous History

Before printing W-2 forms, calculate the year-to-date amounts for the benefits and enter that amount
in the employee’s history record.

To edit an employee’ s miscellaneous history information:

1. Select the Employee History function on the File Maintenance menu.

2.  Enter the employee ID you want to edit and select Y ES for the Employee Miscellaneous
History prompt.

3. Placethe cursor at the field with the year-to-date amount you need to edit, for example the Cost
of GTLI field.

4. Press Enter to move the cursor to the December column in the row.

5. Enter the year-to-date amount. The QTR 4 and Y TD columns are automatically updated when
you press Enter in the December column.

Updating Employee History for the Withholding Due

The method preferred for recording withholdings due for the value of the benefits entered on the
Employee Miscellaneous History screen isto add the amount of the withholding due on the year to
date value of the benefit to the employee’s last pay check for the year. Use the Manual Checks
function on the Payday Work menu and select option 3. Change Calculated Checks to edit the
withholding amounts.

If, however, the last pay check has already been printed and posted, the Manual Checks function on
the Payday Work menu can be used to record the withholdings due in the employee’s withholding
history. The employee must pay the employer the withholdings amount due.

Adding the Withholdings Due to the Last Paycheck

1. Cdculate the year-to-date amount for the Allocated Tips, GTLI, DCB, 457 plan, or non-457
plan you need to record. Enter the amount in the corresponding field on the Employee
Miscellaneous History screen.

2. Manually calculate the amount of withholdings due for the year-to-date amount entered on the
Employee Miscellaneous History screen.

For the each employee, calculate:
» the Federal, State, and Local withholding amounts due (if applicable)
» any other State or Local withholdings due from the employee or employer
» employee and employer Medicare contributions due
If the employee has not reached the wage limit for each of the following, calculate:
» the employee and employer OASDI contributions
» theemployer’'s FUTA and SUI contributions

3. Processthe payroll asyou normally would through using the Cal culate Checks function.

4.  After checks have been calculated, select the Manual Checks function on the Payday Work
menu.
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10.

11.

Select 3. Change Calculated Checks.

Enter the Employee ID and Sequence number for the check you want to edit to include the
withholding for the year-to-date benefit amount. You can use the Inquiry (F2) command to
select the employee ID and sequence number from alist. Use the Proceed (PgDn) command to
display earning information for the check.

The calculated earning code information displays on the screen. Press N to use the Next page
option from the command bar to move to the Page 3 of 3 screen that displays the withholding
information.

In the Employee Withholdings section, place the cursor at the federal withholding you need to
edit and press Enter. Enter the total of the amount calculated for the year-to-date benefit plus
the withholding amount cal cul ated for the check. Asyou edit the employee withholding
information, the Total Withholdings and Net Pay fields are automatically updated.

If you need to update employer liability amounts, use the Tab key to move the cursor to the
Employer Liability section of the screen. Asyou edit the employer liability information, the
Liability field is automatically updated.

Press N to use the Next check option from the command bar to edit another calculated check.
The message WARNING! A change has been noted. You may want to recalc the check. appears.
Ignore the message and press Enter to save your changes and move to a blank Page 1 of 3
Manual Checks screen. Use the Inquiry (F2) command to select any other checks you need to
edit.

Continue with payroll processing as you normally would. When the checks are posted, the
employee and employer Tax Amount fields are updated with the value you entered for the
withholding total. The earnings history isonly increased by the amount of regular earnings,
since the year-to-date amount for the benefit entered on the Employee Miscellaneous History
screen is automatically added to the required box(es) on the W-2, depending on the benefit.

Updating Withholdings After the Last Pay Check

If you have aready distributed the employee's last paycheck for the year, update the withholdings for
the year-to-date benefit amount using these procedures:

1.

Calculate the year-to-date amount for the Allocated Tips, GTLI, DCB, 457 plan, or non-457
plan you need to record and enter it in the corresponding field on the Employee Miscellaneous
History screen.

Manually calculate the amount of withholdings due for the year-to-date amount entered on the
Employee Miscellaneous History screen.

For the each employee, calculate:
» the Federal, State, and Local withholding amounts due (if applicable)
» any other State or Local withholdings due from the employee and employer
» employee and employer Medicare contributions due

» if the employee has not reached the wage limit calculate the employee and employer
OASDI contributions

Collect the amount of the withholdings due on the year-to-date amount of the benefit from the
employee.
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10.

11.

12.

Select the Manual Checks function on the Pay Day Work menu to record the withholdings using
a zero earnings check for the employee.

Enter the employee ID you want to record the withholdings for. Use the Proceed (PgDn)
command to move to the earnings section of the screen.

If thisis asaaried employee, use the Delete (F3) command to delete the default earning code
for the salary amount. The Manua Checks window automatically appears.

Press A to use the Append option from the command bar to access the Manual Checks window.

Select the appropriate earning code for the benefit you want to record. Make sure you record
zero hours and earnings. Use the Proceed (PgDn) command to save the earnings entry.

Press N to use the Next page option from the command bar. Use the Next page command to
move to the Page 3 of 3 Manual Checks screen that displays the withholding information

In the Employee Withholdings section, press A to use the Append option from the command bar
to add the withholdings you need to record. Select whether the withholding is afedera, state, or
local withholding. Use the Inquiry (F2) command to select the code for the employee
withholding amount from alist. Enter the withholding amount calculated for the year-to-date
benefit. As you enter the employee withholding information, the Total Withholdings and Net
Pay fields are automatically updated. Net Pay should be a negative number.

To record the employer liability amounts, use the Tab key to move the cursor to the Employer
Liability section of the screen. Press A to use the Append option from the command bar to add
the withholdings you need to record. In the Type column, select whether the withholding is a
federal, state, or local withholding. Use the I nquiry (F2) command to select the code for the
employer withholding amount from alist. Enter the withholding amount calculated for the year-
to-date benefit. As you edit the employer liability information, the Liability field is
automatically updated.

Press N to use the Next check option from the command bar to edit another calculated check.
The message WARNING! A change has been noted. You may want to recalc the check. appears.
Ignore the message and press Enter to save your changes. Page 1 of 3 Manual Checks screen
appears. Repeat this process for any other employee’s check that needs withholdings adjusted.

Process these manual checks as you normally would normal payroll. Make sure to print the
reports necessary to provide an audit trail. When the checks are posted, the employee and
employer Tax Amount fields are updated with the value you entered for the withholding
amounts. The earnings history does not need to be updated since the year-to-date amount for the
benefit entered on the Employee Miscellaneous History screen is automatically added to the
required box(es) on the W-2, depending on the benefit.
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Deductions Reported On the W-2 Form

The Internal Revenue Service (IRS) requires deferred compensation deductions to be printed in Box
13 on the W-2 forms with a letter code specified by the IRS for the deduction type. Entriesin the
W2CODE Table are used by the payroll system to determine which deductions' year-to-date
information is printed in box 13.

Some states require that additional deduction information to be printed on the W-2 forms. Box 14 can
be used to print the state required information. The W2CODE2 Table entries are used to determine
which deductions' information is printed in box 14.

Select Tax Tables from the Payroll File Maintenance menu to access the W2CODE table.

The W2CODE table contains the IRS code information used in Box 13 on the W-2 form.

Except for codes A, B, and C, if the first four |etters of a deferred compensation deduction’s
description match an entry in the Source column of the W2CODE table, the year-to-date total for that
deduction prints on the W-2 form a ong with the corresponding letter from the Code column.

Select Tax Tables from the Payroll File Maintenance menu to access the W2CODEZ2 table.

If the first four letters of a deferred compensation deduction’s description match an entry in the

Source column of the W2CODE?2 tabl e, the year-to-date total for that deduction that is printed in Box
14 on the W-2 form.

Note I

If either of these tables—the W2CODE or W2CODE2—is missing when you print W-2 forms, the
system displays warning messages.

Use the Deductions function on the Codes Maintenance menu to set up deferred compensation
deductions so that they are reported on the W-2 form.

1. To edit an existing deduction, move the cursor to the deduction you want to edit and press
Enter. If you are setting up a new deduction, use the Append option from the command bar to
begin entering information for the new deduction.

2. If thisis anew deduction, enter the deduction number in the No field.

3. Inthe Description field:

» Box 13reporting - if the first four characters of the deduction’s description you enter here
match an entry in the Source column of the W2CODE table, the year-to-date amount
accumulated for this deduction is printed in box 13 on the W-2 form.

» Box 1l4reporting - if thefirst four characters of the description you enter here match an entry
in the Source column of the W2CODE?2 table, the year-to-date amount accumulated for this
deduction is printed in box 14 on the W-2 form.

4. Enter the appropriate information in the No, Description, Emplr?, Liab Acct, and Accr Ded
Acct fields.
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5. You must enter YESin the Def Comp field in order for the year-to-date amount for this
deduction to be reported in either box 13 or 14 on the W-2 form.

Example: A 401K deduction must have 401 as the first three characters of its deduction description in
order to have the year-to-date amount print in box 13 with the code D. Since the letters 401
are found in the W2CODE table, the letter D is printed next to the year-to-date amount for
the 401K deduction in box 13.

Note I

Since the entry on the W2CODE table is only three letters, example: 401, the fourth place acts as a
wild card. Aslong as the first threeletters of a deductions description are 401, the deduction is
included in box 13 with the code D.

Reporting Fringe Benefits on the W-2

Fringe benefits that need to be reported in box 12 and box 1 of the W-2 form, such as persona use of
a company automobile, can be recorded in normal payroll processing with atype F earning code.
Year-to-date amounts for all the type F earning codes are then printed in box 12 and added to box 1
of the W-2 form.

Fringe Benefits Recorded With a Type F Earning Code

Use the Earning Types function on the Code Maintenance menu to setup the earning type F used to
set up an earning code to record fringe benefits reported in box 12 of the W-2 forms.

1. Enter Finthe Earning Typefield.
2. Enter adescription for the F earning type.

3. Select whether earnings recorded in the Payroll Transactions function using an earning code
assigned this earning type should Add to an employees salaried wages or Replace them. Fringe
benefits typically Add to an employee's salaried wages.

4. Usethe Proceed (PgDn) command to save the information.
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Setting Up the Earning Code

To set up an Earning Code used to record fringe benefits reported in box 12 on the W-2 form, select
the Earning Codes function on the Codes M aintenance menu.

Field Description
Earning Code Enter the code you want to use for this earning code.
Description Enter the description for this earning code

Include I n Net Pay Enter YES, If you want the earnings recorded with this earning code to be included in the
amount paid to the employee.

Enter NO, if you want the earnings recorded with this earning code included in gross pay
and used to calculate withholdings and deductions for the paycheck. The earnings amount
isNOT included in the amount paid to the employee. The earnings amount is added to the
employee’s earnings history information.

Fixed Withholding Enter YESif you want the tax withholding amounts cal culated using the fixed percentage
amount set up for the withholding code instead of using the standard formula and tables.

Earning Type Enter NO if you want the tax withholding cal culated using the standard formula and
tables.

GL Account Enter F to have the amount of earnings recorded using this earning code print in box 12 on
the W-2 form.

Enter the general ledger account that should be debited when you use the Post Checks
function. Thisis considered a payroll earnings holding account because it is credited when
the Post Expense to GL function is used.

Multiplier Enter 1 since you do not want to increase the pay rate when the earning code is used.
Add to Base Press Enter to accept .00 since you do not want the pay rate adjusted when using this
earning code.

Recording Fringe Benefits As Part Regular Payroll Processing

If you set up the type F earning codes at the beginning of the new calendar year or anytime during the
year, you can record the fringe benefit val ues reported in box 12 on the W-2 form when you process
the normal payroll.

Follow these steps to include fringe benefits in your normal payroll processing:

1. Usethe Payroll Transactions function on the Daily Work menu to enter time tickets for the
fringe benefit value using the type F earning code.

Note I

If you use the same time ticket entry to record a fringe benefit on aregular basis, for example every
month, you can create arecurring time ticket for the fringe benefit value using the Recurring Entries
function on the File Maintenance menu. When you are ready to record the time ticket for the fringe
benefit, use the Copy Recurring Entries function on the Daily Work menu.

2. Processthe time tickets as you normally would—print the Time Ticket and Miscellaneous
Deductions Journals and then use the Post Transactions function.
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3. When you use the Cal culate checks function, the withholding amounts due on the fringe benefit
value are added to the withholdings amounts calculated from the other types of earnings. The
withholdings are deducted from the paycheck amount.

Note I

If the employee has deferred compensation deductions, example a 401K, the value of the fringe
benefit isincluded in the gross pay to calculate that deduction.

4.  Finish processing the payroll following your normal procedures.

5. When checks are posted, the fringe benefit earnings value is posted to employee earnings history
and the withholdings earnings and tax amount history. When W-2s are printed, the total of the
year-to-date values for all type F earning codes are printed in box 12 and included in the
amounts printed in box 1. The type F earnings are also reported in boxes 3 and 5 if you did not
them excluded from social security or Medicare taxes.
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Recording the Fringe Benefit at the End of the Year

If you have not been recording fringe benefit earnings as a part of regular payroll processing during
the year, there are two methods you can use to record the annual value of the fringe benefit at year

end.

Using a Time Ticket BEFORE Performing Year End Maintenance

To only record the annual value of the fringe benefit using a time ticket, perform the following tasks:

1.

Enter a Time Ticket for the annual value of the fringe benefit using the Payroll Transactions
function on the Daily Work menu.

Use the Time Ticket Journal function on the Daily Work menu to print the Time Ticket Journal
with the fringe benefit entry the your audit trail.

Use the Post Transactions function on the Daily Work menu to post the fringe benefit time
tickets.

Run the Calculate Checks function on the Payday Work menu, entering 6 in the Pd field.

The following amounts are cal culated based on the fringe benefit value entered on the time
ticket:

» the employer withholdings, OASDI, Medicare, FUTA, SUI, are calcul ated
» the employee's gross pay is calculated

» no employee withholdings are cal cul ated

e zeronet pay is calculated for the check.

Select the Edit Register function on the Payday Work menu to print the Edit Register and review
the amounts calculated.

Use the Print Checks function on the Payday Work menu and print to plain paper.

Select the Check Register function on the Payday Work menu to print the Check Register as part
of the audit trail.

Print any other reports you normally print when processing payroll.

Select the Post Checks function on the Payday work menu to post the fringe benefit information.
Save the posting log as part of the audit trail.
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The Post Checks function updates the following history information:

1. TheUncol OASDI and Uncol M edicare fields on the Employee Miscellaneous History screen,
Page 1 of 6, are updated with the amount the employee should contribute based on the fringe
benefit value. When W-2 forms are printed, the value of the fringe benefit isincluded in the
amount printed in box 1, 2, 3, and 12. The employee' s unpaid Social Security and Medicare
amounts for the value of the fringe benefit are printed in box 13 with a code A for the Social
Security amount and code B for the Medicare amount.

2. Theearning code used to record the fringe benefit is added to the Employee Earnings History
screen, Page 2 of 6, along with the value recorded for the fringe benefit.

3.  The Employee Federal, State, and Local Tax History screens, Pages 4, 5, & 6 of 6, are updated
with the taxable earnings and the employer’s withholding contributions.
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After completing the last payroll for the year, print the W-2 forms. Your can print the W-2s from the
current year filesif you print them before performing Year End Maintenance. After Year End
maintenance has been performed, print the W-2 forms using the last year files. The Setup (F9)
command is used to switch between the current and last year payroll datafiles.

If some employees have worked in multiple states, the deferred compensation for each state is
printed. Thefirst state listed in the tax information section of the Employeesfunction is printed on the
federa copy of the W-2 form.

If you are using the two-wide W-2 Forms, a wide-carriage printer isrequired and the printer must be
configured in Open Systems to print two-wide W-2 forms.

Configuring the Printer For Two-Wide W-2 Forms

Follow these stepsto setup aprinter to use two-wide W-2 forms:

1

To edit printer information, select Devices from the Workstation Configuration menu in the
Resource Manager.

The system prompts you to make a backup of the CONFIGBBX file before you make any
changes, press Enter. Select YESto overwrite any previous backup file so that you have a
current backup copy of the file. The Devices screens appears.

Use the arrow keys to place the cursor on the printer aias line you need to edit, alias LB, LPW,
PO, PDW, etc.).

Press Enter to edit the line. The Devices Printer screen is displayed.

Usethe Enter key to moveto the Sandard Colsfield in the Device M ode section of the screen.
Press Enter to edit the line.

Enter 132 in thisfield and press Enter. Press D to select the Done option from the command bar
and press Enter to return to the Devices screen.

Press W to use the Write command to save the changes. Press Enter to confirm that you want
the changes saved. The system resets using the new configuration information.
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Alignment Tips For Laser Printer Forms

Setting Lines Per Page

To make sure lines and characters are aligned properly when printing any form to alaser printer, you
must set the default lines per page to 6&. This ensures the lines do not creep up the form.

Perform these stepsto verify the lines per page or edit them:
1. Select the printing menu from your printer control panel.

2. Presstheitem button until the FORM = ## LINES choiceis displayed. The ## must be 6.

Form Alignment Changes

There are many discrepanciesin the way different laser printers print. Some print higher or lower
than others as well asfurther left or right.

Asaresult of testing performed on the two HP4si laser jet printers used at Open Systems, we have
found discrepancies in the way each one prints. This difference left and right is usually slightly less
than one character, but we can only modify programming code to shift one full character at atime.
Similarly, the difference up and down is usually slightly less than one line, but we can only modify
programming code to shift one full line at atime. However, we have been able to send laser jet
commands through the CONFIGBBX function that allows us to properly align characters and lines.

Always print one form at a time until you get the alignment you like.

CAUTION: Making these changes will affect all OSAS forms going to that particular aiasline.
Make sure you make a copy of the CONFIGBBX file in the OSA S/progRM/ directory
BEFORE making any changes.

Left to Right Alignment
Using sysprint in OPEN Windows:

If you are printing to a sysprint device, you can place adecimal in the printers Left Margin field on
the alias line to shift print to the left or right.

For example, you have a starting point of .26@. If you want to move to the right, increase the number
to .285. If you want to move | eft, decrease the number to .235.

A 1/4 character shift would be approximately .@25 added to or subtracted from .26@.

DOS/WDS, UNIX, or OPEN Windows direct printing:
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Moving text to the left:

For Printing W2's, the program PAPRW2L .PUB was changed to include a Boolean that allows text
to be shifted the |eft. The Boolean ison line 13@ and named LOBOOL. In order to make a code
change, break to basic and load the program.

CAUTION: You must be updated to version 5.22 in order to be able to make these code changes to
the PAPRW2L .PUB program. You can receive the update from your dealer or Open
Systems Technical Support at 1-800-582-5000. You cannot execute the following steps
before the update isinstalled.

Follow the steps below to make a code change:

1. Select the Tables function from the File Maintenance menu in Payroll.

2. Break tobasic: in DOS/WDSor UNIX pressCTRL Break/CTRL A.
Otherwise, press CTRL C/CTRL A.

3. Enter thisline
LOAD "PAPRW2L .PUB”

4. Enter LIST 18@. This should display the following line of code:
D100 LET LFBOOL =@, LOBOOL =g

5. To shift one character to the left, change the variable LOBOOL =@ to LOBOOL =1
For a one character shift to the |eft, the new line of code should read:
18 LET LFBOOL=@, LOBOOL=1
For a2 character shift left, enter LOBOOL =2.

6. Enter SAVE.

7. Enter RUN O1%. The OSAS menu appears.

8. PrintaWz2 form to test the alignment.

Moving text to the right:

If you print aW2 form and it is aligned too far to the |eft—but not a full character, you must add the
following configuration valuesto the aliasline in the CONFIG.BBX file for the printer you are using.
These values allow you to shift to the right in 1/72@ inch increments.

Follow the steps below:
1.  Select Devices from the Workstation Configuration Menu in Resource Manager.
2. Editthe W-2 printer’saliasline and add 1B266C323255 at the end of the Standard Print field.

The number 3232 isthe hex code for 22, which would move everything to the right 22/72@ of
an inch.

If you need to move to the right more, change the second and last numbersin 3232, the three's
are always constant.

For example, if you want to move to the right further, you could try 25. The hex code would
change to 3235. In hex, each number is represented by 3 and the number, so 2=32 and 5=35.
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Up and Down Alignment
Using sysprint in OPEN Windows:

If you are printing to asysprint device, you can place adecimal in the printer’s Top Margin field on
the alias line to shift print.

Example: You have astarting point of .5. If you want to move down, increase the number to .54.
If you want to move up, decrease the number to .46. A 1/4 line shift would be
approximately .4 added to or subtracted from .5.

DOS/WDS, UNIX, or OPEN Windows Direct Printing

There are 2 methods to modify W2 shifts: by afull line or by afraction.

Use the first method—Dby afull line—if you must shift down 1 full line. For W2's, the program
PAPRW2L.PUB was changed to include a Boolean that allows you to shift text down 1 full line. The
Boolean ison line 1@@ and is named L FBOOL . To make a code change break to basic and load the
program.

CAUTION: You must be updated to version 5.22 in order to be able to make these code changes to
the PAPRW2L .PUB program. You can receive the update from your dealer or Open
Systems Technical Support at 1-800-582-5000. You cannot execute the following steps
before the update isinstalled.

Follow the steps below:

1. Select Tablesfrom the File Maintenance menu in Payroll.

2. Tobreak tobasicin DOS/WDS or UNIX, press CTRL Break/CTRL A. Otherwise, press
CTRL C/CTRL A.

3. Entertheline
LOAD "PAPRW2L .PUB”
4. Enter LIST 18@. This should display the following line of code:
D100 LET LFBOOL =@, LOBOOL =g
5. To shift down oneline, change the variable LFBOOL =@ to L FBOOL =1.
For aoneline shift down, the new line of code should read:
18 LET LFBOOL=1, LOBOOL =g
6. Enter SAVE.
7. Enter RUN O1%. The OSAS menu appears.

8. PrintaW2 form to test the alignment.
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Use the second method—Dby a fraction—if you must lower the lines by fractions, rather than full
lines. Add the following configuration values to the W2 printer’'s alias line in the CONFIGBBX file.
These values allow you to move down in 1/72@ inch increments.

Follow the steps below:

1. Select Devices from the Workstation Configuration Menu in Resource Manager.
Edit the W-2 printer’s alias line and add 1B266C34355A at the end of the Standard Print field.

2
3. Thenumber 3435 isthe hex code for 45, and moves everything down 45/72& of an inch.
4

If you need to move down more, change the second and last numbersin 3435, the three’s are
always constant.

Example: If you want to move down further, you could try 56. The hex code would change to
3536. In hex. Each number is represented by 3 and then the number, so 5=35 and 6=36.

Left to Right And Up and Down Alignment

DOS/WDS, UNIX, or OPEN Windows direct printing:

If you must add hex codes to modify print left to right and up to down, you will have to edit the
CONFIGBBX filewith atext editor and add the codes to the end of the SP = section of the aliasline.
You must use the text editor because the command is too long to enter using the Devices function in
Workstation Configuration.

If you have performed year end maintenance, use the Setup (F9) command to switch to the last year
payroll files. Select the W-2 Forms function on the Periodic Processing menu to the W-2 forms.

If you have employees who have worked in multiple states, the system prints the deferred
compensation for each state. The first state listed for the employee on their Tax Information screenin
the Employees function on the File Maintenance menu prints on the Federal copy of the W-2 form.

The system does not automatically accumulate totals for legal representative and 942 employee
reporting, third-party sick pay, Medicare for government employees, golden parachute payments,
dependent care benefits, 457 plans, and group term life insurance (GTLI). You must calculate the
amount for these benefits and manually enter them in each employee’s history record using the
Employee Miscellaneous History screen in the Employee History function on the File Maintenance
menu.

To print W-2 forms:

1. Select W-2 Forms from the Periodic Processing menu. You can print W-2 forms using the
current year or last year files.

2. Enter therange of employee |Ds whose W-2 forms you want to print. If you leave the From/
Thru blank, W-2 forms are printed for all employees.

Select the type of W-2 Form you are using:

» OneWide Regular or Mailer forms

* Two Wide Regular or Mailer forms

» Output afile containing W-2 Form information to M agnetic Media.
o Laser forms

3. TheCompany Name and Address are displayed from the Payroll Information file. This
information is setup using the Payroll Information function on the File Maintenance menu.

4. TheFederal Tax ID isdisplayed from the Federal Withholding record in the Withholdings file.
Thisinformation is entered using the Withholdings function on the File Maintenance menu.
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The W-2 Form

The following pages show how Open Systems arrives at the amounts printed in each box on the W-2
form.

Box a - Control Number
This number is generated by the system. The number is incriminated whenever a new employeeis

encountered during W-2 printing. The control number isused as an auditing method to account for all
the W-2 forms used for the 2000 tax year.

Box b - Employer’s identification number
The number printed in this box is stored in the PAWIxxx file. The Federal Withholding record in the

file containsafield for Tax ID. Whatever is stored in this field printsin Box b. The number stored in
thisfield is entered using the Withhol dings function on the File Maintenance menu.

Box ¢ - Employer’s name, address, and Zip code

Thisinformation is stored in the PAINxxx file. The information is entered in the file using the
Company Address option in the Payroll Information function on the File Maintenance menu.

Box d - Employee’s social security number
Thisnumber is stored in the PAEGxxx file. Each employee’s social security number is entered on the

Employee Genera Information screen in the Employee function on the File Maintenance menu asthe
employee is added to the payroll system.

Box e - Employee’s name, address, and ZIP code

The employee'saddressinformation is stored in the PAEGxxx file. Thisinformation is entered on the
General Information screen in the Employee function on the File Maintenance menu.

Box 1 - Wages, tips, other compensation
Thisamount islocated in the YTD column of the FWH code row in the Earnings section of the
Employee Federal Tax History screen, Page 4 of 6, in the Employee History function on the File
M aintenance menu.

This amount includes the earnings for Earning codes that were not excluded from federal
withholding, tips, and other compensation.

Amounts entered in the GTL I, 457 Plan, and Non-457 Plan fields on the Employee Miscellaneous
History screen, Page 1 of 6 are also included in Box 1 when the W-2 forms are printed.

Any amount in excess of the $5000 Cost of DCB limit is aso included in Box 1.
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Box 2 - Federal income tax withheld
Thisamount is the total of the federal withholdings withheld from the employee’s paycheck by the
payroll system as you processed payroll each pay period. The amount is stored in the PAEWxxx file

and displayed on the Employee Federa Tax History screen. The amount in the YTD column of the
FWH code row in the Tax Amount section of the screen is printed in Box 2.

Box 3 - Social security wages

The amount inthe YTD column in row OAS of the Ear nings section on the Employee Federa Tax
History screen, Page 4 of 6, is printed in Box 3.

Thisfigureisadjusted by adding the amount entered in the Cost of GTL1 field and subtracting the
amount located in the FICA Tipsfield. Both of these fields are located on the Employee
Miscellaneous History screen.

Inthe Cost of DCB field, any amount in excess of the $5000, the Cost of DCB limit, will beincluded
in Box 3.

Box 4 - Social security tax withheld

The amountsin the YTD columnin row OAS of the Tax Amount section on the Employee Federal
Tax History screen, Page 4 of 6, is printed in Box 4. This amount should not exceed $4,240.80.

Box 5 - Medicare wages and tips

The amount in the YTD column in the row M ED of the Earnings section on the Employee Federa
Tax History screen, Page 4 of 6, plus the amount inthe GTL1 field isprinted in Box 5.

Box 6 - Medicare tax withheld

The amount in the YTD column for the row MED in the Tax Amount section on the Employee
Federal Tax History screen, Page 4 of 6, isprinted in Box 6.

Box 7 - Social security tips

When payroll is processed, any type T Earnings Code used in the pay period updates the FICA Tips
field in the pay period month column on the Employee Miscellaneous History screen, Page 1 of 6.

When W-2's are printed, the amount located in the FICA Tipsrow in the YTD columnisprinted in

Box 7. The sum of the amountsin boxes 3 and 7 cannot exceed $68, 400, the social security wage
base.

Box 8 - Allocated tips
An amount must be entered manually in the Allocated Tipsfield. The Allocated Tipsfield islocated

on the Employee Miscellaneous History, Page 1 of 6, screen in the Employee History function on the
File Maintenance menu. The system prints the amount entered in the Allocated Tips field in Box 8.

Box 9 - Advance EIC payment

The amount in the Adv EIC Pymt row in the YTD column on Employee Miscellaneous History
screen is printed in box 9. Thisfield is updated as payroll is processed during the year.
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Box 10 - Dependent care benefits

The amount located in the Cost of DCB row inthe YTD column is printed in Box 10 of the W-2
form. Thisfield is located on the Employee Miscellaneous History, Page 1 of 6, screen. You must
enter thisamount manually. Any amount entered in thisfield in excess of the $5, 000 limit isincluded
in Boxes 1, 3, and 5.

Box 11 - Non-qualified plans

The Employee Miscellaneous History screen contains a 457 Plan and a Non- 457 Plan field.
Amounts for these fields must be entered manually. If an amount is entered in both rows, the total of
the YTD columns for the two fields appears in Box 11. This amount also updates Box 1.

Box12- Benefits included in Box 1

Any Earning codes set up as an Earning type F, afringe benefit, isincluded in this box. The system
checks the setup for the earning codes listed on the Employee Earnings History screen to determine
which earning codes are type F. The amount in the YTD column from the row for the type F earning
codeis printed in boxes 12 and 1.

Box 13 -Codes A, B, & C

This box contains codes and amounts specified by the IRS. The valid codes are A-H and J-N. These
codes are stored in the Code column of the W2CODE table. The values stored in this table can be
accessed using the Tax Tables function on the File Maintenance menu.

The amount printed with a code A is taken from the Uncol OASDI field on the Page 1 of 6 -
Employee Miscellaneous History screen

The amount printed with a code B istaken from the Uncol M edicar e field on the Page 1 of 6 -
Employee Miscellaneous History screen

The amount printed with a code C is the amount in the YTD column of the GTLI row on the Page 1
of 6 - Employee Miscellaneous History screen. This amount is the portion of the employer paid
premium to provide group term life insurance in excess of $50, 000 to the employee. Thisamount is
calculated and entered in this field manually.

Box 13 -Codes D-H

To have the system print amounts for codes D-H, you must setup a deferred compensation deduction
so that the first four characters of the deduction’s Description field match the entry in the Source
column of the W2CODE table for the row with the desired code. For example, adeduction for a
401K plan must contain 401 as the first three of the first four charactersin the deduction’s
Description field.

The amount located In the Y TD column for any deduction whose description matches an entry in the
Sour ce column of the W2CODE table printsin Box 13 with the entry in the Code column for that
row.

If an individual employee has more the 3 deduction codes that need to be printed in box 13, a second

W-2 is printed. The subtotal for box 13 only includes the YTD amounts for those deductions printed
with codes D-H.
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Box 14 - Other

On the Page 5 of 6 - Employee State Tax History screen, the amount inthe YTD column for any state
“other” tax contribution—a withholding code using the format SOx—is printed in this box.

The first four characters entered in the Description field for the state “other” tax code in the
Withholdings function on the Code Maintenance menu is aso printed in this box next to the
withholding Y TD amount.

If the first four charactersin the Description field for a deferred compensation match an entry in the
Sour ce column of the W2CODE2 table, the amount in the YTD column for that deduction isalso
printed in box 14.

Box 15 - Check Boxes

There are four YES/NO fields on the General Information screen in the Employee function on the
File Maintenance menu.

If YESis selected for:

Field Action

Participatingin 401K? an X isplaced in the Deferred compensation area for the employee
Eligiblefor pension? an X isplaced in the Pension plan areafor the employee
Satutory Employee?  an X isplaced in the Statutory employee area for the employee

Deceased? an X isplaced in the Deceased area for the employee

Note I

OSA S does not handle a 942 Employee or Legal representative so these boxesin Box 15 are not
checked.

Box 16 - Name of State and Employer’s State ID No.

The SUI field in the State Tax Information section of the Employee Tax Information screen in the
Employee function on the File Maintenance menu contains the postal code for the employee’s state
unemployment insurance state. The system prints the postal code entered in the SUI field in Box 16.
If the employee worked in multiple states, the first state listed on the first row in the State Tax
Information section of the Employee Tax Information screen prints on the federal copy of the W-2
form.

The Employer’s state ID number is printed from the SWH tax code state withholding record. This
information is setup using the Withholdings function on the File Maintenance menu. Whatever is
entered in the Tax | D field for the SUI state printsin Box 16.

Box 17 - State wages, tips, etc.

In the Ear nings section of the Page 5 of 6 - Employee State Tax History screen, the amount located
in the YTD column for the state's SWH row is printed in Box 17.
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Box 18 - State Income Tax

In the Tax Amount section of the Page 5 of 6 - Employee State Tax History screen, the amount
located in the YTD column for the state’s SWH row is printed in box 18.

Box 19 - Locality name

The value entered in the Description field for the local tax record in the Tax Authority function on
the Codes Maintenance screen printsin box 19.

Box 20 - Local wages, tips, etc.

The amount inthe YTD column of the LWH row in the Ear nings section of the Employee Local
Tax History screen isprinted in the top row of Box 20. If the employee has another local withholding,
the YTD amount for the second withholding is printed in the second row.

The information for local tax earningsis displayed on the Page 6 of 6 - Employee Loca Tax History
screen in the Employee History function on the File Maintenance menu.

Box 21- Local income tax

The amount located in the Y TD column of the LWH row in the Tax Amount section of the
Employee Local Tax History screen is printed in the top row of Box 21. If the employee has another
local withholding, the Y TD amount for the second withholding is printed in the second row.

Theinformation for local tax amounts withheld is displayed on the Page 6 of 6 - Employee Local Tax
History screen in the Employee History function on the File Maintenance menu.
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Deleting Last-Year Files

After you have completed all last-year processing, printed W-2s, and backed up your datafiles, select
the Close Last Year function on the Periodic Processing menu to delete the last-year files.

You must be in the current-year files to perform thisfunction. Enter YES if you printed W-2s, made
a backup.

Because the Close Last Year function deletes al of the last-year files from the system, you are
prompted to confirm that you want to proceed. When you enter YES, the last-year files are erased.
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Payroll Accrual Entries

Since payroll processing is always reported on acalendar year basis, you may need to make ajournal
entry in General Ledger to reflect the accrual for gross pay that is earned in the year but not paid.
Normally, this accrual is calculated for labor costs only, excluding payroll taxes. To make this entry,
calculate the number of daysin the previous year that have not been accounted for and figure you
labor costs for these days.

In General Ledger, make a debit entry to you Department Expense account and a credit entry for the
same amount to the Accrued Payroll account—or the account that you have setup for this purpose. In
the new year, you will reverse these entries since they will be accounted for in the normal accounting
cycle. In other words, you will now debit the Accrued Payroll account and credit the Department
Expense account for the same amount.

This situation usually exists only for companies who pay biweekly instead of semimonthly since the

payroll periods may not end exactly at the end of the year. If you have additional questions on this
procedure, consult your accountant.
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EMPLOYEE FILES

Payroll Employee Deductions file (PADEXxxx)

The Employee Deductions file stores the scheduled deductions set up for each employee. Thereis
one record per deduction.

Payroll Employee General Information file (PAEGXXxX)

The Payroll Employee General Information file stores basic information for each employee: name,
address, social security number, department, group code, and so forth. Thisinformation is entered
for each employee through the Employees function on the File Maintenance menu.

Payroll Employee Personnel file (PAEPxxx)

The Payroll Employee Personnel file stores the personnel information displayed on Personal
Information screens 1 and 2. There is one record for each employee. Thisinformation is entered
through the Employees function on the File Maintenance menu.

Payroll Employee Federal/State/Local Withholdings file (PAESxxXx)

Payroll Employee Federal/State/L ocal Withholdings file stores the federal, state, and local
withholding codes set up for each employee’s withholding. There is one record for the federal and
one for each state and each local withholding.

SYSTEM FILES

Payroll Tables file (PATB)

The Tablesfile holds the tables used by the Payroll application. The sample Tablesfileiscopied into
the data directory when the Payroll application isinstalled. The tables are set up and maintained
through the Tables function on the File Maintenance menu.

Payroll Tax Tables file (PATX)

The Tax Tablesfile holds the table information necessary to calculate most federal and state tax
withholding. The federal and state tax tables are included in the Tax Table file when the Payroll
application isinstalled. Thetax tables are set up and maintained through the Tax Tables function on
the File Maintenance menu.

Payroll Codes file (PACO)

The Payroll Codes file storesinformation for each federal, state, and local tax authority. Thereisone
federal record and one record for each state and locality. The withholding code, formulalD and table
ID arestored in therecord. Each local code must have a state code associated with it. Both employee
and employer withholding codes are stored in the file. The withholding codes are entered through the
Tax Authority function on the Files Maintenance menu.
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Payroll Deductions file (PADDxxX)

The Payroll Deductions file stores payroll deduction codes and information relating to these codes.
You use the Deductions function on the File Maintenance menu to set up these codes. You can set up
to 999 codes. Thereisarecord for each code.

Payroll Department file (PADPxxx)

The Department file stores general information for each department. Thereis and earning detail
record for each earning code per department, an employer withholding record for each employer-paid
withholding per department, and an employer deduction record for each employer-paid deduction per
department. Piecestotals and total hours are each stored as separate records. Thisinformationis
entered through the Departments function on the File Maintenance menu.

Payroll Deduction Exclusion file (PADXxxXx)

The Deduction Exclusion file stores the earning codes that are excluded from specific deductions.
Thisinformation is entered through the Deductions function on the File Maintenance menu.

Payroll Earning Codes file (PAECXxX)

The Earning Codes file stores information for earning codes used in time ticket or manual check
entry. The Earning Codes function on the File Maintenance menu is used to set up earning codes.
Thereis one record for each earning code.

Payroll Earnings Types file (PAETxxX)

The Earnings Types file holds the earning types used to set up earning codes. There are eight
predefined types used by the system and an unlimited number of user-defined types can be added.
The Earning Types function on the File Maintenance menu is used to enter earning types. Thereis
one record for each earnings type.

Payroll Employee Exclusion file (PAEXXxX)

The Employee Exclusion file stores the withholding codes that an employee's earning are excluded
from along with the override factors for each withholding code. Thisinformation is entered through
the Employees function on the File Maintenance menu. Thereis one record for each withholding
code.

Payroll Formula Definition file (PAFMHDR)

The Formula Definition file stores the individual factorsused in aformula. Thereis aheader file and
adetail file (PAFMLIN) associated with the formula function. These records are modified through
the Formula Maintenance function on the File Maintenance menu.

Payroll Formula Line Detail file (PADMLIN)
The FormulaLine Detail file stores the separate lines of a complete formula. Formulalines can be

either string or numeric. Thisinformation is entered through the Formula Maintenance function on
the File Maintenance menu.

Payroll Information file (PAINxxXx)

The Payroll Information file stores information entered through the Payroll Information and the
Employees functions on the File Maintenance menu. Records include the company address, bank
account, check record, unemployment report and degree.
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Payroll Labor Class file (PALCxxx)

The Labor Class file stores the labor classes and their descriptions. Labor Classes are set up through
the Labor Classes function on the File Maintenance menu.

Payroll Withholdings file (PAWIxxx)

The Withholdings file stores withhol ding information for federal, state, and local withholding codes.
Thisinformation is entered through the Withholdings function on the File Maintenance menu. There
is one record for each code.

Payroll Withholding Exclusion file (PAWXxxX)

The Withholding Exclusion file holds theinformation for the exclusion of withholdings from specific
earning codes and deductions. Thisinformation is entered through the Withholding function on the
File Maintenance menu. Thereis one record for each exclusion.

TEMPORARY FILES

Payroll Checks Deductions file (PACDxxx)

The Checks Deductions file is temporary file that stores the deductions for each paycheck created
when you run the Calculate Checks or Manual Checks function on the Payday Work menu. The
information in thisfileistransferred to the Check History Deductions file when you select the Post
Checks function from the Payday menu. The information in thisfile is erased when the Post Checks
function is completed.

Payroll Checks Earning file (PACExxx)

The Checks Earning fileistemporary file that stores the earning codes for each paycheck. Thefileis
created when you select the Calculate Checks or Manual Checks functions from the Payday Work
menu. Theinformation inthefileisposted to the Check History Earningsfile when you post checks.
Thefile is erased when the Post Checks function on the Payday menu is completed.

Payroll Checks file (PACHxxx)

The Checksfile is atemporary filethat stores general information about payroll checks created
through the Cal culated Checks or Manual Checksfunctions. The information in thisfileis
transferred to the Check History file when you select Post Checks from the Payday Work menu. The
fileis erased when the Post Checks function is completed.

Payroll Checks Withholding file (PACWxxx)

The Checks Withholding file isatemporary file that stores the information for each federal, state, and
loca withholding for each paycheck created through the Cal culated Checks and Manual Checks
functions. Theinformationin thisfileistransferred to the Check History Withholdingsfile when you
select the Post Checks function is completed.

Payroll Transactions Post file (PATPxxXx)

Records are created in the Transactions Post file when time tickets are posted through the Post
Transactions function on the Daily Work menu. There isone record for each earning code and one
record for each deduction code. A separate record is stored for piecesif avalue was entered in the
Pieces field on the time ticket. A sequence number allows for earnings to be split between several
different paychecks. The Prepare Checks function creates paychecks based on the information stored
inthisfile.
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Payroll Transactions file (PATRxxX)

The Transactions file holds the detailed time ticket and miscellaneous payroll entries that are entered
through the Payroll Transactions functions on the Daily Work menu. The Time Ticket Journal and
the Miscellaneous Journal list the contents of thefile. Theinformation in thefileistransferred to the
Payroll Transactions Post file, the Employee file, and the Department file when the Post Transactions
function isselected. The information in thisfileis erased when the Post Transactions function is
completed.

HISTORY FILES

Payroll Employee Deduction History file (PAEDxxX)

The Employee Deduction History files stores historical information about deductions for each
employee. Thereis one record for each deduction per employee.

Payroll Employee Earnings History file (PAEExxX)

The Employee Earnings History file stores historical information about earnings for each employee.
There is one record for each earning code per employee. Thereisalso one record for gross and net
earnings and one record for FICA tips and tips deemed wages.

Payroll Employee Miscellaneous History file (PAEMxxXx)

The Employee Miscellaneous History file stores information about miscellaneous information such
as weeks and hours worked, weeks worked under the limit, allocated tips, cost of GTLI, and other
figures. Thereisone record for each employee. One record stores hours worked and weeks worked
under limit. Selecting the Employee History screen from the Employee History function can access
thisinformation.

Payroll Employee History Withholding file (PAEWxxXx)

The Employee History Withholding file stores historical information about withholding for all
employees. Thereisonerecord for each withholding per employee. Thisinformation isdisplayed on
the Employee Federal, State, and Local Tax History screensin the Employee History function on the
File Maintenance menu.

Payroll Check History file (PAHCxxx)

The Check History file holds general information of check history for paychecks generated through
the Calculated Checks function or entered manually through the Manual Checks function. Records
are appended to this file during the Post Checks function. You can delete records through the
Periodic Maintenance function.

Payroll Check History Deductions file (PAHDxxXx)

The Check History Deductions file holds deduction information for each paycheck generated through
the Calculate Checks function or entered manually through the Manual Checks function. Recordsare
appended to thisfile during the Post Checks function. You can delete records through the Periodic
Maintenance function.
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Payroll Check History Earnings file (PAHExxx)

The Check History Earnings file holds earnings information for paychecks generated through the
Calculate Checks function or entered manually through with the Manual Checks function. Records
are appended to thisfile during the Post Checks function. You can delete records through the
Periodic Maintenance function.

Payroll Check History Withholdings file (PAHWxXxX)

The Check History Withholdings file holds withholdings information for paychecks generated
through the Calculated Checks function or entered manually through the Manual Checks function.
Records are appended to thisfile during the Post Checks function. You can delete records through
the Periodic Maintenance function.

Payroll Transaction History file (PATHxxXx)

Time tickets and miscellaneous payroll entries that you enter through the Payroll Transactions
function update the Transaction History file when you post transactions. The records are deleted
through the Periodic Maintenance function. Thereis one record for each time ticket and one record
for each miscellaneous payroll deduction entry.

Payroll Leave History file (PAHVxxx)

The Leave History file stores the detail leave adjustments, hours taken and hours accrued for the
period. Thisfile aso stores the beginning balances for each employee for both vacation and sick
leave. When the Roll-Up Leave Balances function is performed, all entries are purged, and the
beginning balances are created in thisfile
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Payroll Checklists

1.

2.

Setup Checklist

Daily Work Checklist
Payday Work Checklist
Month end Checkilist
Quarter end Checklist

Year end Checklist
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Setup Checklist

Read the Resource Manager User’s Guide

Read the Payroll User’s Guide

Plan the Implementation Schedule

Update the tax tables (install Payroll Tax Routines)

Set up Options and Interfaces (Resource Manager User’s Guide)
Set up Earning Types

Set up Earning Codes

OOdooood

Build the tables:
Thesetablesarerequired These tables are optional depending
to process Payroll: on files used:
[[] ADIMNxxx [[] HEADDHxxx
|:| FREQxxx |:| HEADGHxxx
|:| GL DEPxxx |:| MAXV Sxxx
[] GLPAYxxx [] siCeoxxx
|:| PACTLXxX |:| VA Coexxx
|:| USRDDxxx |:| TCALCxxx
[[] usrDRxxx [] PasocnvT
Set up Deductions

Set up Tax Authorities

Set up Withholdings

OO0 0O

If necessary, Set up or edit Formulas
[] Setup Department
D Set up Payroll Information

»  State Unemployment Reports
»  Company Address

*  Employer Bank Information

D Set up Labor Classes
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D Set up Employees

D Use the Roll Up Leave Baances function to initiate leave history

General Information
Salary Information

Tax Information

Personnel Information One

Personnel Information Two

Enter leave adjustments for Sick and Vacation Hours remaining

Payroll Access Codes

To safeguard the data in the system, unauthorized users should not be allowed to access the Payroll
system. You can use the Resource Manager Access Codes function to set up access codes. You can
set up access codes for the Payroll system itself, for any menu in the system, or for individual
functions.
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Daily Work Processing Checklist

D Enter in Payroll Transactions for hourly employees and for salaried employeesif you are
tracking their hours worked.

Copy recurring entries for hourly and salary employees.

Print a Time Ticket journal to verify hours entered and recurring entries that you have copied
over.

Print a Miscellaneous Deductions Journal for any deductions you have entered.

Backup datafiles.

OO0 OO0

Post Payroll Transactions.
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Payday Work Checklist

When payday rolls around for a group of employees, follow these steps to calculate and print their
regular paychecks.

O

O
O
O

Ooo

Make sure that you have entered and posted all the payroll transactions for the group of
employees.

Use the Cal cul ate Checks function to cal cul ate the earnings and deductions for each employee.
If you need to produce manual checks in addition too regular payroll checks, use the Manual
Checks function.

Print the Edit Register and make sure that the payroll is correct.

If you have the option Automatic Accrual of Vacation/ Sick Time? set to YES, print the
Vacation and Sick Leave Report and verify the amounts accrued for vacation and sick leave this
pay period. Usethe Accrual Adjustments function to make changes in the amounts of sick and
vacation time accrued for this pay period.

Print the paychecks

Print the Check Register and save it as arecord of the check numbers you issued this pay period
Print the Paycheck Received Report, Withholding Report, the Employer’s Tax Report, and
Employer’s Liability Report, and the Pay Period Deduction Report for arecord of your
employees’ withholding and deductions and your company’stax (FUTA, FICA and SUI)
liabilities for this pay period.

Back up thefiles. Then post the checks to update the Employee History, Department and

(optional) Check History files, and to post entriesto General Ledger and Bank Reconciliation if
they are interfaced.
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Month-End Checklist

-482

D Post the payroll checksfor the last payroll cycle of the month.

D Print the monthly reports:

Earnings and Deductions Report
Monthly Employer’s Tax Report

Sick and Vacation Report

Transaction and Check History Report
Monthly Withholding Report
Department Report

(OPTIONAL) Print any additional reports or save them to afile

D Backup data files.

D Run the Post Expenses to GL function on the Periodic Processing menu.

D Backup data filesagain. Do not use the same diskette or tape used earlier.
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Quarter-End Checklist

D Post the payroll checksfor the last payroll cycle of the quarter.

D Print the quarterly reports:

»  Earnings and Deductions Report

*  Sick and Vacation Report

*  Quarterly State Unemployment Report

e Transaction and Check History Report

e  Quarterly Employer’s Tax Report

e Quarterly Withholding Report

*  Department Report

. 941 Worksheet

(OPTIONAL) Print any additional reports or save them to afile.

Backup datafiles.

Run the Post Expenses to GL function on the Periodic Processing menu.
Backup data filesagain. Do not use the same diskette or tape used earlier.

Select the Quarter End option in the Periodic Maintenance function on the Periodic Processing
menu to clear the QTD column for Employee History and Department files.

(OPTIONAL) Remove any History files.

O OOoooad
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Year-End Checklist

D Post the payroll checksfor the last payroll cycle of the year.

D Print the quarterly reports:

»  Earnings and Deductions Report

*  Sick and Vacation Report

*  Quarterly State Unemployment Report

e Transaction and Check History Report

e  Quarterly Employer’s Tax Report

e Quarterly Withholding Report

. 941 Worksheet

(OPTIONAL) Print any additional reports or savethem to afile.

Backup datafiles.

Run the Post Expenses to GL function on the Periodic Processing menu.
Backup datafilesagain. Do not use the same diskette or tape used earlier.

Select the Year End option in the Periodic Maintenance function on the Periodic Processing
menu to perform the following tasks:

Oooooo

*  Createlast-year files.

 Clear QTD and YTD columns for new-year Employee History and Department files.
(OPTIONAL) Remove outdated transaction and check history by entering a date to refer to.
»  Deleteterminated employees from the Payroll filesfor the new year.

Delete outdated recurring entries using the Purge Recurring Entries on the Periodic Processing
menu.

Consolidate sick and vacation balance records using the Roll Up L eave Balance function on the
Periodic Processing menu.

If you elected to have the system accrue vacation and sick hours, switch to the new year files
using F9. Then select Tables from the File Maintenance menu to update the MAXV Sxxx,
SICcexxx, and VA Ccexxx tables for the new year.(if necessary)

Otherwise, manually update sick and vacation hoursin the new-year using the Leave
Adjustments function on the File Maintenance menu.

O O 0O 0 0

Update the federal, state, and local tax tables and formulas in the new-year if necessary.
Subscribing to the Software Fitness Program ensuresthat you are aways up to date. If you have
received an update disk, install it instead of manually updating the tables.
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Rebuild the new-year PAEPxxx, PAEDxxx, PAEWxxx, PAEExxx, PAESxxx, and PAEGxxx
files using the Change File Size and/or File Rebuild/Verify function on the DataFile
Maintenance menu in Resource Manager.

Switch to the new year files using F9 to process payroll in the new year.

Switch to the last-year files using F9 to update the last-year Employee and Department files,
then select the Manual Checks function on the Payday Work menu.

Print the W-2 forms from last year.

(OPTIONAL) Deletelast files using the Close Last Year function on the Periodic Processing
menu.

OO0 oo 0O
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