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Payroll

Introduction

Welcome to OSAS

Welcome to the Payroll application for OPEN SYSTEMS
Accounting Software® (OSAS®). Payroll helps you
automatically figure employee wages; federal, state, and local
withholding; and deductions. Payroll also tracks bonus pay and
sick and vacation time and accumulates i nformation for tax
reporting. Finally, Payroll helps you produce paychecks,
reports, and employee W-2 forms.

Payroll plugsinto Resource Manager, the foundation of OSAS.
Consult the Resource Manager guide for more information on
basic OSAS functionality and details on how Resource
Manager works within the OSAS system.

About This Guide

This guide describes the functions that make up the Payroll
application and gives details on how Payrall fits into your
existing business workflow. This guide is divided into these
sections:

e Chapter 1 introduces OSAS and the Payroll application,

and describes the basics of the Payroll system and how to
navigate around OSAS.
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CHAPTER 1 ¢ Introduction

e Chapter 2, Installation and Conversion, details how to install Payroll using
Resource Manager and how to create or convert the datafilesit requires.

e Chapter 3, Getting Started, gives information and checklists on the steps you
need to perform to set up Payroll.

e Chapters 4 through 12 contain function descriptions organized by menu.
These chapters mirror the order that appears on the Payroll menu.

«  The Appendixes contain supplementary material not directly related to
Payroll functionality.

e Thelndex isatopical referenceto the information in the rest of the chapters,
and concludes this guide.

Conventions

Inquiry

Maint

1-2

This guide uses the following conventions to present information.

When the Inquiry or Maintenance commands (or both) are available for afield,
the Inquiry and Maint flags appear in the margin. See page 1-32 and page 1-36
for more information on these commands.

When you see the phrase “use the Proceed (OK) command” in this guide, press
Page Down in either text or graphical mode to continue. In graphical mode, you
can aso click OK to proceed.

If you use the Direct Deposit application that is available for Payroll, additional
features and functions were added to Payroll when you installed Direct Deposit.
When afeature or function has been added and is only available when you use
Payroll with Direct Deposit, the Direct Deposit icon appears in the margin. See
page 1-15 for more information.

Payroll



The Payroll System

Use the Payroll system to automatically figure employee wages, federal, state,
and local withholding; and deductions. The Payroll system also tracks bonus pay
and sick and vacation time and accumulates information for tax reporting.
Finally, use the Payroll system to produce paychecks, reports, and employee W-2
forms.

Application Interaction

Payroll can be used as a standalone application, but you get optimal use from it
when you interface it with other applications.

Direct

Deposit * Payroll

F ¥

Bank

Job Cost Reconciliation

Interfacing applications means that the information you enter in one application
can be transferred to and used in other applications, reducing data entry time and
the number of errors that might creep in along the way.

Payroll 1-3



CHAPTER 1  Introduction The Payroll System

Menu Structure

The Payroll menu structure is similar to the structure of other OSAS applications.
Functions appear roughly in order of use.

Codes Maintenance

Use the functions on the Codes Maintenance menu to set up such codes for your
payroll system as earning codes, deductions, and withholdings.

File Maintenance

Use the functions on the File Maintenance menu to set up and maintain
information about your employees. For example, use the Employees function to
establish and update information about your employees.

Employee Inquiry

Use the functions on the Employee Inquiry menu to view (but not change)
information about employees. If you are running OSAS through a multiuser
network, severa people can look up the same information at the same time.

Daily Work

Once you establish the employee records using the functions on the File
Maintenance and Codes Maintenance menus, you can use the functions on the
Daily Work menu to enter transactions for your employees. The kind of entries
you make depends on how your employees are paid—whether the employeeis
paid by the hour or piece or whether the employee is salaried. You might not use
these functions every day; if your employees are paid monthly, for example, you
might enter transaction information only once a month.

After you enter transactions, you can edit and review them. Then post the
transactions so that you can produce paychecks.

Payroll
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Payroll

Payday Work

Use the functions on the Payday Work menu to calculate and/or enter, produce,
and post checks. The system can automatically calculate an employee's pay (for
example, if the employeeis salaried), or you can manually enter checks (for
example, if the employee is paid according to how many pieces he or she
produced).

You can aso void checks, adjust vacation and sick hours accruals, and produce
severa reports.

Reports

Payroll offers two categories of reports: Payroll Reports and Personnel
Reports. Both types summarize information from files. Payroll reports list
information primarily from the history files. Personnel reportslist information
from the employeefiles.

Use the functions on the Reports menu as often as necessary to produce
summarized information about transactions, tax information, employees
statuses, and salary history.

Periodic Processing

After doing daily work and producing reports, you can use the functions on the
Periodic Processing menu to produce monthly, quarterly, and annual reports for
federal, state, and local tax authorities. You can also produce a worksheet that
helps you fill out the 941 form, and you can produce employee W-2s. Finally,
you can close last year’sfilesin preparation for the new year.

Master File Lists

Information that you enter in the functions on the File Maintenance menu is kept
in major files. Use the functions on the Master File Lists menu to produce lists
containing the files' contents: details about employees, withholdings and
deductions, and payroll formulas.



CHAPTER 1  Introduction The Payroll System

File Information

1-6

The information you enter in Payroll functionsis stored in files. Each file falls
into one of four categories: employee files, attribute files, temporary files, and
history files. (OSAS does not make a distinction between categories of files. The
files are described in terms of categoriesto give you a better idea of how each fits
in.)

Employee Files

The employee files serve as permanent sources of information: data staysin the
filesuntil you removeit.

The PAEGxxx (Employee General Information) file holds the following
information, which you enter through the Employees function:

¢ general employee information (employee 1D, name, address, and so on)

« employee codes (EEO code, vacation codes, earning code, and so on)

e department, group code, labor class, and payment type (hourly or salaried)
e salary and/or hourly pay rate

e pay periods per year

« jobtitle

« accrued and taken sick and vacation time

The PAEPxxx (Employee Personnel) file holds the following additional
employee information, which you enter through the Employees function:

e educationd history

¢ pay change and bonus information
e ten user-defined dates

e comments

The PAESxxx (Employee Federal/State/L ocal Withholdings) file stores the
federal, state and local withholding codes that an employeeis set up to have
money withheld for. A codeis set up for each state or locality in which the
employee works.

Payroll
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Attribute Files

The attribute files hold data that you can assign to each employee. These
attributes often carry their own function names. These files serve as permanent
sources of information: data staysin these files until you removeit.

The PACO (Payroll Codes) file stores information about federal, state, and local
tax districts, which you enter through the Tax Authority Setup function. Each
state or local code record contains the withholding code, tax table 1D, and tax
formulafor the tax district. The file stores both employee- and employer-side
withholding information.

The PADExxx (Employee Deductions) file stores information for each payroll
deduction, which you enter through the Deductions function. Each deduction
has a description and ageneral ledger account number; whether or not the
deduction is deferred compensation, employer-paid, and calculated on gross or
net pay isindicated. The PADExxx file also stores the employer liability account
number for employer-paid withholdings and the override factors for deductions.

The PADDxxx (Company Deductions) file stores the payroll deduction codes and
information relating to these codes, which you enter through the Deductions
function.

The PADPxxx (Department) file stores general information for each department

you set up: each earning code for the department, the employer-pai d withholding
and deduction, and piecestotals and total hoursfor the department. You enter this
information through the Departments function.

The PADXxxx (Deduction Exclusion) file stores exclusions of earning codes
from payroll deductions, which you enter through the Deductions function.

The PAECxxx (Earning Codes) file stores information that you use when
entering time tickets or manual checks. Each earning code includes the following
information, which you enter through the Earning Codes function:

e description

*  whether the earning code isincluded in net pay and fixed withholding
¢ theearning type

e thegeneral ledger account number

e the multiplier and add-to-base factor

1-7



CHAPTER 1  Introduction The Payroll System

1-8

The PAETxxx (Earnings Types) file stores earning codes information, which you
enter through the Earning Types function. (Each earning code must be assigned
an earning type.).

The PAEXxxx (Employee Exclusion) file stores withholding code exclusion
records for employees and the override factors for each withholding code, which
you enter through the Employees function.

The PAFMHDR (Formula Definitions) file stores the individua formulalines
needed to process a function. Set up these formulas through the Formula
Maintenance function.

The PAFMLIN (Formula Line Detail) file stores separate lines of a complete
formula

The PAGDxxx (Tax Group Detail) and the PAGHxxx (Tax Group Header) files
store combinations of tax authorities and withholding codesfor usein calculating
tax withholdings for employees.

The PAINxxx (Payroll Information) file stores avariety of general information,
which you enter through the Payroll Information function:

e recordsfor state unemployment report
e company address

e bank account ID

¢ degree codes and descriptions

The PALCxxx (Labor Class) file stores the labor classes and their descriptions,
which you enter through the Labor Classes function.

The PARExxx (Recurring Entries) file stores information about recurring time
tickets, which you enter through the Recurring Entries function.

The PAWIxxx (Withholdings) file stores payroll information for federal, state,
and local withholdings, which you enter through the Withholdings function.
Each withholding has a description, agenera ledger account number, atax 1D,
and afixed percentage (if appropriate); whether or not the withholding is
employer-paid and the weeks worked limit are indicated. If the withholding isan
employer-paid withholding, this file also holds the employer liability account.

Payroll
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The PAWXxxx (Withholding Exclusion) file stores the exclusions of deductions
and earning codes from payroll withholding, which you enter through the
Withholdings function.

Temporary files

The temporary files store information created from an action you perform and
send that information to a different file—usually a history file—when you post.

The PACDxxx (Checks Deductions) file stores the deductions taken for each
employee paycheck.

The PACExxx (Checks Earning) file stores the earning codes for each employee
paycheck.

The PACHxxx (Checks) file stores the latest batch of unposted checks that have
been prepared for employees.

The PATPxxx (Transactions Post) file stores records that were posted after
transactions were entered. Records are stored for each earning code, deduction
code, and pieces (if you pay employees piece rates). Earnings can be split
between paychecks if a sequence number is assigned to each transaction. The
Calculate Checks function creates checks based on the information stored in this
file. When you post checks, thisfileis cleared.

The PATRxxx (Transactions) file stores the detailed records of time tickets and
miscellaneous payroll entries you make through the Payroll Transactions
function. You can view the contents of the file by producing the Time Ticket
Journal and the Miscellaneous Deductions Journal. The file is cleared when you
post transactions.

The PACWxxx (Checks Withholdings) file stores the withholdings for each
empl oyee paycheck.

History Files
The history files get information as aresult of a post.
The PAEDxxx (Employee Deduction History) file stores month-to-date, quarter-

to-date, and year-to date information about each employee’s payroll deductions.

1-9
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The PAEExxx (Employee Earnings History) file stores each employee’s month-
to-date, quarter-to-date, year-to-date earnings and hours worked—both gross and
net pay amounts.

The PAEMxxx (Employee Miscellaneous History) file stores miscellaneous
historical information for each employee: weeks worked, allocated tips, cost of
GTLI, DCB, 457 and non-457 plans for each month, advance EIC payments,
uncollected Medicare, and other information.

The PAEWxxx (Employee Withholding History) file stores month-to-date,
guarter-to-date, and year-to date information about each employee’s payroll
withholdings.

The PAHCxxx (Check History) file stores genera information (employee ID,
department, check number) for each check you disburse for payroll expenses.
Check records are deleted through the Periodic Maintenance function.

The PAHDxxx (Check Deductions History) file stores a record of the deductions
taken from each check you disburse for payroll expenses. Check records (and the
deductions associated with them) are deleted through the Periodic Maintenance
function.

The PAHExxx (Check Earnings History) file stores a record of the earnings
associated with each check you disburse for payroll expenses. Check records
(and the earnings associated with them) are deleted through the Periodic
Maintenance function.

The PAHWxxx (Check Withholdings History) file stores arecord of the
withholdings associated with each check you disburse for payroll expenses.
Check records (and the withhol dings associated with them) are deleted through
the Periodic Maintenance function.

The PATHxxx (Transaction History) file storesthe time tickets and miscellaneous
payroll entries you make through the Payroll Transactions function. Transaction
history is deleted through the Periodic Maintenance function.

The PAHVxxx (Leave Adjustment History) file stores the positive and negative
adjustments you make to an employee’s sick and vacation pay.

Payroll
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File Interaction

Payroll

Daily, Payday, and Periodic Work

Once your Payroll system is set up, nearly all the new datain the system comes
through the PATRxxx file. Thisfile stores the detailed records of each transaction
entry. To view the contents of thefile, produce the Time Ticket Journal and the
Miscel laneous Deductions Journal.

Periodically you post detailed information from the PATRxxx file to the
PATHxxx, PATPxxx, and PADPxxx files. After the information is posted, the
system prints the totals for the earning codes; the grand total s of all hours and
wages; the totals for deductions and one-time contributions; and the grand totals
of all deductions.

How often you post thisinformation is up to you, but you must post it before you
can calculate payroll checks. After the information is posted, the data from the
PATRxxx fileis deleted to make room for the next series of entries.

Hereisacloser look at the relationship between the PATRxxx file and other files
in the Payroll system.

Posting Payroll Transactions

When you post payroll transactions, you can save the details of each transaction
in the PATHxxx file. It keeps arecord of all transactionsto help you anayze your
payroll expenses. Posting payroll transactions also updates the PATPxxx file.

When you post payroll transactions, summary information is transferred to the
PADPxxx, PATHxxx, and PATPxxx files. They store such information as the
number of hours worked and pieces produced (if appropriate); hourly and
premium wages; and vacation, sick leave, or other out-of-the-ordinary payroll
transactions.

The information in the PADPxxx file is used when you print the Department

Report and when you post labor expense to General Ledger. The information in
the PATHxxx fileis used when you print the Transaction History Report.

1-11
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The information from the PAHDxxx, PAEDxxx, PAEExxx, PAEMXxX,
PAEWxxx, PAHCxxx, PAHExxx, PAHWxxx, PATHxxx, PAEGxxx, and
PAESxxx filesis used to produce, for example,

e payroll checks

e the Quarterly Employer’s Tax Report
e the Quarterly Withholding Report

¢ the Sick Leave and Vacation Report
e the Employee Detail List

e W-2forms and magnetic media

¢ the Check History Register

Calculating Checks

With the Payroll system, you can calcul ate checks for any number of pay periods
ayear.

To calculate checks for hourly employees, the system uses the accumul ated totals
of the summary information posted from the PATRxxx file to the PATPxxx file
since the last time you calculated checks. For salaried employees, the system
reads the amount stored in the PAEGxxx file. For both, it reads the deduction and
withholding information in the PADExxx, PAEMxxx, PAEWxxx, and PAESxxx
filesto calculate appropriate deductions, withholdings, and net pay, protecting
against exceeding withholding limits or declining balance deductions. Check
records are stored in the PACDxxx, PACExxx, PACHxxx, and PACWxxx files.

If an employeeis set up to receive more than one paycheck (for example, if the
employee worked in different departments or is receiving a bonus), the system
automatically calculates multiple checks for the employee. If you void one of the
multiple checks, the system does not recal cul ate the remaining checks.

If you have produced manual checks, you can use the Manual Checks function
to recal cul ate them.

Information from the PACDxxx, PACExxx, PACHxxx, and PACWxxx filesis
used to produce

¢ the Edit Register

¢ payroll checks
e the Check Register

Payroll



The Payroll System Introduction « CHAPTER 1

Payroll

« the Withholding Report
« the Employer’'s Tax Report

After you print the paychecks and the related reports, post the check detail to the
PAHCxxx, PAHDxxx, PAHExxx, and PAHWxxx files. These files store the detail
of the paychecks so that you can review checks when you need to investigate
salary, deduction, or tax withholding questions. Information in these files appears
in the Check History Register.

Posting checks transfers summary information to the PAEGxxx, PAEDXxxX,
PAEExxx, PAEMxxx, and PAEWxxx files. This information includes such things
as the number of hours recorded for each employee and the type and amounts of
pay each should receive for them. Specifically, it includes earning code entries
from checks, tips, pieces completed, vacation and sick leave hours and pay, and
deductions and withholdings from pay.

Year-End Maintenance

At the end of each calendar year, do year-end maintenance to prepare your files
for next year’s entries. This procedure accomplishes the following things:

e clearsout the quarter-to-date and year-to-date balances in the PADPxxx file

e removes history from the PATHxxx and PAHCxxx files previous to the date
you specify (optiona)

e clearsout month-to-date and year-to-date balances and removes records of
terminated employees from the PAEDxxx, PAEWxxx, PAEPxxx, PAEGXXX,
PAEExxx, PAEMxxx, and PAEWxxx files

e creates last-year files

When you do year-end maintenance, files for the previous year are created with
the extension .LY. You can begin processing in the new year while you are
completing processing for the previous year. After you have produced your W-2s
and backed up your files, you can usethe Close Last Year function to delete | ast-
year files and to make room for next year’s entries.

Note: After you delete last-year files, you cannot produce W-2s unless you have
backed up your files.

1-13
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Productivity Reports
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Payroll includes a number of productivity reportsin Microsoft Excel® format.
These reports connect directly to your OSAS data viathe ODBC/JDBC driver
(included with OSAS 7.5) and alow you to use spreadsheet tools to manipulate
the data as you want and produce charts and graphsto visualize trends.

The spreadsheet reports are listed on the Productivity Reports menu. Double-
click areport name to automatically launch Excel or any other spreadsheet
program capabl e of opening an Excel-formatted spreadsheet to open the report.
Use the selection boxes to filter the information that appears in the report, or use
the tool s within your spreadsheet software to create charts and graphs from the
report’s data.

Payroll
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Payroll

The Direct Deposit application is an add-on to the Payroll application that you
can purchase separately through your value added reseller. Direct Deposit adds
enhancementsto Payroll functions and al so adds new functionsto help you set up
and maintain an automatic method of depositing employee paychecks directly
into employees’ bank accounts. You can distribute an employee’s pay among as
many as Six accounts.

The Direct Deposit application is an optional application that adds functionality
to support employee direct deposits; it does not alter normal Payroll processing.
When you see the Direct Deposit icon in the margin, it alerts you that an
enhancement or function is available if you have the Direct Deposit application
installed. If you do not, skip that step or paragraph.

When you install the Direct Deposit application (after you install Payroll), the
Payroll application menu on the main menu changes to Payroll with Direct
Deposit to indicate that you added functionality. Installing Direct Deposit also
adds to the following Payroll menus:

Payday Work Enhancements are added to the Calculate Checks
and Manual Checks functions to produce vouchers
for employees participating in direct deposit. In
addition, the Print Direct Deposit Vouchers and
Create Direct Deposit File functions are added to the
menu to print employee vouchers and create the file
you need to send to your company’s bank.

Periodic Processing  The Create Prenotification File function is added to
the menu to create a file containing account numbers
and routing codes for trial runs.

1-15
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File Maintenance The Direct Deposit function is added to the menu to
set up and maintain information for employees
participating in direct deposit. In addition,
enhancements are added to the Employer Bank
Information screen in the Payroll Information
function to enter routing code and account number
information.

Master File Lists The Employee Direct Deposit Information function is
added to the menu to print alist of direct deposit
transaction records and check prenotificaiton status.

See “Ingtallation and Conversion” on page 2-1 and “ Setup” on page 3-1 for more
information on installing and setting up Payroll with Direct Deposit.

File Information

Payroll with Direct Deposit usesfiles in addition to those described previously
(page 1-6) to store employee and company direct deposit information.

The DDDIxxx (Direct Deposit) file stores employee information, such as names,
account numbers, and bank and routing information.

The DDVHxxx (Voucher History) file stores voucher history. Thisfileis cleared
when you remove check history in the Periodic Maintenance function.

The DDVKxxx (Voucher) file stores voucher information used in conjunction
with the PACHxxx (Checks) file.

Direct Deposit Work Flow

1-16

Your work flow is divided into daily and periodic tasks.
Daily Tasks
Depending on the size and nature of your company and your payroll, you might

process your payroll once amonth or every two weeks, or you might use manual
checks weekly or daily to pay employees.

Payroll
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See “File Interaction” on page 1-11 for information on organizing other Payroll
tasks.

You must do the following tasks to process direct deposit transactions:

1. Cdculate checks and manual checks.

2. Print checks and vouchers for employees.

3. Generate the Direct Deposit file.

4. Send or transmit the file to your bank.

5. Produce the Paycheck Received Report.

6. Post checks.

7. Produce the Check History Register.

Calculate Checks and Manual Checks

When you have finished posting payroll transactions, use the Calculate Checks
or the Manual Checks function to create check information before you print
checks or vouchers. When you use the Calculate Checks function, you can have
the system calculate direct deposit transactions at the same time. When you use
the Manual Checks function, you can choose to create an employee voucher.
Print Vouchers

After you have calculated checks or created manual checks, use the Print Direct
Deposit Vouchers function to produce vouchers for employees whose pay is
directly deposited.

Generate and Transmit Direct Deposit File

Use the Create Direct Deposit File function to generate the ACH (Automated
Clearing House) file you will send to the bank. Contact your company’s bank to
determine whether the file should be transmitted by modem or on a diskette.

Back up thisfile on a diskette each time you process your payroll, and keep a
copy of the ACH File Report.
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Batching

You can process multiple payrolls in apay period for transmittal to the bank on
the same day. Banksrefer to this process as batching. Each direct deposit file you
transmit must have a unique batch number. When you process severd payroll
batchesin aworking day, the system increments the batch number. If you process
one or more additional batches on different working days before sending your
direct deposit transactions to the bank, the system begins numbering batches
starting at 00000001 again. This may result in different batches with the same
number. To edit the batch number, use the Employer Bank Information screen in
the Payroll Information function.

For example, if you process batches 1, 2, and 3 on Monday and process another
batch on Tuesday, you must change Tuesday’s batch number to 4.

Note: You can have only one batch for each ACH file.

Print Paycheck Received Report

Produce a Paycheck Received Report to see which employees are scheduled to be
paid for the pay period. The report shows which employees receive vouchers and
which receive checks.

Post Checks

Before posting checks, you must create the Direct Deposit file.

If Payroll with Direct Deposit interfaces with Bank Reconciliation, a direct
deposit transaction is posted to the BRTRxxx (Bank Reconciliation Transactions)
file, along with the disbursement entries for the regular checks.

Print Check History Register

Produce the Check History Register as arecord of earnings, deductions,

withholdings, cash disbursements, and amounts that have been directly
deposited, along with voucher numbers.

Periodic Tasks
You must do the following tasks periodically:
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1. Create the Prenotification file.
2. Print selected reports and lists.
Create Prenotification File

Use the Create Prenotification File function whenever your company needs to
add or change information for employees on direct deposit. Only employee
records that have been added or changed since the last time you used this
function are included in the new file, unless you choose to resend all
prenotifications.

You must send the prenotification file to and receive approval from the bank
before you can process direct deposit transactions for employees.

Print Selected Reports and Lists

Periodically you will print selected reports and lists to review information about
your payroll and direct deposit information. Use the functions on the Payday
Reports and Posting submenu of the Payday Work menu, the Payroll Reports
menu, the Personnel Reports menu, the Periodic Processing menu, and the
Master File Lists menu.
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OSAS runs on an operating system supported by 150 MB of permanent storage
and 4 MB of RAM. You may need additional space or memory, depending on the
size of your datafiles and the operating system you use. Consult your reseller for
more information.

To start OSAS on acomputer running Windows, double-click the OSAS shortcut
on the desktop or access the program from the Start menu.

To start OSAS on an operating system other than Windows, enter osas at the
operating system prompt. If your operating system has graphical capabilities, you
can aso use the OSAS shortcut to start OSAS.

You can use the -u, -c, -a, and -t parameters in OSASS shortcut properties or after
the osas command so that the system automatically uses the appropriate user 1D,
company ID, and access code to save time logging in.

In Windows, open the OSAS shortcut’s properties and enter these parameters
after the path in the Target field (as in the example below; be sure to use the
correct directories for your system).

C:\basis\bin\bbj.exe osasstrt.txt -q -tTOO0 -cD:\osas70\progrm\config.bbx - -
uSam -aapple -cH

Note: In Windows, the -u, -c, and -a parameters must follow the separation dash.

In other operating systems, enter the parameters after the osas command, asin
this example:

osas-t T2 -c B -a apple

Note: You can enter these parametersin any order, but you must leave a space
between the parameter mark (-t, -c, or -a) and the parameter itself.

Refer to the Resource Manager guide for more information on these parameters.
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Logging In

After you start OSAS, the login screen appears.

IEX 0545 Login = |
/g\)AS ’
T OPEN SYSTEMS® decounting Software
Uszer ID Sam
Company D H  Builders Supply -
oK

Tologinto OSAS, enter your User ID, the Company ID you want to work with,
and your Access Code. If you want to save your access code so that you do not
need to enter it again, select the Save Password? check box (or enter Y in text
mode) to save your information. Finally, click OK or press Enter to login.

This screen appears only after you have set up users and access codes for the
OSAS system.

Access Codes

1-22

Access codes limit use of the system and protect sensitive information. Each
code alows access to specific applications, menus, and functions. If you cannot
select amenu or function, your access code is not authorized for it. Use the
Access Codes function in Resource Manager to set up access codes.

To change access codes, select Access code from the File menu, click the

Access Code button on the toolbar, or press F4 on the main menu. When the
Access Code box appears, enter the access code to change to and press Enter.
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Workstation Date

To change the workstation date, select Workstation date from the File menu,
click the Change Date button on the toolbar, or press F6.

ﬂSetWorkstaﬁon Date =] & =
LCommands Edit Modes Other Help
2xzea@an]? ¢ @@ oK (Anin

Wiorkstation Date 12/28/2007 75

When the Workstation Date box appears, use the button or your keyboard to enter
the date and press Enter.
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Navigating OSAS

OSAS menus and functions are available in two modes: graphical and text. The
graphical mode allows both keyboard and mouse commands and uses data entry
fidlds and buttons similar to those found in any graphical software program. The
text mode presents information in a simpler text format and uses keyboard
commands to access functions and move around the screen. If you use an
operating system that does not have graphical capabilities, the text mode is the
only mode available.

You can use either text or graphical function screens independently of the main
menu. For example, you can use text function screens while using the graphical
main menu, and vice versa. Select GUI Functions from the Modes menu or press
Shift+F6 to toggle between the text and graphical modes for function screens.

When available, press Shift+F5 to switch between graphical and text menu
modes, or press Shift+F6 to switch between modes on function screens. You can
also use the Resource Manager Defaults function to select the default mode to
use for the main menu and function screens.

In text mode, use the Page Up, Page Down, arrow, and Enter keysto move
between menus, select and enter functions, and move around function screens.
When alist of commands appears at the bottom of a function screen, press the
highlighted letter to use a command. These methods also work in graphical
mode, or you can use the mouse to click on fields and command buttons.

Graphical Mode

If you're familiar with other graphical software programs, you'll find it easy to
navigate around the OSAS graphical mode, which uses buttons, toolbars, text
entry boxes, and menus to help you move through your tasks.
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Main Menu

If you use BBj in graphical mode, the main menu is availablein two flavors:
graphical and MDI. To switch between the two styles, press Shift+F5. If you use
Visual PRO/5, the graphical main menu is the only graphical menu available.

The graphical main menu is shown below.

ﬂ T000 - OPEM SYSTEMS(R} Accounting Software

Purchase Order with Landed Cost
OSAS Web B2B

Sales Crder

Resource Manager

=l = =
File Views Tools Favorites Other User Help
G Ler 2 @ @A S
H  Builders Supply - F
/QDAS :
T OPEN SYSTEMS® Accounting Sofrware
Main Menu General Ledger - 2007 Journal Transactions
Bills of Materials/Kitting Infarmation Inguiry Transactions
Bank Reconciliation ournal Transactions Copy Recurring Entries
Payroll with Direct Deposit Reports GL Journal
Fixed Assets Productivity Repaorts GL Activity Report
seneral Ledger Periodic Processing dit Transactions
General Report Writer File Maintenance Post to Master
Inventary Statement Maintenance
Joh Cost Master File Lists

|Company H |Terminal T000 |10/04/2007 [10:32 AM

You can move around the graphical menu in these ways:

e Click an application to view that application’s menu. Click a menu item to
view its functions. Double-click a function name to enter that function.

To exit from the graphical menu, click a different application or menu name

or press Tab to return to the main menu.

To exit from OSAS, click the Close box in the upper-right corner of the

screen, press F7, or select Exit from the File menu.
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MDI Main The MDI menu centralizes all OSAS functionality in one location: applications

Menu appear as tabs at the top of the screen, their menus and functions appear in a
navigation pane on the left side of the screen, and function screens appear in the
large pane on the right. Using this menu, you can open more than one function
screen at atime and move or minimize screens as needed. However, you cannot
open two functions that lock the same datafile at the same time.

B 0sas75
Ele Views ools Qther User Window Hela m— m— ————
5] & ¢ 2 B B &  CompanyD H Builders Supply ': Date: 10/05/2007 User ID: scottm
BO/Kitting | Recongiliation | Payroll - 2007 [ Assets| Ledger - 2007 | General Rw | Inventory | Job Cost | 05AS Web B2B | Orders | Purchasing | Payables | Recsivak
Infarmation Inguiry EX 2007 Edit Transactions
Journal Transactions o
e St Commands Edit Modes Other Scroll Commands Help i i i i
e R X 1= | & | mE| e \ ee c
GL Activity Report
Edit Transactions
GL Account Debit Credit Reference Pd
Description Date Src
401000 11838.680 A/R 12
SALES 12/03/2007 AR
501000 6934.94 AR 12
COST OF SALES 12/03/2007 AR
100000 12388.25 AR 12
CASH SALES 12/03/2007 AR
203800 549.45 |AJR 12
SALES TAX 12/03/2007 AR
104400 6934.94 |A/R 12
INVENTORY 12/03/2007 AR
104200 25033.40 AP 12
AJP LINE ITEMS 12/03/2007 AP
Entry
------- Balance —---

You can move around the MDI menu these ways.

e Toview an application’s menus, click that application’s tab.

e Toview the functions a menu contains, click the menu name. The menu
expands to list the functions it contains. Click the function name to enter the
function. The function screen appears in the right pane.

e Toexit from amenu, click a different menu name or application tab. To exit

from OSAS, click the Close box in the upper-right corner of the screen,
press F7, or select Exit from the File menu.
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Function Screens

Graphical screens contain the same functionality as text screens, presented in a
graphical format that includes easy access to commands via the mouse.

EX Tax Locations =l & |
LCommands Edit Modes Other Scroll Commands Help
2xiz|neEn[?o[0a@ oK
Tax Location M 4 MName Minnesota Sales Tax
Tax Level 1 Tax ID 23-B76182734
Authority MR Tax on: Freight? Misc?
Tax Lishility Acct 203300 Tax Refundable Acct 203800
Class  Description Sales Tax Purch Tax Tax Collected Tax Paid
ag Consumer Goods 6.500 6.500 1307.00 0o @
01 Resale Sales 0.000 0.000 .00 .00 @
02 Exempt Sales 0.000 0.000 0o 0o E]
03 IndiAgr Prod. 0.000 0.000 .00 .00
04 Intzrstate Comm 0.000 0.000 .00 .00
05 Motor “ehicles 0.000 0.000 .00 .00
06 Food Products 0.000 0.000 .00 .00
07 Clothing 0.000 0.000 .00 s} E]
03 Gasoline 0.000 0.000 .00 s} @
09 Services 0.000 0.000 .00 .00 @
Total 1307.00 00
Calculated 1307.01 00
QOverfShort -0 00
[ Enter = edit ] [Iax Loc] [ First ] [ Last ] [ Mext ] [ Prew ] [ Wiew ] [ Header ] Goto Class
|company H [10/04/2007 |Terminal T00O [OVR

You can move around the screen in these ways:

¢ Usethe mouse or press Tab to move from field to field.

buttons to move from lineto linein scrolling regions.

Use the scroll

e If ascreen appears prompting for the kind of information to enter or

maintain (such as on File Maintenance or Transactions
appropriate option and click OK to continue.

¢ PressPage Down if prompted to move to the next secti

screens), select the

on.

¢ Click Header when it appears to return to the screen’s header section.

¢ PressF7 to exit the screen and return to the main menu
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Menus

Both the graphical main menu and graphical function screens contain drop-down
menus that give you access to additional commands without using the function
keys. While you can use the function keys to access commands in graphical
mode, you may find it easier to access command through these menus.

To access a menu’s commands, click a menu title. The commands for that menu
appear, followed by any associated hot key combinationsin brackets < >. To use
acommand, click the command name or press the hot key combination.

Refer to the Resource Manager guide for more information on the menus
availablein OSAS and their commands.

OSAS gives you quick access to commands relating to the screen you're using
viaashortcut menu. The commands that are available depend on the function and
the field you are currently using. To use these commands, click the right mouse
button and select the command from the menu that appears.

On the main menu, the shortcut menu gives you access to commands that help
you manage your Favorites menu, switch between sample and live data, perform
certain setup tasks, and view function information. On function screens, this
menu helps you access help documentation, move around the function screen,
work with EIS dashboards, and so on.

The Other Commands (or F4) menu is available on both graphical and text
menu and function screens and gives you access to additional utilities and
commands not directly related to the function you’ re currently using. Among
other things, these commands open calculators or allow you to view or enter
additional information. In text mode, press F4 twice on the menu or once on
function screens to access this menu.

Consult Appendix A in the Resource Manager guide for more information on the
commands available on the Other Commands menu.

The Information (or Shift+F2) menu is available in some graphical or text
function screensin certain applications and gives you access to additional
information about a customer, vendor, item, job, bill of material, or employee.
The commands available on the Information menu are determined by the
applications you have installed, and can include:
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Menu
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¢ General Information
¢ Comments

e History

¢ Documents

e Address Lookup

Not all of the commands above appear on every Information menu; instead,
commands are available only as they are relevant to the task you are performing.
For example, if you are entering a transaction in Accounts Receivable, you can
access comments or documents about items or customers but not about
employees or vendors.

Consult Appendix A in the Resource Manager guide for more information on
how to use the functions on the Information menu.

The Favorites menu gives you quick access to the OSA S functions you use most
by allowing you to add selections for entire menus or particular functionsto a
custom menu. After you've set up the menu, select Change to Favorites from
the graphical Favorites menu or press F2 to access the functions.

The Favorites menu saves you time by eliminating the need to switch between
applications. You can add functions from several different applications to the
Favorites menu and access them al there rather than switching between
applications on the main menu to access the functions you need.

To add afunction to the Favorites menu, select the function you want to add and
press F10. Press F2 to switch to the Favorites menu to confirm that your
selection was added.

To remove a function from the menu, select the function on the Favorites menu
that you want to remove and press F10 again.

Toolbars
Aswith menus, graphical screens also contain toolbars that give you fast access

to the most frequently used OSA S commands. The toolbar for the main menu
differs dightly from that of function screens.
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Main Menu The toolbar for the main menu is shown below. Click abutton to access that
Toolbar command.

Access Command Calendar Toggle

Code Help Favorites

Workstation Application Calculator Call a BBj/Pro5
Date Versions Program
Function The toolbar for function screensis shown below. Click a button to access that
Screen command.
Toolbar
File Start Paste Calendar Online
Maintenance Over Documentation

PH s BER ?@ &A@

Delete Copy  Calculator Field Address
Help Mapping

Date Fields

G If you use BB;j in graphical mode, click the Calendar button when it appears next
to date fields to open a calendar so that you can select the date you want to enter
into that field.
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Browse

If you use BBj in graphical mode, you can use the Browse button when it
appears next to fields to navigate to directories and files and automatically enter
file pathsinto that field. Click the Browse button to open the Select Directory/
File screen, then navigate to the directory or file and click Open to automatically
enter the file path in the field.

Inquiry

The Inquiry command helps you look up and select valid entries for fields that
are connected to master file records. For example, when you use the Inquiry
command in aBatch ID field, OSAS|lists al batches you have set up so that you
can select the one you want to enter in that field. When the Inquiry button
appears next to afield, you can either click the button or press F2 to open the
Inquiry screen and search for valid entries.

Maintenance

The Maintenance command allows you to enter or edit master file records on the
fly from within functions. For example, you can use the Maintenance command
to add anew customer or item from within the Transactions function. The
Maintenance command is available when the Maintenance button appears on the
toolbar. Click the button or press F6 to open the File Maintenance function
associated with that field and enter or edit a new master file record.

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command to view a map of that address. This command
combines address information with the URL and search variablesin the Resource
Manager Web Setup function and the Map Lookup ID in the Company Setup
function to direct your web browser to a mapping website and generate the map.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation’s web browser in the Resource Manager Defaults function.
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Text Mode

Payroll

The OSAS text mode is available on all operating systems. If you use OSAS on
an operating system that does not have graphical capabilities, the text mode isthe
only mode available. In text mode, all screens are presented in an easy-to-use
textual interface that you navigate through using keyboard commands.

Main Menu

The text main menu is shown below.

X 0545 To00 [E=H Eol(E=5|

Settings Edit Print Help

11/27 /2007 Company H - Builders Supply 4:25 M

Main Menu

Eills of Materials/Kitting_

TO00l—————  0PEN S3S¥3TEMS (R) Accounting Software

When you select an application, the application’s menu is superimposed over the
main menu. Selecting an entry on an application menu opens afunction screen or
asubmenu.

You can move around the text main menu in these ways.

e Usethe arrow keys to move the cursor up and down to highlight the
application you want. Then press Enter to select it.
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*  Pressthefirst letter of the application you want to move the cursor to the
first application beginning with that letter. Continue to press the |etter key or
the down arrow until the application you want is highlighted, then press
Enter to select it.

e Usethe mouseto click an application to view that application’s menu.

e Tomoveto the first application on the menu, press Home. To moveto the
last application on the menu, press End.

¢ Onan application menu, press Page Up to move to the menu immediately
behind it. If you are several levels away from the main menu, you can return
to the main menu by pressing Page Up repeatedly or by pressing Tab once.

e Toexit from OSAS, pressF7.

Function Screens

Like the text menu, OSA S text function screens can be used on all operating
systems and in combination with graphical menus.

Settings Edit Print Help

Orders
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You can move around the screen these ways:
e PressEnter or the down arrow to move from field to field.

¢ Touseacommand that is listed in the command bar, press the highlighted
letter.

¢ Usehot key commandsto accessinformation screens or to toggle commands
on and off. Refer to Appendix B in the Resource Manager guide for more
information on these commands and their corresponding hot keys.

e If ascreen contains more than one section, press Page Down when
prompted to move to the next section.

e If amenu appears prompting you for the kind of information to enter or
maintain (such as in the example and on Transaction and File Maintenance
screens), select the appropriate option and press Enter.

¢ To exit the screen and return to the menu, press F7.
Menus

Like the graphical mode, the text mode also includes menus that give you access
to commandsthat open additional utilities, show additional information about the
task at hand, or set up a custom menu that contains frequently-used commands.

Refer to Appendix A in the Resource Manager guide for full details about the
menus availablein OSAS.

The Other Commands (or F4) menu gives you access to additional utilities and
commands not directly related to the function you' re currently using. In text
mode, press F4 twice on the menu or once on function screens to access this
menu. See page 1-29 for more information on this menu.

The Information (or Shift+F2) menu gives you access to additional information
about a customer, vendor, item, job, bill of materia, or employee. In text mode,
this menu is available when the Info flag appears at the bottom of afunction
screen.
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The commands on the menu are available only as they are relevant to the task
you are performing. For example, if you are entering atransaction in Accounts
Receivable, you can access comments or documents about items or customers
but not about employees or vendors. See page 1-29 for more information.

The Favorites menu allows you add the OSAS menus or functions you use most
frequently to a custom menu. After you' ve set up the menu, select Change to
Favorites from the graphical Favorites menu or press F2 to access the functions.

To add afunction to the Favorites menu, select the function you want to add
from the main menu and press F10. To remove a function from the menu, select
the function on the Favorites menu that you want to remove and press F10 again.
See page 1-30 for more information on this menu.

Commands and Flags

Both the text menu and text function screens et you use commandsto drill down
to more information, change companies or access codes, switch to sample data,
and perform tasks related to the function you are using. These commands are
analogous to the commands contained on drop-down menus in graphical mode.

You access commands by pressing the hot key combination for the command you
want to use. If you're working with a keyboard that lacks function keys (labeled
with an F followed by a number) or if you' re working with an emulator in UNIX
(which can cause function keys to become unavail able€), press the appropriate
aternate key combination to access the command.

Refer to Appendix B in the Resource Manager guide for alist of dl OSAS
commands and their associated hot keys.

Not all commands are available for every function or field; when acommand is
available, aflag appears at the bottom of the function screen. Common flags
include Quick, Info, Maint, Inquiry, and Verify.

¢ TheQuick flag remindsyou that you are using the Quick Entry mode to skip
fidlds that are not required. Press Ctrl+F to toggle quick entry on and off.

¢ Whenthe Info flag appears, press Shift+F2 to access the Information menu

to access additional information about a customer, vendor, item, job, bill of
material, or employee. See page 1-29 for more information on this menu.
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¢ When the Maint flag appears, press F6 to launch the appropriate File
Maintenance function to edit a master file record or enter a new one “on the
fly.” When you finish, press F7 to return to the function you were using.

¢ Whenthe Inquiry flag appears, press F2 to use the Inquiry command to look
up additional information and select valid entries for the field you are in.

*  The Verify flag reminds you that you are using verification. When this flag
appears, you must provide verification when you press Page Down or use
the Proceed (OK) command. Press Ctrl+V to toggle verification on and off.

Command Bar
The command bar appears at the bottom of function screen and gives you access

to commands that alow you to move around the screen, add or edit information,
change settings for selected lines, or select output devices.

Enter = edit, Append, Header, Totals, View, Online, Next trans

The commandsthat are available depend upon the function you are using, and are
analogous to the command buttons available on graphical screens. Pressthe
highlighted key to use acommand.

Messages

M essages appear at the bottom of the screen when a command is unavailable or
when OSAS needs information to continue.

Verification
{_ Press <Pgln> to proceed

Address Mapping

When you are working with a screen that contains an address, you can use the
Address Mapping command menu to view amap of that address. This
command combines address information with the URL and search variablesin
the Resource Manager Web Setup function and the Map Lookup ID in the
Company Setup function to direct your web browser to a mapping website and
generate the map.
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The Address Mapping command is available when the Map flag appears at the
bottom of the screen. To view a map of the first address on the screen, press
Shift+F4. To view a map of the second address (if present), press Shift+F5. The
second command is not available when there is only one address.

Note: Before you can view maps, you must set up mapping website information
in the Resource Manager Web Setup function, select the Map Lookup ID to use
in the Resource Manager Company Information function, and enter the path to
your workstation's web browser in the Resource Manager Defaults function.

All OSAS applications contain a variety of reports to help you view and analyze
your business data. Each report function includes a selection screen that allows
you to select the range of information to include in the report, which appearsin
alphabetical order when the report is produced. After you select the information
to include, use one of these options to output the report:

e Sdect Printer (or enter P in text mode) to send the report to a printer, then
select the printer to use.

e Select Print Preview (or enter R) to view the report in a preview window,
from which you can print the report later. This option isonly available on
Windows or graphical Linux workstations running BB;j.

e Select File (or enter F) to save the report to afile, then change the directory
path and file name (followed by the .txt extension), if necessary. Directory
paths and file names must be less than 35 charactersin length.

Note: To preserve formatting, view the reports you save to atext filewith a
fixed-width or monospaced font (Courier or Lucida Console, for example).

e Intext mode, enter S to view the report directly in an OSAS function screen,
then select whether to view it in Standard or Compressed width.

e When available, select Email (or enter M) to e-mail the report, then enter the

e-mail address to sent the message to, the subject for the message, and
whether to include the report as an attachment to the message.
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Generally, reports or forms that make up part of your audit trail cannot be
e-mailed. You also must set up your e-mail system in Resource Manager
before you can e-mail reports.

Note: To preserve formatting, view e-mailed reports (or attachments) with a
fixed-width or monospaced font (Courier or Lucida Console, for example).

Consult the Resource Manager guide for more information about reports.
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Installation and Conversion

Payroll Installation

Before You Install Payroll

Make sure your system meets these minimum requirements
before you install Payroll.

The Payroll system needs a minimum of 13 megabytes (13
Mb) of disk space to work correctly with programs, sample
data, data dictionaries, system files, and graphicsfiles. You
will aso need more disk space available for the datafiles you
create and maintain.

The OSAS system requires at |east one megabyte (1 Mb) of
main memory to run. More memory may be necessary in
certain environments and operating systems.

Installing Payroll

Use the Install Applications function on the Resource
Manager Installation menu (see your Resource Manager
installation manual) to install Payroll. Install the State Tax
Routines after you install Payroll. If you intend to use Direct
Deposit with Payroll, install it after you install the State Tax
Routines.
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Once you install Payroll on your system, you must prepare your data files for
everyday use.

You can prepare filesfor use with Payroll in one of two ways: you can create and
set up your files manually on anew system, or you can convert your old files
when you upgrade from an earlier version. To create files on anew system, use
the Data File Creation function on the Resource Manager Company Setup
menu (see your Resource Manager installation manual). For instructions on
converting your files, see “ Conversion” on page 2-5.

If you want to use General Ledger, Bank Reconciliation, or Job Cost with
Payroll, you must set up those applications before setting up Payroll.
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Use this section as aguide only if you have purchased the Direct Deposit add-on
application for use with Payroall. If you do not have the Direct Deposit add-on
application, skip this section.

Before You Install Direct Deposit

Make sure your system meets these minimum reguirements before you install
Direct Deposit.

Direct Deposit is an add-on module to the OSAS Payroll application. You must
install OSAS Payroll before you install Direct Deposit.

The Direct Deposit system needs a minimum of 2 megabytes (2 Mb) of disk
space to work correctly with programs, sample data, data dictionaries, system
files, and graphics files (in addition to the space required by Payroll). Having
more disk space available is necessary for the data files you will create and
maintain.

The OSAS system requires at |east one megabyte (1 Mb) of main memory to run.
More memory may be necessary in certain environments and operating systems.

Installing Direct Deposit

Payroll

1. UsetheInstall Applications function in Resource Manager (see the
Resource Manager User’s Manual) to install Payroll. Install the State Tax
Routines after you install Payroll.

2. Usethelnstall Applications function in Resource Manager to install Direct
Deposit.
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Setting up Direct Deposit

Onceyou install Direct Deposit on your system, you must prepare your datafiles
for everyday use.

You can prepare files for use with Payroll with Direct Deposit in one of two
ways: you can create and set up your files manually on anew system, or you can
convert your old files when you upgrade from an earlier version. To create files
on a new system, use the Data File Creation function on the Company Setup
menu in Resource Manager (see the Resource Manager User’s Manual). For
instructions on converting your files, see “Conversion” on page 2-5.

If you plan to use General Ledger, Bank Reconciliation, or Job Cost with Payroll
with Direct Deposit, you must set up those applications before you set up Payroll
and Direct Deposit.

Setting up Direct Deposit

2-4

Onceyou install Direct Deposit on your system, you must prepare your datafiles
for everyday use. See “Setup” on page 3-1 for setup instructions.
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If you use an earlier version of OSAS Payroll or Payroll with Direct Deposit, you
can convert your files from the older version to the current version.

When you are ready to convert files, use the Data File Conversion function on
the Resource Manager Company Setup menu (see the Resource Manager User’s
Manual) to upgrade Payroll or Direct Deposit data files. You can upgrade from
version 3.2, 4.xx, 5.xx, 6.xx, or 7.0x. If you want to convert to version 7.5 froma
version earlier than 3.2, contact a client support representative.

You must install the new versions of Payroll and Direct Deposit (if
applicable) before you convert files. You can replace and update the
programs properly only by using the Install Applications functionin
Resource M anager.

Before you convert an application’s files, make note of the version number
from the application you are converting. The Data File Conversion function
has no way of determining the information from within the function.

Because tables are also converted when you convert datafiles, any changes
made (including those in Options and Interfaces) since theinitial set up
may be lost. Check table settings and verify your options and interfaces
selections after converting al companies. If you need to reconvert a
company, either reset your options after conversion or back up the xxTB files
before converting.

Before you convert an application’sfiles, back up your data files.
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Consider Your Setup

Before you convert from your version of Payroll or Direct Deposit (if
applicable), consider the exact setup of your system. Since OSAS code can be
customized, modifications to your system might be lost if you install a new
version of a program or update afile. If you are not sureif your system is ready
for conversion, consult your Open Systems software provider.

Follow the guidelines below to convert your filesto version 7.5.

Converting from Version 4.x and Earlier

2-6

Before you begin the conversion from aversion before 5.00, you must set up one
table and gather some additional information.

Each local code must be assigned to its respective state. The system looks for the
PAS0CNVT table and usesit to assign local codes to their respective states. To
update the PASOCNVT table, follow these steps:

1. Select Application Tables from the Resource Manager Data File
Maintenance menu.

Payroll
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2.

In the Enter Table Filename field, enter PATB.

u Application Tables =NICHL_ X
Commands Edit Modes Other Help
» K = ‘ i< ‘ @ & ‘ T e @@ Abandon
Table ID b Description Enter File Name PATE
MNumber of Cals 0 Column Length 0 Type

Company H | 11/27/2007

Terminal TODO

OVR
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3. Usethelnquiry (F2) command to select PASOCNVT or enter PASOCNVT in

the Table ID field. The PASOCNVT table appears.

B rate

Commands Edit Modes Other Help

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

o1 o0z o3 04 as Og& o7 o8 og 10
11 iz 13 14 15 18 17 18 19 20
21 22 23 24 25 28 27 28 29 30
31 32 33 34 35 3E 37 38 3g 40
41 42 43 44 45 48 47 48 45 50
51 52 53 54 55 56 57 58 59 &0
el ez &3 e4 &5 113 e7 es [3=] 70
71 72 73 71 75 78 77 78 79 30
81 82 a3 854 85 =133 87 88 ag S0
e1 Sz o3 o4 85 S& e7 =k ag oa

ﬁxt§|ﬁ|ﬂ@| 7€ | 0@ OK Abandon
Table ID PASDCNVT a4 Description Conversion for Local Codes
Number of Cols 20 Column Length 2 Type A -

| companyH [ 1172772007 | Terminal Tooo [ ovR

One hundred entries arein the table. You can enter state codes, assigning them to
local codes. If you do not use local codes or do not add them to the table at this
point, the conversion still completes successfully. When you finish entering

codes, exit to the main menu.
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Converting from Version 5.0x and Earlier

In previous versions of Payroll, earnings and withholdings amounts in employee
history were broken down only to the quarter-to-date level. Beginning in version
5.1, those amounts are broken down to a month-to-date level. To accommodate
this situation, the conversion program must allocate quarter-to-date figures from
previous versions into the new month-to-date fields. The conversion program
prompts you to select one of these methods:

¢ Themonthly method divides total quarterly amounts evenly among the
monthly fields. For example,

January: 33.3%
February: 33.3%
March: 33.3%

¢ Thedaily method allocates amounts precisely. The program calcul ates days
per month and the percentage of each day in the quarter. If the last payroll
check run was in the middle of a month, the system allocates amount
percentages correctly up to that date. If you select this option, you must enter
the last check date. For example,

Quarter 1

January: 31 days of 90 in Quarter 1 = 34.44%
February: 28 days of 90 in Quarter 1 = 31.11%
March: 31 days of 90 in Quarter 1 = 34.44%

If you are converting files from OSAS 4.0x or lower, do not use the
following option.

¢ Thehistory method reads check amounts from your previous Payroll
version’s Check History file, producing a quarterly total and calculating the
monthly percentage by dividing each monthly subtotal into the quarter. The
system adds only checks that fall within one calendar year.
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This choice requires accurate historic data and is the most time-consuming,
yet accurate, of the three methods. If you select this option, you must enter
the current payroll year. For example,

Employee ID

John Doe
John Doe

John Doe
John Doe

John Doe

Total

January = $2200.00 out of total earnings of $5000.00 = 44%
February = $1800.00 out of total earnings of $5000.00 = 36%
March = $1000.00 out of total earnings of $5000.00 = 20%

Check
Number

1111
2222

3333

5555

Check
Date

01/15/00
01/31/00

02/15/00
02/28/00

03/15/00

Gross
Check
Amount

$1000.00
$1200.00

$1000.00
$800.00

$1000.00

Totals

$2200.00

$1800.00

$1000.00

Any of these split methods can cause leftover amountsto be rounded. If this
situation happens for the first quarter, the amount is entered in the first
month of the quarter. If it happens for the year, the amount is entered in

January.
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Converting to Version 7.5

Payroll

Select Data File Conversion from the Resource Manager Company Setup
menu. The Data File Conversion function screen appears.

A Data File Conversion I=NECIN. X
Commands Edit Modes Other Help
» K r= | = ] | ? & | aa OK Abandon

Select directory on which to create files.

@ ../data/

Enter directory that contains the files to be converted
C:\osasB5\data u

Do you want source files erased after conversion? [

Do you want conversion to pause if a problem is found?

Appl Description Wersion Appl Description Wersion
GL General Ledger 6.50

IN Inventory 6.50

JO Job Cost 6.50

BR Bank Reconciliation 6.50

pA  [8] Payroll 6.50

| companyH [ 111182007 | Terminal Tooo [ovR

1. Thesystemlistsall valid OSAS data paths. Select the destination directory
where your new data fileswill reside.

2. Enter the path (drive and directory) that has the files you want to convert.
You cannot enter the same path as the path you selected as the destination.

3. If youwant sourcefilesto be erased after conversion, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

4. If you want the conversion process to pause if a problem occurs, select the

box (or enter Y in text mode); if not, clear the box (or enter N in text mode).
The system considers file corruption or evidence of data not converting
correctly aproblem.
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If you are converting Payroll only, enter PA in the Appl column; Payroll
appears.

If you are converting Payroll with Direct Deposit, enter DD in the Appl
column; Direct Deposit appears.

Enter your earlier version number of Payroll or Direct Deposit and press
Enter. You can determine the version by looking at the copyrights screen
when you start OSAS, or in most versions, by using the Application
Information tool button on the menu screen in graphical mode or by pressing
Shift+F2 in text mode.

If you are converting from a Payroll version before 5.10 without Direct
Deposit to the current version with Direct Deposit, you' |l see the message
Some source files missing for DD. Do you want a printout of them?
Select No (or enter N in text mode) and continue with the remaining steps.

If datafiles aready exist for Payroll or Direct Deposit in the intended
destination path, the PA/DD data files exist. Do you want this task to erase
them? prompt appears. If you want to erase the existing files and convert the
filesfrom the version in the source path, select Yes (or enter Y in text mode);
if not, select No (or enter N in text mode). If you elect not to erase existing
files, you must change your directory choices so that no conflict exists.

If you are converting Direct Deposit files, Payroll and its version number
appear automatically. You must convert Payroll data files as well in order to
use Direct Deposit. If datafiles already exist for Payroll in the intended
destination path because you already converted them, the PA data files
exist. Do you want this task to erase them? prompt appears. If you want
to erase the existing files and reconvert the files from the version in the
source path, select Yes (or enter Y in text mode); if not, select No (or enter N
in text mode).

To begin the conversion process, use the Proceed (OK) command.

Payroll
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10.

11.

12.

13.

The Do you want a printout of error log after each application? prompt
appears. If you want the error log to be produced after files are converted for
each application, select Yes (or enter Y in text mode); if you want the log to
be produced after files for al applications are converted, select No (or enter
N in text mode). If you are converting only Payroll files, your answer to this
prompt makes no difference.

Answer the questions that appear relating to the conversion of the employee
history and last-year files.

If aproblem occurs and you indicated that you want the system to pause
when a problem occurs, aprompt alerts you. To stop the conversion process,
select Yes (or enter Y in text mode). To let the conversion run its course and
investigate later, select No (or enter N in text mode).

When the processis finished, the files are converted. Select the output
device for the error log. After the conversion finishes and the error log
prints, the main menu—with Payroll or Payroll with Direct Deposit
added—appears.
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Setup

Setup Considerations

After you have installed the software for the first time or after
you have upgraded the software, you must set up the system.
Follow the setup procedures carefully; the choices you make
determine how the system operates.

To properly set up the Payroll system, you need to gather and
organize your payroll data. You need the following
information:

e your payroll department procedures

e payroll records for each employee

« federa, state, and local tax publications

e the Payroll Sate Tax Routines media

e achart of accounts for your business

e alist of the deductions you use

e alist of the other-pay types (bonuses, tips, and so on) you
use

Codes and IDs
When you set up the system, you assign codes and IDs to tell
the system how to identify each item on file. The system uses

these identifiers to organize the information in reports and
inquiry windows.
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The system arranges code characters in a particular order. In the following list,
codes and IDs are sorted from lowest to highest, and dashes represent spaces.

————— 0
————— 1
————— z
————— a
————— 01
__a___
000000

000001

1
The organization of these codes illustrates the following principles:

¢ Thesystem reads codesfrom left to right until it finds something other than a
blank space.

« Itemsthat make up acode are always listed alphabetically. The items are
listed in this order for each position:

blank spaces

characters (-, *, /, and so forth)
numbers (0-9)

uppercase letters (A-Z)
lowercase letters (a-2)

Alphabetical rules are not intuitive when numbers are involved. Numbers are
sorted as if they were letters: when the first characters of several IDs are
compared, the ID with the smallest first character is placed first in the list. If the
first character of the IDs is the same, the second characters are compared and the
ID with the smallest second character is placed first in thelist. Thiscomparisonis
made for each character in the range of I1Ds until the IDs are clearly in
alphabetical order.
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If you use numbers for 1Ds, pad them with zeros so that they are al the same
length and numeric rules can hold true. For example, in aphabetical sorting ID
112 comes before 1D 60, since anything that starts with 1 comes before anything
that starts with 6 al phabetically. If ID 60 were ID 000060 and ID 112 were ID
000112, 1D 000060 would be listed first, since 060 is less than 112 alphabetically
and numerically.

When you assign |Ds and codes, establish aformat that makes sense for your
business and use it consistently. The following suggestions may help:

L]

Payroll

To prevent organization problems, use zerosto make all IDs the same length.
If IDs are divided into more than one part, the parts should be the same
length in every ID. Do not use spaces to divide IDs into more than one part.
For example, use ACE-01 and ACE-11 instead of ACE-1 and ACE-11 or
ACE 01.

If you use lettersin IDs, use either al uppercase or all lowercase |etters so
that the IDs can be sorted correctly.

Use descriptive IDs. For example, SALES01 and MKTGOL1 are more
descriptive | Ds than 000001 and 000002. However, if you aready use a
numbered system, you might want to stick with it.

If you want to sort items by a particular attribute—name or group—put the
attribute in the ID. For example, to organize employees by their last names,
put the first characters of the last name in the employee ID.

To ensure that you can insert new itemsinto a sequence, use a combination
of letters and numbers that leaves room in the sequence for later additions.
For example, setting up two consecutive | Ds of AND001 and ANDOO5
leaves room for three IDs in between.
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Setup Checklist

Follow the steps below to set up the Payroll system. Following the order of the
steps should save you from repeating your work. Each step is explained in this

section.

1. Set up the options and interfaces.

2. Set up earning types (PAETxxx file).

3. Set up earning codes (PAECxxx filg).

4, Set up tables (PATBxxx file).

5. Set up tax tables (PATXxxx file).

6. Set up withholding codes for tax authorities (PACO file).

7. Set up withholdings (PAWIxxx file) and tax groups (PATGxxx file).

8. Set up company deductions (PADDxxx fil€).

9. If necessary, use the Formula Maintenance function to add formulas to the
PAFMHDR (Formula Definition) and the PAFMLIN (Formula Line Detail)
files.

10. Set up departments (PADPxxx file).

11. Set up payroll information (PAINxxx file).

12. Set up labor classes (PALCxxx file).

13. Set up employees (PAEGxxx and PAEPxxx files).

14. UsetheRoll Up Leave Balances function on the Periodic Maintenance

menu to set up leave adjustments (PAHVxxx fil€).
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Setup Checklist
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15.

16.

17.

18.

19.

20.

If necessary, set up employee history (PAEDxxx, PAEExxx, PAEMxxx, and

PAEWxxx files).

Enter initial balances.

Set up recurring time tickets and deductions.

Set up access codes.

Reset options and interfaces for using the system.

Set up a backup schedule.

Payroll
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Options and Interfaces

Payroll

An application can be interfaced to work in conjunction with other applications.
Payroll can interface with General Ledger, Bank Reconciliation, and Job Cost.

General Ledger

When Payroll interfaces with General Ledger, posting in Payroll makes summary
entries (such as gross wages payabl e, taxes and other deductions withheld, net
pay, and payroll expenses incurred) in the General Ledger GLIRxxx (Journal)
file for transactions that affect the ledger.

If you void a payroll check after it has been posted, the check is backed out from
General Ledger and the check record can be added to the Payroll PACHxxx
(Checks), PACDxxx (Checks Deductions), PACExxx (Checks Earning), and
PACWxxx (Checks Withholdings) files for a manual check or to the PATRxxx
(Transactions) file for a calculated check.

Bank Reconciliation

When Payroll interfaces with Bank Reconciliation, posting checksin Payroll
creates summary disbursement entries for the checks in the Bank Reconciliation
BRTRxxx (Transactions) file for the bank account you specify.

The Payroll system can keep track of checkslost to alignment problemsin the
Bank Reconciliation application and in Payroll history to account for those lost
checks.

Job Cost
When Payroll interfaces with Job Cost, you can assign actua labor hours and
dollars to the appropriate job and phase in the Job Cost JOBSxxx (Jobs) file.

When and where appropriate, the interface also updates the number of pieces
compl eted.
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Options and Interfaces Screen

Select Options and Interfaces from the Resource Manager Company Setup
menu. The Options and Interfaces screen appears.

The name of the company you are working with appears. Specify whether the
Optionstableisshared or owned. (See the Resource Manager User’s Manual
for information about Options tables.) Then enter PA as the application ID. The

Payroll Options screen appears.

A payroll Options [= ] & EE
Commands Edit Modes Other Scroll Commands Help
2 X (= ‘ 2 | @ A | ? & | aeé OK. Abandan
Description Walue
mertace to General Ledgerp s |5
Interface to Job Cost? YES
Interface to Bank Reconciliation? YES
Save Payroll transaction history? YES
Save check history? YES
Post Voided Checks to Check Histary? YES
Post Voided Checks to Bank Reconciliation? YES
Autamatic Accrual of Vacation/Sick Time? YES
Include vacation/sick hours for accrual calculation? YES
Use First or Last Name First? LAST
Print company name on checks? YES
Print checks on blank, preprinted or laser farms? PREPRINTED
Print Social Security Numbers on Checks? Last 4
Use time card calculator? YES
Post Employer Taxes/Deduction to Home or Worked Department? HOME B
Allow Editing of Amounts in Departments? YES
Use Transaction Batching? YES
Option ( 001 of 021)
Enter = Toggle I [ Goto ] [ Write I
[OK (PgDn) | CompanyH | 12/28/2007 | Terminal TOOD |OVR

To toggle an option (for example, between YES and NO), press Enter.

1.

Toggle between YES or NO to indicate whether you want to interface Payroll
with General Ledger, Job Cost, and Bank Reconciliation. Theinterface
options work independently of each other. You can respond to them with any
combination of settings.

Toggle between YES or NO to indicate whether you want to save Payroll

transaction history. You cannot produce the Transaction History Report
unless you save transaction history.
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10.

11.

12.

Toggle between YES or NO to indicate whether you want to save check
history. You cannot produce the Check History Register or the 941
Worksheet unless you save check history.

Toggle between YES or NO to indicate whether you want voided checksto
be posted to the PAHCxxx (Check History) file. These check forms have
been voided as aresult of printing payroll checks, not as aresult of using the
Void Checks function.

Toggle between YES or NO to indicate whether you want voided checksto
be posted to Bank Reconciliation if Payroll interfaces with Bank
Reconciliation. These check forms have been voided as aresult of printing
payroll checks, not as aresult of using the Void Checks function.

Toggle between YES or NO to indicate whether you want to accrue vacation
and sick time automatically.

Toggle between YES or NO to indicate whether you want to use vacation and
sick hoursfor accrual calculations of additional sick and vacation time.

Toggle between FIRST or LAST to indicate whether you want to print the
first names of employeesfirst on checks and in reports or whether you want
to print last namesfirst.

Toggle between YES or NO to indicate whether you want to print the
company hame on checks.

Toggle between BLANK, PREPRINTED, or LASER to indicate whether you
want to print checks on blank check stubs, preprinted forms, or laser forms.

If you use preprinted checks, the stub printsfirst; if you use blank check
stubs or laser forms, the check printsfirst.

Toggle between YES or NO to indicate whether to print employees' socia
security numbers on checks and vouchers. Toggle this optionto NO to
protect your employees’ sensitive information.

Toggle between YES or NO to indicate whether you want to use the time
card calculator during entry of time tickets for hourly employees.
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13.

14.

15.

16.

17.

18.

19.

Toggle between HOME or WORKED to indicate whether you want to post
employer-paid taxes and deductions to the employee’s home department
from the PAEGxxx (Employee General Information) file or the
department(s) they worked in during the pay period.

Toggleto YES or NO to use transaction batching during your daily
operations.

Toggle to YES to allow the system to generate batch numbers automatically.
Toggle NO to manually create the batch numbers.

Toggle between YES or NO to indicate whether to allow posting without
printing reports.

Toggle between YES or NO to indicate whether to allow posting before
checks have been printed.

Toggle between YES or NO to indicate whether to allow posting before
vouchers have been printed.

After you finish setting options, press W to save your entries. The system
returns you to the Options and Interfaces screen where you can select
another application whose options you want to change or exit to the main
menu.

Use the Earning Types function (see page 11-13) to set up and modify the way
the system groups earning codes. The system has nine preset earning types which
are used by the system in specia ways.

You cannot change or delete the preset earning types. You can, however, set up
additional earning types. When you set up earning codes, you specify the earning
type to which the code belongs. For example, you might have four kinds of bonus
pay. You set up each kind of bonus pay as an earning code and group them all
under one earning type.
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Earning Codes

An earning code stores pay rate information, the GL holding account number, the
pay type, and other information for aparticular kind of work. When entering time
tickets or manua checks, you can enter an earning code and the number of hours
worked; the system calculates the employee’s pay based on the information
stored in the PAECxxx (Earning Codes) file.

Use the Earning Codes function (see page 11-9) to set up earning codes.

You can set up earning codes for types of work. For example, you can set up an
earning code for work involving assembly, another for packaging, and so on. You
can set up earning codes for overtime and double-time work that automatically
multiply or add amounts to the base pay.

If your company offers Cost of GTLI, Cost of DCB, 457 Plan, or Non-457 Plan
benefits, use earning codes to track these amounts as part of normal payroll
processing. Previously, you manually entered these amounts in the appropriate
fields on the Employee Miscellaneous History screen in the Employee History
function. However, due to changes in federal regulations concerning Forms W2
and 941, and to eliminate reporting errors, Open Systems is discontinuing the use
of these fieldsin any processing. After setting up these codes, use the Tables
function to create the tables OSAS uses to identify these amounts, then enter the
new codes into those tables.

Tables and Tax Tables

Tables store information relating to the system, data, options, and default settings
for other applications. Tax tables are used to calculate federal, state, and local tax
withholding.

Use tables only to enter and store data. Do not delete lines or rearrange
account descriptions. The system looks for information by the position of the
linesin the table. For example, in the FREQxxx table, the system assumes
that the first group code is on thefirst line, the second group code is on the
second line, and so on.

You must set up and/or review the following system tables and tax tables before
you build the Payroll datafiles:
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o A57xxx

e ADIMNxxx
e DCBxxx

¢ FREQxxx

e GLDEPxxx
e GLPAYXxx
e GILIxxx

¢ MAXVSxxx
e PACTLxxx
¢ SICcexxx

e TCACLxxx
¢ USRDDxxx
e USRDFxxx
¢ VACcexxx
« EIC

« FEDM

¢ FEDS

« FICA

¢ FUTAXXX

e LTXssllm

e SOTss

e STSss

e STXssm

e SUTssxxx

¢ W2CODE

¢ W2CODE2

You can set up the ADIMNxxx, FREQxxx, GLDEPxxx, GLPAYxxx, PACTLXXX,
SICccxxx, TCALCxxx, USRDFxxx, USRDDxxx, and VACccxxx system tables
and the FUTAxxx, STSss, STXssm, SUTssxxx, W2CODE, and W2CODE?2 tax
tables for individual companies and/or all companies that are in the system. You
can set up one table for all the companies that are alike, and you can set up one
table for each company that is different.

You must enter OWN in the Option Table Type field in the Options and
Interfaces function to be able to set up company-specific options.
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For example, you can set up table GLPAY for companies that post payroll
transactions to the same accounts; and you can set up table GLPAYAO1 for
company A01, GLPAYBO1 for company BO1, and so forth if those companies
post payroll transactions to different accounts.

Thesetables are identified by athree-character to five-character prefix and atwo-
character to five-character suffix. The prefix is the table name—FUTA for federa
unemployment tax, for example. For company-specific tables, the suffix isa
company ID. Generic system-wide tables do not have suffixes. If you delete a
company-specific table, that company uses the generic table. For example, if you
delete table GLPAYAOQ1, company AQL then uses the GLPAY table.

You can set up the SUTssxxx, SOTss, STSss, and STXssm tax tables for each
state where you do business. For example, you can set up table SUTAZ to store
the percentage and earnings limit that Arizona uses to calculate employer state
unemployment.

You can set up the LTXsslIim table for each locality where you do business. For
example, you can set up table LTX01 to store the base and percentage figures that
the locality usesto calculate tax withholding.

In addition, you can set up the LTXsslIm table for marital statuses. For example,
you can set up table LTX01S to store the base and percentage figures that the
locality uses to cal culate tax withholding for unmarried employees.

You must set up aMAXVSxxx table for each company that uses the table.

For moreinformation on setting up tables, see page 10-75. For moreinformation
on setting up tax tables, see page 10-95.

Withholding Codes for Tax Authorities

Use the Tax Authority Setup function (see page 11-5) to enter and maintain
withholding codes for federal, state, and local tax authorities that employees need
for withholdings. You can also set up the formula names associated with each
code for the states and localities. You can enter 15 additional employee and
employer withholding codes for each federal, state, and local tax authority. Most
federa and state codes are preset.
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Withholdings
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Use the Withholdings function (see page 11-23) to set up and maintain federal,
state, and local withholdings for your employees. Theinformation is stored in the
PAWIxxx (Withholdings) file. You can exclude deductions and/or earning codes
from withholdings and set up employer-paid withholdings.

To establish the order in which withholdings are taken, use the Tax Authority
Setup function (see page 11-5).

Federal Withholdings
You can set up the following federal tax codes:

e FWH  Federal withholding

e OAS Employee FICA

e MED EmployeeFICA

e FUT Unemployment insurance
e EIC Earned Income Credit

e« EOA Employer FICA
 EMEEmployer FICA

Fixed percent withholding applies to the FWH tax code only. If you have forms of
other pay that are taxed at afixed rate, enter the fixed percentage to withhold.
(You cannot assign fixed withholding percentagesto FICA or FUTA tax codes.)

State Withholdings

To use state withholding, you must install the Payroll Tax Routines provided by
Open Systems.

For each state authority, you can set up the following tax codes:

e SWH Statewithholding

e SUl State Unemployment Insurance (employer)
e SO1 State-other withholding 1

e S02  State-other withholding 2

e SO3State-other withholding 3
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The state withholding and state unemployment insurance tax codes are used by
the system and should not be modified or deleted.

Use of the state-other withholding varies from state to state. See the Payroll Sate
Tax Routines for information about the states where employees live. These codes
must first be set up in the Tax Authority Setup function.

Fixed withholding applies to the SWH tax code only. If you have forms of other
pay that are taxed at afixed rate, you can enter the fixed percentage to withhold.
(You cannot assign fixed withholding percentages to SUI or SOx tax codes.)

You can set up other codes (for example, WKC for worker’s compensation) as
you need them in the Tax Authority Setup function.

Local Withholdings

To use local withholding, you must create and install your own local tax routines
in the Tax Authority Setup function. Contact your dealer or installer for more
information.

For each local authority, you can set up these tax codes:

e LWH Local withholding
e LO1Local-other withholding

Fixed withholding applies to the LWH tax code only. If you have forms of other

pay that are taxed at afixed rate, you can enter the fixed percentage to withhold.
(Do not assign fixed withholding percentages to the LO1 tax code.)

Deductions

Use the Deductions function (see page 11-17) to set up and maintain payroll
deductions. You can enter 999 deductions. You must enter a description and a
general ledger liability account number before you can use a deduction.
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Formulas

You can set up deductions that are strictly employer-paid. You can exclude some
earning codes from deductions—for example, 401(k) programs—so that
deductionswill be withheld from specific earnings. You can flag deductions as
deferred compensation (such as flexible spending account dependent care
deductions), which is reported on employee W-2 forms. In addition, you can
determine whether deductions are to be taken from net or gross pay. You can also
copy deductions to a group of employees you specify.

The employer expense account for employer-paid deductionsis stored, along
with the deduction record, in the PADDxxx (Deductions) file. Deductions
information updates the PADDxxx and PADXxxx (Deduction Exclusion) files.

Most of the formulas you need are preset, but you can use the Formula
Maintenance function (see page 10-97) to set up and maintain the formulas
needed to ca culate deductions and withholdings. For a detailed explanation of
formulas, see appendix C.

After aformulahas been set up, you can use the Deductions function (see page
11-17) or the Withholdings function (see page 11-23) to edit it.

Departments

3-16

Department records store amounts posted from time tickets and checks. This
information is used to update accounts in the General Ledger system.

Use the Departments function (see page 10-55) to set up and maintain
departments. You can set up earning codes and employer-paid withholdings and
deductions, and through Resource Manager you can specify precision for the
Hours fields. New entries are automatically appended when you post time tickets
or checks. The information is stored in the PADPxxx (Department) file.

Divisions summari ze groups of departments in the Department Report, which
summarizes the labor expenses posted to each department. If you use divisions,
each department |D must begin with the two-character division ID. If you do not
use divisions, department IDs must be at least three characters long.
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Payroll Information

Payroll

Payrall information includes state unemployment reports and the company
address. Thisinformation is essential to the Payroll system and must be set up
before you can begin processing. It is stored in the PAINxxx (Payroll
Information) file.

State Unemployment Reports

Most states that collect unemployment taxes require a quarterly report that lists
employee names, wages earned, and weeks or hours worked. Use the Payroll
Information function (see page 10-61) to set up your state unemployment reports
for the states where you pay unemployment taxes.

The Payroll system credits employees for the full number of weeks they worked
in pay periodsthey receive pay. The system looks at the Weeks Worked Limit
field in the SWH record in the PAWIxxx (Withholdings) file for the minimum
number of hours worked to be credited for one week of work. Consult the state
tax authorities about the appropriate method for determining weeks worked in
your state, and adjust the Weeks Worked field in the Employee History function
as necessary before printing the report.

Company Address

Use the Payroll Information function to enter or change the company address.
Employer Bank Information

Use the Payroll Information function to enter the next check number for printing
checks.

Degree Descriptions

Use the Payroll Information function to enter degrees and descriptions for
employees. These descriptions are used in the Personnel Information function.
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Labor Classes

Employees
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Usethe Labor Classes function (see page 11-1) to set up and maintain labor
classes. Labor classes can be used to group types of employees. For example, you
might set up labor class EXM for executive managers, MIM for midlevel
management, and so on.

Labor classes are stored in the PALCxxx (Labor Class) file and are used in the
Employees function. They are helpful for report sorting.

Each employee record consists of four sections: general information, salary
information, tax information, and personnel information. Use the Employees
function (see page 10-1) to set up and maintain employee records.

The information is stored in the PAEGxxx (Employee Genera Information),
PAEPxxx (Employee Personnel), PAESxxx (Employee Federal/State/L ocal
Withholdings), PAEXxxx (Employee Exclusion), and PADExxx (Employee
Deductions) files.

General Information
Use the General Information portion of the Employees function to enter and
maintain such fundamental employee information as the employee's home

address, sex, job title, and so on.

Salary Information

Use the Salary Information portion of the Employees function to enter and
maintain pay information for the employee.

If the employee’s normal salary does not meet federal minimum standards, you

can use the Adjust to Minimum feature to automatically bring the employee’s
paycheck up to minimum wage.
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Group Codes

Group codes identify the employees you want to pay when you cal cul ate checks.
Common practice is to use different group codes for different pay cycles. For
example, hourly employees who are paid weekly might be group 1, salaried
employees who are paid monthly might be group 2, and commissioned
employees might be group 3.

Override Pay

You can enter override pay when you want to pay salaried employees something
other than their normal salaries—for example, when employees start or quit
within a pay period. Override pay applies only to the pay cycle in which you
enter it. When the pay cycle is completed, override pay is cleared from the
system.

Tax Information

Use the Tax Information portion of the Employees function to enter federal,
state, and local tax information. Research the state and local tax information
before entering the data. In particular, marital status and number of exemptions
can differ among tax authorities.

The valid marital statuses for federal tax purposes are married and single, but in
some states employees can be married, single, unmarried heads of households,
married filing jointly, or married filing jointly and both working. Consult the
Payroll Tax Routines for information about marital statusin the states where
employeesfile; Open Systems does not supply information about local tax
regulations.

Personnel Information

Use the Personnel Information portion of the Employees function to enter
information about the employee’s education, pay history, and so on.
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Leave Adjustments

Before using the Leave Adjustments function, usethe Roll Up Leave Balances
function (see page 9-51) if you elected to include vacation/sick hours for accrual
calculation in the Resource Manager Options and Interfaces function. Then use
the Leave Adjustments function (see page 10-49) to make positive and negative
adjustments to an employee’s sick and vacation pay.

Employee History

3-20

If you start Payroll at any time other than the beginning of the year and you el ect
to create either check or transaction history (see Initial Balances below), you
must collect and enter historical information. Fortunately, you need enter datafor
only a handful of deductions for most employees. Remember to get month-to-
date, quarter-to-date, and year-to-date figures for all fields.

The number of weeks worked is calculated on the basis of the number of pay
periods the employee received a check for any amount. For example, if you use
biweekly pay periods and an employee received one hour of sick pay in that pay
period, the employee would be credited for two weeks worked. If you entered a
week’sworked limit for the state in the Payroll Information function, the number
of hours worked would be compared to the limit, and in this case two weeks
under limit would be recorded.

When you calculate FUTA, SUI, and FICA (OASDI), remember that thereis no
withholding above the ceiling on these wages.

Employee history information is stored in the PAEDxxx (Employee Deduction
History), PAEExxx (Employee Earnings History), PAEMxxx (Employee
Miscellaneous History), and PAEWxxx (Employee Withholding History) files.

Note: Due to changesin federal regulations concerning Forms 941 and W2, the
Cost of GTLI, Cost of DCB, 457 Plan, and Non-457 Plan fields on the Employee
Miscellaneous History screen in the Employee History function are no longer
used in any OSAS processing. Instead, set up earning and deduction codes to
track these amounts as part of normal payroll processing.
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Unless you are setting up the Payroll system at the beginning of the year, you
must enter the payroll history for employees from the beginning of the current
calendar year so that reports accurately reflect the payroll for the year. How you
enter initial balances and payroll history depends on whether you are setting up
the system with or without check, employee, and transaction history.

If you installed Payroll, General Ledger, Bank Reconciliation, and Job Cost at the
sametime, leave the application interfaces turned on. If you are adding Payroll to
an existing system, turn the application interfaces off to prevent double-posting
whileyou set up initial balances.

Setting up Without Check or Transaction History

If you do not need check or transaction history, the simplest way to set up Payroll
isto collect al the period-to-date, quarter-to-date, and year-to-date numbers for
departments, then use the Departments function to enter thisinformation into
your records. Next, collect month-to-date and year-to-date numbers for
employees, then use the Employee History function (see page 10-31) to enter
thisinformation into your records.

While this method produces records with accurate month-to-date and year-to-
date information, you will have no history and no audit trail. Use this method
only if you want to get started as quickly as possible.

Setting up With Check History Only

If you need only check history, turn off the interfaces with General Ledger, Bank
Reconciliation, and Job Cost. Do not enter period-to-date, quarter-to-date, or
year-to-date numbers in the Departments function, and do not enter month-to-
date or quarter-to-date numbers for employeesin the Employee History
function. Instead, enter all the checks for each period, post the checks, and post
expenses to General Ledger. Do quarter-end maintenance as necessary, and
continue entering checks and printing reports until you are up to the current
payroll period (see “Entering Manua Checks’ on page 3-24). This method
produces accurate check history, employee history records, department records,
and an audit trail. It does not produce transaction history.
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Setting up With Transaction, Employee, and Check History

If you need complete transaction, employee, and check history, you must re-
create all the entries for the current year. After you set up the PAINxxx (Payroll
Information), PADPxxx (Department), and PAEHxxx (Employee History) files
(do not enter QTD and Y TD information), set the system date to the beginning of
the fiscal year and begin entering payroll transactions in sequence. Post
transactions at the end of each “day.” Then reset the system date and enter the
next day’s transactions. When you reach the end of a payroll period, calculate
checks and post expenses to General Ledger. (For information, see chapter 1.)

When you post checks, you must select the tax month.

Do quarter-end maintenance as necessary, and continue processing transactions
and printing reports until you are up to the current pay period.

This method produces the most accurate history and the most thorough audit
trail, but it is practical only if payroll records are small or if it isearly in the year.

Entering Initial Balances

You can enter initial balancesin one of two ways: by entering payroll
transactions or by entering manual checks.

Entering Payroll Transactions

First, verify that you have set up the options you want in the Resource Manager
Options and Interfaces function. Then follow these stepsto enter your initial
balances based on payroll transactions:

1. Usethe Payroll Transactions function (page 5-1) to enter transactions for
the first pay period.

2. Print the Time Ticket Journal (page 5-17) and the Miscellaneous Deductions
Journal (page 5-19) to verify that you entered the transactions correctly.

3. If youfind an error in the journals, delete the incorrect transaction and enter

the correct one. Repeat steps 2 and 3 until the Time Ticket Journal and
Miscellaneous Deductions Journal are correct.
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10.

11.

12.

13.

14.

Back up your datafiles.
Post the transactions (see “Post Transactions’ on page 5-27).

Use the Calculate Checks function (see page 6-3) to process the
transactions and cal cul ate checks.

Print the Edit Register (see page 6-21) to verify that the checks were
calculated correctly.

If you find an incorrect entry in the Edit Register, use the Payroll
Transactions function (page 5-1) to enter areversing and a correct
transaction. Post the correcting transactions, calculate checks again, and
reprint the Edit Register to verify the corrections. Repeat this step until the
Edit Register is correct.

If you do not need check numbersin the history, skip to step 11. If you want
complete check history, print the checks on paper or save them in afile. (If
you use the Void Checks function after the checks are posted to history, you
must print checks to assign check numbers. Because you will void these
checks immediately, use plain paper or send the output to afile.)

Print the reports on the Payday Work menu as an audit trail.
Back up your datafiles.
Post the checks (see page 6-59).

If the pay period falls on a quarter-end date, skip to step 14. If it does not, go
back to step 1 and begin entering transactions for the next pay period.

After you post checks for the last pay period in a quarter, follow these steps:
¢ Print the Department Report (see page 9-13).

e Back up your datafiles.

¢ Post expenses to General Ledger (see page 9-15).

e Print the quarterly tax, withholding, and unemployment reports
necessary for the states where you do business.
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e UsethePeriodic Maintenance function (see page 9-57) to prepare your
filesfor the next quarter.

15. Return to step 1 and begin entering payroll transactions for the next quarter.
Repeat the above steps until you are up to the current pay period.

Entering Manual Checks

If you need to enter manual checks, use steps 1-3 below instead of the stepsfor
entering payroll transactions above.

Follow these steps to enter your initial balances based on manual checks:

1. Enter manual checksfor the first pay period (see page 6-9). Enter a check
number for each entry.

2. Print the Edit Register (see page 6-21), and verify that you entered the
checks correctly.

3. If youfind an error in the Edit Register, use the Manual Checks function
again to change or delete the incorrect check. Repeat steps 1 and 2 until
everything is correct.

4. If you have not assigned check numbers, use the Print Checks function (see
page 6-29) to assign check numbers. When the check numbers for all the
checks have been entered, post the checks (see page 6-59).

If you use the Void Checks function (page 6-37) after the checks are posted
to history, you must print checks to assign check numbers.

Recurring Time Tickets and Recurring Deductions

Instead of entering the same time tickets and nonscheduled deductions
repeatedly, you can set up and copy recurring time tickets and recurring
deductions. After you have set them up, print the Recurring Time Ticket List and
the Recurring Deductions List to verify that you have set these up correctly.
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Access Codes

Payroll

To safeguard your system, prevent access by unauthorized people. Use the
Resource Manager Access Codes function to set up access codes on your
system. You can set up access codes for the Payroll system itself, for menusin
the system, and for individual functions. To control users' access to menus and
functions, you can set up an access code for each user or group of users that
performs the same functions.

A Code for Each Company

Access codes are company-specific. When you set up an access code for a user,
the code is assigned the company you arein.

Because the codes are company-specific, you must set up a code for each
company a user needs to access. You can use the same code for each company so
that the user does not need to remember different codes. For example, you can set
up the access code CHARM for companies A0L, B01, and CO1 so that a user can
use the same code for each company.

What Should Be Protected

Because of the sensitive nature of some of the information in the Payroll data
files and reports, you should limit access to the functions that provide
confidential information or are sensitive to change. For maximum security,
protect the Payroll application itself, each of the Payroll menus, and the
individual functions.

In particular, restrict access to the Calculate Checks and Print Checks
functions. Assign different access codes to each function on the Employee
Inquiry menu, restricting access to sensitive information such as salary
information, while leaving genera information accessible.

After you have set up your access codes, print alist of the codes and storeitina
safe place.

For more information about access codes, see the Resource Manager guide.
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Backup Schedule
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Plan a backup schedule before you begin day-to-day operations.

You can lose files because of disk drive problems, power surges and outages, and
other unforeseen circumstances. Protect yourself against such an expensive crisis
by planning and sticking to a backup schedule.

Backing up Data Files

Back up your Payroll data files whenever they change—every day or every pay
period—and before you run these functions:

Post Transactions
Post Checks

Post Expense to GL
Periodic Maintenance
Close Last Year

Use the Backup function on the Resource Manager Data File Maintenance
menu to back up files.

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only afew
files that have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafiles for a specified
company in adata path at one time.

Backing up Programs

Once amonth or so, back up your programs. Even though these files do not
change, diskettes can be damaged or deteriorate, so it paysto have afresh copy in
storage in case you need it.

Backup Media

Keep more than one set of backupsin case one set is bad or damaged. Rotate the
sets of backup media, keeping one set off-site.
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Setting Up Direct Deposit

’ If the Direct Deposit application isinstalled, you need to perform the tasks
BlD described in this section to set up the system for direct deposit in addition to
those detailed previously.

Determining Options and Interfaces

To set up each company’s options and interfaces, use the Resource Manager
Options and Interfaces function (see the Resource Manager User’s Manual).
DD isthe application ID.

Interfaces
Payroll with Direct Deposit has slightly different interfaces from Payroll, but you

must set up the interfaces you want to use with Direct Deposit. You must have
Payroll installed in order to use Direct Deposit.

Options

Your answers to the following questions determine how the system works and
how information flows throughit.

1. Toggle between YES or NO to indicate whether to interface Payroll/Direct
Deposit with General Ledger, Job Cost, and Bank Reconciliation.

The interface options work independently of each other. You can respond to
them with any combination of YES and NO settings.

2. Toggle between YES or NO to indicate whether you want to save Payroll

transaction history. You cannot produce the Transaction History Report
unless you save transaction history.
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3. Toggle between YES or NO to indicate whether you want to save check
history. You cannot produce the Check History Register or the 941 Report
unless you save check history.

4. Toggle between YES or NO to indicate whether you want to post voided
checks to the PACHxxx (Checks) file. These checks are voided as a result of
printing payroll checks, not as aresult of using the Void Checks function.

5. Toggle between YES or NO to indicate whether you want to post voided
checks to Bank Reconciliation. These checks have been voided as a result of
printing payroll checks, not as aresult of using the Void Checks function.

6. Toggle between YES or NO to indicate whether you want employees to
accrue vacation and sick time automatically.

7. Toggle between YES or NO to indicate whether you want to use vacation and
sick hoursfor accrual calculations.

8. Toggle between FIRST or LAST to indicate whether you want to print the
first names of employeesfirst on checksand in reports, or whether you want
to print last namesfirst.

9. Toggle between YES or NO to indicate whether you want to print the
company name on checks.

10. Toggle between PREPRINTED, BLANK, or LASER to indicate whether you
want to print checks on preprinted forms, blank check stubs, or laser forms.
If you use preprinted checks, the stub is printed first; if you use blank check
stubs, the check is printed first.

11. Toggle between YES or NO to indicate whether to print employees’ social
security numbers on checks and vouchers. Toggle this optionto NO to
protect your employees’ sensitive information.

12. Toggle between YES or NO to indicate whether you want to print the
company hame on direct deposit vouchers.

13. Toggle between BLANK, LASER FORM, or PREPRINTED to indicate
whether you want to print vouchers on blank paper or preprinted forms.
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14. Toggle between BLANK or PREPRINTED to indicate whether you want to
use preprinted vouchers with blank stubs or preprinted stubs. If you use
preprinted stubs, the stub is printed first; if you use blank stubs, the voucher
is printed first. If you use laser vouchers, toggle to BLANK.

15. Toggle between YES or NO to indicate whether to print full account numbers
on Direct Deposit vouchers. If you select NO, the system prints only the last
four digits of the account number on vouchers.

16. Toggle between YES or NO to indicate whether you want to use the time
card calculator during entry of time tickets for hourly employees.

17. Toggle between HOME or WORKED to indicate whether you want to post
employer-paid taxes and deductions to the employees’ home department
from the PAEGxxx (Employee General Information) file or the
department(s) they worked in during the pay period.

18. Press W when you finish setting options to save your changes.

Preparing Your Data

Follow these steps to prepare your data:

e Gather your bank information—routing codes, account numbers, and
security codes for file transfers.

e Gather account information for your employees, such as account numbers
and amounts/percentages to be allocated to various accounts.

Entering Your Data

When you set up Direct Deposit, gather and enter the information in the order
below. Asyou complete the setup steps, use the Master File Lists functionsto
print the information you entered in each step; use the lists as references
throughout the setup process.

1. Set up the Direct Deposit tables.

2. Set up employer bank information.
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3. Enter direct deposit information for each employee who participatesin direct
deposit in the Direct Deposit function.

4. Createthe prenctification file.

5. Send the prenotification file to your bank for approval. When you receive
approval from the bank, use the Create Prenotification File function or the
Direct Deposit function to mark direct deposit employees approved.

6. Set up access codes.
Direct Deposit Tables

Set up the DDTB file before you set up anything else. All companies use the
DDTB file. You can set up company-specific tablesin the DDTB file. See
“Tables’ on page 10-75 for table descriptions.

If you have aready set up Payroll, and you do not want to set up all the tables
again in Direct Deposit, use your operating system to make a copy of the PATB
filein your data directory. Next, rename the copy to DDTB.

Employer Bank Information

Use the Employer Bank Information option in the Payroll Information function
to enter the bank information necessary to process direct deposit transactions.

Direct Deposit

Use the Direct Deposit function on the File Maintenance menu to set up and
maintain direct deposit transactions for employees. Have your bank routing
codes and employee bank account numbers at hand for this step.

Prenotification File

Use the Create Prenotification File function on the Periodic Processing menu
to set up afileto use asatrial run before you begin processing direct deposit
transactions. Whenever an employee changes direct deposit information, you
must process a new prenotification. You cannot produce a direct deposit voucher
for an employee until a prenotification file has been sent to and received from
your bank. Back up your data files before using this function.

Payroll



Setting Up Direct Deposit Setup * CHAPTER 3

Access Codes

To restrict access to data files, menus, and functions that provide confidential
information or are sensitive to change, use the Resource Manager Access Codes
function to set up access codes on your system.

Access codes are company-specific. When you set up an access code for a user,
the code is assigned to the company you arein. After you set up your access
codes, print alist of the codes and store it in a safe place.

Creating a Backup Schedule

Back up your Direct Deposit data files whenever they change and before you run
the Create Direct Deposit File and Post Checks functions:

Back up your programs once a month as insurance against media damage or
deterioration. Use the Backup function on the Resource Manager Data File
Maintenance menu to back up files.

You must back up al the filesin the data path for a particular list of
companies at once to ensure that you have up-to-date copies of the system
files. Do not try to use operating system commands to back up only a few
files that have been changed; if you do, your system may not work after you
restore them. The Backup function backs up all the datafiles for a specified
company in adata path at onetime.
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4-25 Use the functions on the Employee Inquiry menu to view

employee information. You cannot use these functions to add
or change information. If you want to add or change employee
information, use the functions on the File Maintenance menu

instead.
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General Information

Use the General Information function to view general information about
employees—name, address, phone number, and so on. The information comes
from the PAEGxxx (Employee General Information) file and is entered in the
Employees function (see page 10-1 for an explanation of the fields).

To add to or change thisinformation, use the Employees function on the File
Maintenance menu.

General Information Inquiry Screen

Select General Information from the Employee Inquiry menu. The inquiry
Screen appears.

E 2007 General Information EI = @
Commands Edit Modes Other Information Help
2xuz|na|@n][-e|0e
Emp ID BOUDD % Direct Deposit? Job Title Admin. Asst.
Status Active Waork Phone () -
Last Name Bourne Extension SupriD  LUK0O1
First Name Linda Middle In C Adj Hire Date 01/09/1998
W-2 Name Linda C Bourne Start Date 01/09/1998
Address 1 501 N Hamilton Ave Birth Date 06/07/1964
Address 2 Term Date
Address 3 Last Review Date 11/12/2005
Res City Edina State MN MNext Review Date 11/12/2006
Zip Code 55435 Country Last Check Date
Phane Nao (612)555-1212 Ins Coverage Family/Blue Cross
55 No XXX-XX-1099 User Label 2
Sex F User Label 3
EEO Class 2
Woucher Delivery  No vouchers Emergency Contact
‘W-2 Fields Name Jim Bourne
Retirement Plan? Wark Phone (612)567-3319
Statutory Employee? Home Phone (612)555-1212
Relation Hushand
Employee ] [ Eirst I [ Last ] [ Mext ] [ Previous I [ User fields ]
| CompanyH | 09202007 | Terminal TOOD |OVR
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Inquiry | 1. Enter the ID of the employee whose information you want to view.
Ej The Direct Deposit? flag appears only if Direct Deposit isinstalled to alert
Ri

=4 you that the employee participates in direct deposit.
2. Usethe commandsto find the information you need:

¢ PressE toview adifferent employee record.

e PressN to view the next employee record on file.

¢ PressP toview the previous employee record on file.
¢ PressF toview thefirst employee record onfile.

e PressL toview the last employee record on file.

¢ Press U to view the employee's user-defined fields.

3. Press Shift+F2 or use the Information menu to access any comments that
have been made about the employee or to view any documents that have
been attached to the employee record. See“ Employee Comments Screen” on
page 10-24 and “ Documents Screen” on page 10-27 for more information.

Exiting from General Information Inquiry

When you finish viewing information for an employee, press E to clear the
screen and return to the Emp ID field.

Enter adifferent employee ID or use the Exit (F7) command to return to the
Employee Inquiry menu.
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Salary Information

Use the Salary Information function to view employee salary information—pay
rate, scheduled deductions, remaining vacation hours, and so on. Use the
Employees function on the File Maintenance menu to add or edit information.

Salary Information Inquiry Screen

Select Salary Information from the Employee Inquiry menu. The Salary
Information screen appears.

B 2007 Salary Information SRIERL X
Commands Edit Modes Other Scroll Commands Information Help
2xc|eammn|:e|ee® oK
Employee ID BOUDD1 % Bourne, Linda C
- Pay Information - --- Scheduled Deductions -
Dept 500 No Description 12345 Amount Balance
Labor Class Prs 1 Medical Ins YNNNN 10.56 .00
Corporate Officer? 6 401K PNNNN 4.50 00 (2]
Seasonal Employee? 3 |United Way PNNNN 1.00 00 B
Type (Hor S) S 4 Credit Union YNNNN 50.00 00
Exempt? 10|Stock Plan YNNNN 100.00 00
Adjust to Minimum? 2 Dental Ins YNNNN 3.52 00
Group Code (0-9) 1
Pay Periods/Year 12
Check Location
Earming Code SAL B
Salary 7500.00 @
Hourly Rate .000 @
Override Pay 00 Deduction { 001 of 006 )
Status Full-time
Sick Accrual Code XX Sick Hours Remaining 96.000
Wac Accrual Code XX Wacation Hours Remaining 119.500
Employee ] l First ] [ Last ] l Next ] ’ Previous ] Goto View
| companyH | 112272007 | Terminal Tooo [OVR

[ Inquiry | 1. Enter the ID of the employee whose salary information you want to view.
2. Usethe commandsto find the information you need.
¢ PressE toview adifferent employee record.

¢ PressF toview thefirst employee record on file.

Payroll
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¢ PressL toview the last employee record on file.

e PressN to view the next employee record on file.

¢ PressP to view the previous employee record on file.

*  PressG to view aspecific scheduled deduction, then enter the deduction
code or use the Inquiry (F2) command to select it. This command
appears only if there is more than one screen of deductions.

*  PressV to view factor information for a scheduled deduction. The
Factor Inquiry screen appears.

3. Usethe commands on the Information menu (press Shift+F2 in text mode)

to view any employee comments or documents.

4.  When you finish viewing information, press E to clear the screen and return
to the Employee ID field, or use the Exit (F7) command to return to the

Employee Inquiry menu.

Factor Inquiry Screen

The Factor Inquiry screen appears when you press V or click View to view

information for a scheduled deduction.

Factor Inquiry - Medical Ins

=)

Lommands Edit Modes Other Help

Factor 1
Factor2
Factor3
Factor 4
Factor5

Factor6

Press Any Key...

.0000
0000
0000
0000
.0000
.0000

2xu/nalan]e]ee o«

The information listed is pulled from the PADExxx (Employee Deductions) and
PAEGxxx (Employee General Information) filesand is entered in the
Employees function (see page 10-1 for an explanation of the fields). Press any

key to return to the Salary Information screen.

Payroll



Tax Information

Use the Tax Information function to view employees' federal, state, and loca
payroll tax information. To add to or change thisinformation, use the Employees
function on the File Maintenance menu.

Tax Information Inquiry Screen

Select Tax Information from the Employee Inquiry menu. The Tax Information
screen appears.

X 2007 TaxInformation =NECHL X"
Commands Edit Modes Other Scroll Commands Information Help
2xn|na|mn][:e|0e o
Employee D BOUDD1 LY Bourne, Linda C
Tax Group MN
Federal Tax Information
Fed Stat Exemp Extra W/H Fixed W/H EIC Code Table ID
FED M 4 00 00N FEDM
State Tax Information
State  Stat Exemp Extra WiH Fixed W/H Table ID SUl State  Name
MN M 4 .00 .00 STXMNM MN Minnesota
Local Tax Information
State  Local Stat Exemp Extra W/H Fixed W/H Table ID Locality Name
Employee ] [ Next ] [ Previous ] [ Eirst I [ Last ] [ Switch to Local ] Goto line View
| company 1 | 11272007 | Terminai Toon | owr

Theinformation listed is pulled from the PAEGxxx (Employee General
Information), PAESxxx (Employee Federal/State/L ocal Withholdings),
PAEXxxx (Employee Exclusion), and PAWIxxx (Withholdings) filesand is
entered in the Employees function (see page 10-1 for more information).

Payroll
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Enter the ID of the employee whose tax information you want to view.

Use the commands to find the information you need:

Press E to view a different employee record.

Press N to view the next employee record on file.
Press P to view the previous employee record on file.
Press F to view the first employee record on file.
Press L to view the last employee record on file.

Press S to switch between the federal, state, and local sections of the
screen.

Press G to view a particular employee tax, then enter the line number or
use the Inquiry (F2) command to select aline. This command appears
only when there is more than one page of records.

Press V to view withholding exclusion information for a particular
employee. The Employee Withholding Exclusions screen appears.

Use the commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents. See “ Employee Comments
Screen” on page 10-24 and “ Documents Screen” on page 10-27 for more
information.

When you finish viewing the tax information for an employee, press E to
clear the screen and return to the Employee ID field, or use the Exit (F7)
command to return to the Employee Inquiry menu.

Payroll
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Employee Withholding Exclusion Screen

The Employee Withholding Exclusions screen appears when you pressV or click
View to view withholding exclusion information for a specific employee.

[ Employee Withholding Exclusions =HECHL X
Commands Edit Modes Other Scroll Commands Help
2xcz|ne|mm|2e|00 x
Type Cods Description Exclude
FED FWH  Federal WH "Il (=
FED 0AS Emplye OASDI 0 @
FED MED Emplye Medicare 0 [«
FED EIC Earned Income ]
FED EOA Emplyr OASDI 0 B
FED EME Emplyr Medicare ] @
FED FUT Unemp Ins ] @
Code ( 001 of 009 )
[ Goto I [ View Factors ] [ Done ]

Use the commands on the command bar to find the information you need:

¢ PressG toview aparticular type of withholding, then enter the code or entry
number or use the Inquiry (F2) command to select atype.

¢ PressV toview factors. The Factor Inquiry screen appears. See “Factor
Inquiry Screen” on page 4-6 for more information.

¢ PressD to return to the Tax Information screen.

Payroll 4-9






Personnel Information One/Two

Use the Personnel Information function to view miscellaneous personnel
information set up for employees. The Personnel Information One screen
provides miscellaneous comments, degrees, pay change, and bonus information.
The Personnel Information Two screen is user-defined; the field names are
provided by the USRDDxxx table. The information that appears on both screens
comes from the PAEPxxx (Employee Personnel) file and is entered in the
Employees function (see page 10-1 for an explanation of the fields).

To maintain data, use the Employees function on the File Maintenance menu.

Personnel Information Inquiry Screens

Payroll

Select Personnel Information One or Personnel Information Two from the
Employee Inquiry menu. The appropriate inquiry screen appears.

H 2007 Personnel Information One =NICHL X"
Commands Edit Modes Other Information Help

» K t= Iﬂ|ﬂ@|?@|@@ & Abandon

Employee ID BOUOO b Bourne, Linda C

Comments 1 Linda is on the board of directors for Mulcahy Companies

Comments 2

Comments 3

Degree Bachelor of Arts Major  Business Administration

Degree MA Master of Arts Major  Business Finance

Degree Major

--- Pay Change --- --- Bonus Issued -

Date Reason Old Rate ~ Date Reason Amount

111272007 Annl Review 7250.00 .00

04/04/2007 Board Review 6750.00 .00

12/31/2006 Co. Performance 6500.00 .00

08/23/2005 Performance 6150.00 .00
.00 .00
.00 .00
.00 .00
.00 .00

Employee I [ Eirst I I Last J I Next J [ Previous I

| companyH | 1172772007 | Terminai Tooo [ ove
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Personnel Information One/Two

Inquiry |

4-12

A 2007 Personnel Information Twe S | 5 |
Commands Edit Modes Other Information Help

» K 1= @l|ﬂ@|?@|@@ Abandon

Employee ID BOWUOD b Bourne, Linda C

License 05/13/2006 User Date 06

Last Phys 10/09/2007 User Date 07

Driver Lic 02/04/2009 User Date 08

User Date 04 User Date 09

User Date 05 User Date 10

Employee I I First I I Last I I Next I I Previous J
| CompanyH [ 11272007 | Terminal ToOO | VR

The commands and instructions for the two screens are identical :

1. Enter the ID of the employee whose personnel information you want to see.

2. Usethe commandsto find the information you need:

¢ PressE toview adifferent employee record.

¢ PressF toview the first employee record on file.

e PressL toview the last employee record on file.

¢ PressN to view the next employee record on file.

¢ PressP to view the previous employee record on file.

3. Usethe commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents. See “ Employee Comments
Screen” on page 10-24 and “ Documents Screen” on page 10-27 for more

information.

4. Whenyou finish viewing the information, press E to clear the screen and
return to the Employee ID field, or use the Exit (F7) command to return to

the Employee Inquiry menu.

Payroll



Employee History Inquiry Selection Screen

Payroll

Employee History

Use the Employee History function to view employee payroll history—hours,
pay, deductions, and so on—for each quarter and for the year. Information comes
from the PAEGxxx (Employee Genera Information), PAEDxxx (Employee

Deduction History), PAEExxx (Employee Earnings History), PAEMxxx

(Employee Miscellaneous History), and PAEWxxx (Employee Withholding

History) files.

To add to or change thisinformation, use the Employee History function on the

File Maintenance menu (see page 10-31).

Select Employee History from the Employee Inquiry menu. The Employee

History Inquiry selection screen appears.

2007 Employee History Inquiry =NACHL X
Commands Edit Modes Other [nformation Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon

Emplayee ID BOUOOD h)
Last Name Bourne

First Name Linda

Middle Initial Cc

Do you want to see

Employee Miscellaneous History
Employee Earnings History
Employee Deductions History
Employee Federal Tax History
Employee State Tax History

EEEEEE

Employee Local Tax History

Company H

1102712007

Terminal TOOO

OWR
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" Inquiry | Enter the employee ID for whom you want to view information, then select the
check box (or enter Y in text mode) next to each type of history you want to view.
Clear acheck box (or enter N in text mode) if you do not want to view that type
of employee history. After you' ve selected the information to view, use the
Proceed (OK) command to open the screen for the first history type selected.

Use the commands on the Information menu (press Shift+F2 in text mode) when
available to view any employee comments or documents. See “Employee
Comments Screen” on page 10-24 and “Documents Screen” on page 10-27 for
more information.

Employee Miscellaneous History Inquiry Screen

This screen appears when you select Employee Miscellaneous History on the
selection screen.

n 2007 Employee Miscellaneous History SHICHL X
Commands Edit Modes Other Scroll Commands Information Help

2xcz|ne|mm|[-e|ee o
Employee ID BOU001 Bourne, Linda C

October MNovember December -QTR 4- —YTD-
Hours Werked 173.330 000 000 173330 173.330 || B
‘Weeks Worked 13.00 .00 .00 13.00 13.00 @
Wks Under Limit .00 00 00 .00 00 |[2]
Paid/Month Y N N YNN
Allocated Tips .00 00 .00 .00 00
100% Use Auto .00 00 .00 .00 00
Cost of GTLI .00 00 .00 .00 00
Cost of DCB .00 00 .00 .00 00
457 Plan .00 00 .00 .00 00
Non-457 Plan .00 00 .00 .00 .00
FICA Tips .00 00 .00 .00 00
Adv EIC Payment 00 00 00 00 00|+
Uncol OASDI .00 .00 .00 .00 .00 @
Uncol Medicare .00 .00 .00 .00 .00 E]

Mext Page ] [ Change Quarter ] [ Quarter totals ] Month Totals
| companyH | 1172772007 | Terminai Tooo [ ovr

See page 10-1 for an explanation of the commands and fields.
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When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.

Employee Earnings History Inquiry Screen

This screen appears when you select Employee Earnings History on the

selection screen.

n 2007 Employee Earnings History SRICHL X
Commands Edit Modes Other Scroll Commands Information Help
2xi|namn|[-e|0e o
Employee ID  BOU0OD1 Bourne, Linda C

Earning Hours
Code October November December —-QTR 4-- —-YTD- @
P01 000 000 000 000 .o00 [NEY
P03 .000 .000 000 .000 .000 B
REG .000 .000 000 .000 .000 B
SIC .000 .000 000 .000 .000 @
VAC 3.500 .000 000 8.500 8.500 @
Earning Amounts
Code October November December -QTR 4-- -—YTD- | =
P01 750.00 .00 .00 750.00 750.00 | =
P03 133.82 .00 .00 133.82 133.82 | |~
REG 29738.00 .00 .00 29738.00 2973800 |~
SIC .00 .00 .00 .00 00|z
VAC 262.00 .00 .00 262.00 262.00 | (=
Gross Pay 30883.92 .00 .00 30883.82 30883.82
Net Pay 18271.94 .00 .00 18271.94 18271.94
Enter=edit Append [ Next page ] [ Previous page ]
Goto Total gross and net pay Change quarter ” Quarter Totals I Month Totals
| companyH | 112772007 | Terminai Tooo [ovR

See page 10-1 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to exit to the Employee Inquiry menu.
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Employee Deductions History Inquiry Screen

This screen appears when you select Employee Deductions History on the
selection screen.

B 2007 Employee Deductions History =15
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|man|[-e|(ee o
Employee ID BOUO01 Bourne, Linda C
Code State October November December -QTR 4- -—-YTD--
001 42.24 .00 .00 42.24 42.24 @
002 14.08 .00 .00 14.08 14.08 E]
003 308.84 .00 .00 308.84 308.84 B
004 200.00 .00 .00 200.00 200.00
006 MN 1389.77 .00 .00 1389.77 1389.77
010 MN 525.00 .00 .00 525.00 525.00
Enter=edit Append [ Next page ] [ Erevious page I
Goto Change quarter ] [ Quarter Totals ] Month Totals
| companyH | 112272007 | Terminal TooD |OVR

See page 10-1 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.
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Employee Federal Tax History Inquiry Screen

This screen appears when you select Employee Federal History on the selection

screen.
n 2007 Employee Federal Tax History =]
Commands Edit Modes Other Scroll Commands [nformation Help
2xu|ne|man|[-e|ee
Employee ID BOUO01 Bourne, Linda C
Earnings
Code October November December -QTR 4- —YTD--
EME 30883.82 00 .00 30883.82 30883.82 @
EQOA 30683.62 00 .00 30883.62 30583.62 E]
FUT 28969.05 00 .00 28969.05 28969.05 B
FWH 28969.05 00 .00 28969.05 28969.05 E]
MED 30683.62 00 .00 30883.62 30583.62 @
0AS 30683.62 .00 .00 30883.62 30583.62 @
Tax Amounts
Code October November December —-QTR 4-- —YTD-—
EME 447.82 00 .00 447.82 1.2 =
EQOA 1914.60 00 .00 1914.60 1914.80| [ =
FUT 434.00 00 .00 434.00 434.00 || ~
FWH 962445 00 .00 5624.45 962445 | ||+
MED 447.82 00 .00 447.82 4782 || =
0AS 1914.60 .00 .00 1914.60 1914.80| | =
Enter=edit Append [ Mext page ] [ Previous page I
Goto [ Change quarter ” Quarter Totals ] Month Totals
| companyH | 112722007 | Terminal ToOD | OVR

See page 10-1 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry

selection screen appears; enter another employee for which to view history or use

the Exit (F7) command to return to the Employee Inquiry menu.

Payroll
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Employee State Tax History Inquiry Screen

This screen appears when you select Employee State History on the selection

screen.
n 2007 Employee State Tax History = G
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|man|[-e|ee o
Employee ID BOUO01 Bourne, Linda C
Earnings

State Code October November Decemnber -QTR 4-- —YTD--

MN Sul 28969.05 00 .00 28969.05 28969.05 @

MN SWH 28969.05 00 .00 28969.05 28969.05 E]

Tax Amounts

State Code Cctober November December -QTR 4-- —YTD--—

MN sSuUl 459.20 .00 .00 459.20 459.20|| =

MN SWH 2043.61 .00 .00 2043.61 204361|| =
-
-
b
=

Switch to Tax Amounts Enter=edit Append [ Mext page H Previous page I
Goto [ Change quarter ” Quarter Totals ] Month Totals
| companyH | 1122722007 | Terminal ToOD | OVR

See page 10-1 for an explanation of the commands and fields.

When you finish viewing the screen, press N to view the next screen you
selected. If you did not select another screen, the Employee History Inquiry
selection screen appears; enter another employee for which to view history or use
the Exit (F7) command to return to the Employee Inquiry menu.

4-18
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Employee Local Tax History Inquiry Screen

This screen appears when you select Employee Local History on the selection

screen.
B 2007 Employee Local Tax History e [
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|man|[-e|ee o
Employee ID BOUO01 Bourne, Linda C
Displ s
Eammgs [ Isplay pictur
State Lo Code October November December -QTR 4-- -—-YTD--
B
=)
B
=
Tax Amounts
State Lo Code October November December -QTR 4-- -—-YTD-—
=
S
-
=
b4
=
Switch to Tax Amounts Enter=edit Append [ Mext page ] [ Previous page I
Goto [ Change quarter ” Quarter Totals ] Month Totals
| companyH | 11272007 | Terminal TooD |OVR

See page 10-1 for an explanation of the commands and fields.

When you finish viewing the screen, press N to go to the Employee History

Inquiry selection screen. Enter another empl oyee for which to view history or use

the Exit (F7) command to return to the Employee Inquiry menu.
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Time Ticket History

Use the Time Ticket History function to view an employee'stime ticket history
for each quarter and for the year.

Time Ticket History Screen

Select Time Ticket History from the Employee Inquiry menu. The Time Ticket
History screen appears.

B 2007 Time Ticket History SREEL X
Commands Edit Modes Other Scroll Commands Information Help
2xn|ne|mnn][re|0e o
Employee ID BOU001 b Bourne, Linda C
Start Date =
Type Code  Date Dept Tax Group Hours Rate Amount
01082007 5 | =
EARN P01 01/15/2007 500 VN 000 000 750.00 E]
EARN WVAC  |09/01/2007 500 VN 8.500 000 262.00 B
EARN P03 09/01/2007 500 VN 000 000 133.82
Employee ] [ Eirst I [ Last ] I Mext ] [ Prav I [ View ] I Start Date ]
| CompanyH [ 1172772007 | Terminal Tooo [ ovR

1. Enter the employee ID whose time ticket information you want to view.

Inquiry

2. Enter the start date for the time period you want to work with.

3. Usethe commandsto find the information you need:

Payroll 4-21
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¢ PressE toview adifferent employee record.

¢ PressF toview the first employee record on file.

e PressL toview the last employee record on file.

¢ PressN to view the next employee record on file.

¢ PressP toview the previous employee record on file.

e PressV toview timeticket details for the selected entry. The View
Transaction screen appears.

¢ Press S to change the start date.

Use the commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents. See “ Employee Comments
Screen” on page 10-24 and “ Documents Screen” on page 10-27 for more
information.

When you finish viewing the information, press E to clear the screen and

return to the Employee ID field or use the Exit (F7) command to return to the
Employee Inquiry menu.

Payroll
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View Transaction Screen

Payroll

The View Transaction screen appears when you select atransactions and press vV
(or click View). The screen lists detailed tax, employee, and amount information
about the selected transaction.

ﬂ View Transaction

Commands Edit Modes Other Help

2xm|me | mu|ze|ee

OK Abandon

Date

Dept

Job

Cost Code
Class

Note
Ded Code
Hours

Amount
Voided?

01/08/2007
500 EXECUTIVE
Phase

010 Stock Plan
.000

225.00

Press Any Key...
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Check History

Use the Check History function to view an employee’s check history for each
quarter and for the year.

Check History Screen

Select Check History from the Employee Inquiry menu. The Check History

screen appears.
B 2007 Check History = | =
Commands Edit Modes Other Scroll Commands Information Help
2x | na|mn|[-o|0e0 o
Employee ID BOUOO1 % Bourne, Linda C
Start Date l1£3]
Check No Check Date Hours Worked Gross Pay Net Pay Void
0001073 10/01/2007 173.330 7633.82 4575.33 E]
0001041 03/31/2007 000 7500.00 43527 | [ @
0001033 02/27/2007 000 7500.00 43527 | [ E]
0001025 01/30/2007 000 §250.00 4826.07| [
0
0
0
0
0
0
0l
BN
B I
[ Employee ] [ First ] [ Last ] [ Mext ] [ Prev ] [ Start Date ]
[Qheck Summary] [ eArmings ] [ Deductions ] [ Withhaoldings ] [ pRint ]
| CompanyH [ 112772007 | Terminal 000 | OVR

1. Enter the employee ID whose time ticket information you want to view.

Inquiry

2. Enter the start date for the time period you want to view. Leave thisfield
blank to view all check history.
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3. Usethe commandsto find the information you need:

Press E to view a different employee record.

Press F to view the first employee record on file.
Press L to view the last employee record on file.
Press N to view the next employee record on file.
Press P to view the previous employee record on file.
Press S to change the start date.

Press C to view summary information about the selected check. The
Check Summary screen appears.

Press A to view summary earningsinformation about the selected check.
The Check History Earnings screen appears.

Press D to view deductions from the selected check. The Check History
Deductions screen appears.

Press W to view withholdings from the selected check. The Check
History Withholdings screen appears.

Press R to print the entry screen, then select the output device.

4. Usethe commands on the Information menu (press Shift+F2 in text mode)
to view any employee comments or documents. See “ Employee Comments
Screen” on page 10-24 and “ Documents Screen” on page 10-27 for more
information.

5. When you finish viewing information, press E to clear the screen and return
to the Employee ID field. Enter anew employee ID for which to view
information or use the Exit (F7) command to return to the Employee Inquiry
menu.

4-26
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Check History Earnings Screen

The Check History Earnings screen appears when you use the appropriate
command on the Check History Inquiry, Check History Deductions, or Check
History Withholdings screen to view earning information for the selected entry.

n Check History - Earnings = | E ||
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|mn][-e|0e o
Employee ID BOUDO1 Bourne, Linda C
Start Date Check No 0001025
Eamn Code Description Tax Group  Class Hours Amaount
Dept Job Fhase Cost Code Rate
REG Regular Pay M 000 7500.00 @
000 B
FO1 Bonus MN 000 750.00|| (4]
000
(=]
]
B
Earning { 000 of 000 )
Done ] [ dEductions ] [ Withholdings ] Goto
Status Bar | CompanyH [ 11272007 | Terminal ToOO | OVR
Field Descriptions
Field Description
Earn Code The employee’s earning code appears.
Description/Dept/ The earning code description, job, and phase IDs
Job/Phase appear.
Tax Group/Cost The tax group and job cost code appear.
Code
Hours/Rate The amount of hours and the rate of pay for the
earning code appears.
Amount The amount earned for each earning code appears.
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Commands

Use the commands on the Check History Earnings screen to perform the function
you want and to find the information you need:

e PressD to return to the Check History Inquiry screen.
¢ PressE toview deductions for the selected entry.
e PressW to view withholdings for the selected entry.

¢ Press G to go to a specific earning code. This command is available only
when there is more than one page of earning codes.

Check History Deductions Screen

The Check History Deductions screen appears when you use the appropriate
command on the Check History Inquiry, Check History Earnings, or Check
History Withholdings screen to view deductions for a selected entry.

B Check History - Deductions =SEECE. X
Commands Edit Modes Other Scroll Commands Information Help
2x | namn|[-o|0e o
Employze ID BOUOD01 Bourne, Linda C
Start Date Check No 0001025
Code Description Hours Amount Grass or Net Emplr Paid?
001 Medical Ins .000 74283 Gross -] @
(S|
8
0
0
0
0
0
(.
8
2
Deduction { 000 of 000 )
Employee Total 742.83 Employer Total .00
Done ] [ Earnings I [ Withholdings ] Goto
Status Bar | CompanyH [ 112712007 | Terminal OO0 | OVR
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Field Descriptions

Field

Code

Description

Hours

Amount

Gross or Net

Emplr Paid?

Commands

Description

The code for the deduction type appears (see page
11-17 for more information on setting up on
deductions).

The description for the deduction code appears.

If the employee has elected to deduct pay by hours
worked, the amount of hours appears.

The amount of money for the deductions appears

Lists whether the amount is deducted before taxes
(gross) or after taxes (net).

If the box is selected, the deduction is paid by the
employer, for example, a401k matching amount.

Use the commands on the Check History Deductions screen to perform the
function you want and to find the information you need:

e PressD to return to the Check History Inquiry screen.

¢ PressE toview earnings for the selected entry. The Check History Earnings

screen appears.

¢ PressW to view withholdings for the selected entry. The Check History
Withholdings screen appears.

¢ Press G to go to a specific earning code. This command is available only
when there is more than one page of earning codes.

Payroll
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Check History Withholdings Screen

The Check History Withholdings screen appears when you use the appropriate
command on the Check History Inquiry, Check History Earnings, or Check
History Deductions screen to view withholdings for a selected entry.

n Check History - Withholdings (S |

Commands Edit Modes Other Scroll Commands Information Help

2x:z|nemm[2¢][0e oK

Employee ID BOU001 Bourne, Linda C

Start Date Check No 0001025

Employee Withholdings

Type State  Locality Code Description Txbl. Eamn Amount @

Federal N/A NiA FWH Federal WH .00 1507.93 @

Federal NIA MNIA 0AS Emplye OASDI .00 511.50 B

Federal M/A MNIA MED Emplye Medicare .00 119.63 B

State MM MNIA SWH MN WiH .00 553.53 @
=

‘Withholding { 001 of 004 )
Employer Liability

Type State  Locality Code Description Txbl. Earn Amount

L]

][44 4

Contribution { 001 of 000 )

Total Withholdings 2692.65 Employer Liability 00

Switch to Liability ] [ Earmnings ] [ dedUctions ][ Done ] Goto

| CompanyH [ 1172712007 | Terminal TOD0 | OVR

The screen contains two sections: Employee Withholdings and Employer
Liability. The Employee Withholdings section displaysinformation for the
amount of taxes for which the employee isliable. The Employer Withholdings
section displays the taxes for which the employer is responsible.
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Payroll

Field Descriptions

Field

Type
State

Locality

Code
Description

Txbl Earn

Amount

Commands

Description

Lists the tax withholding description.
The state in which the employee pays taxes appears.

If the employeeis subject to locality taxes, that
locality appears.

The code for the withholding type appears.
The description for the code appears.

The amount of income subject to the withholding
type appears.

The calculated amount of tax appears.

Use the commands on the Check History Withholdings screen to
perform the function you want and to find the information you
need:

¢ Press S to switch between the Employee Withholdings and
Employer Liability sections.

¢ PressE toview earnings for the selected entry. The Check
History Earnings screen appears.

¢ Press U to view deductions for the selected entry. The Check
History Deductions screen appears.

e PressD to return to the Check History Inquiry screen.
e Press G to go to specific withholdings code. This command is

available only if there is more than one page of withholdings
present.
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Payroll

Daily Work

Payroll Transactions

Use the Payroll Transactions function to enter, change, or

del ete the number of hours each employee worked; allocate
labor dollars, hours and pieces to various departments, jobs,
and phases for hourly and salaried employees; and enter
miscellaneous earnings and deductions that appear on
employee payroll checks. If Payroll interfaces with Job Cost,
the JOHIxxx (Detail History), JOBSxxx (Jobs), and JOCDxxx
(Cost Codes Detail) files are updated when you post.

You cannot use the Payroll Transactions function if you are
working with last-year files.

How you use the Payroll Transactions function depends on
whether employees are hourly or salaried and whether you
enter atime ticket or make a miscellaneous payroll entry.

Hourly employees are paid according to the time ticket data
you enter. Hour, dollar, and piece data are distributed to the
department you specify and to the job and/or phase you specify
if Payroll interfaces with Job Cost.

5-1
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5-2

Salaried employees are paid according to the salary you entered in the PAEGxxx
(Employee General Information) file, not according to the time you enter in the
Payroll Transactions function; but you must use this function to enter payroll
transactions for salaried employees for other types of pay (such as bonuses,
overtime and double time), other deductions, and vacation and sick pay.

Salaries can be dlocated to different departments by entering time tickets. The
system keeps track of the employee’s posted and unposted dollar amounts. You
cannot exceed an employee's salary with time tickets if you elected to replace
wages for salaried employeesin the Earning Types function. If no time tickets
are entered, all expenses go to the home department. If time tickets are entered,
the earnings go to the specified department, and the employer withholdings and
deductions go either to the home department or the department where the
employee worked, based on the option you selected in the Resource M anager
Options and Interfaces function. To determine hours for salaried employees, the
system uses the information from the FREQxxx table.

To record other pay that employees have earned in addition to their regular pay
(commission, tips, bonuses, and so on) and to record other deductions that are to
be withheld from paychecks (items that are not regularly scheduled such as one-
time contributions), make miscellaneous payroll entries. Define these deduction
types through the Deductions function (see page 11-17).

To reverseincorrect time tickets and miscellaneous entries that have been posted,
enter the time ticket with a negative number of hours or the miscellaneous entry
with negative amounts. This procedure provides an audit trail of the change.

Note: an employee with an Inactive status may not have new transactions entered
in their records.

Payroll
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Payroll Transactions Screen

[ Inquiry |
Maint |
[ Inquiry |
Maint |

Payroll

Select Payroll Transactions from the Daily Work menu. This screen appears.

B} 2007 Payroll Transactions S| O ||
Commands Edit Modes Other Scroll Commands Information Help
2xuz|ne|mn][-e|/0e x
Employee ID BOUO01 % Bourne, Linda C (SALARIED)
Department 500 EXECUTIVE
Date 11/27/2007 Class Prs Rate .0000
Date Dept Job Type Code Hours Rate Amount Pisces
MI2772007 500 Pay VAC 40.000 40.000 1600.00 a B
11/27/2007 500 Fay SAL 34.000 40.000 1360.00 1] @
Entry (000001 of 000002 )
Enter = edit ” Add Trans ” Employes ” Eirst “ Last ” Mext H Brevious ” Totals ]
| CompanyH [ 11272007 | Terminal ToOO | VR

1. Choosethe Batch ID which contains or will contain the transaction you want
to enter, change, or delete.

2. Enter the employee ID for which you want to enter, change, or delete
information. Data from the employee’s record appears.

3. Usethe commandsto work with the information on the screen:

To edit the selected transaction, press Enter. See “Editing a
Transaction” on page 5-4 for more information.

To add atransaction, press A. See “Adding a Transaction” on page 5-9
for more information.

To view a different employee record, pressE.

To view the first employee record on file, pressF.
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5-4

e Toview thelast employee record on file, press L.

* Toview the next employee record on file, press N.

e Toview the previous employee record on file, press P.
The four commands above skip employees that have been terminated
when locating the appropriate record to speed transaction entry. To view

terminated employee information, select the appropriate employee I1D.

e Toview transaction totals for the employee, press T. See “Viewing
Totals” on page 5-15 for more information.

¢ Todelete alineitem, use the Delete (F3) command.

4. Press Shift+F2 or use the Information menu to access employee comments
or documents.

Editing a Transaction
When you press Enter at the line you want to edit on the Payroll Transactions
screen, either the earnings or the deductions Edit Transactions screen appears.

The deductions screen differs slightly from the earnings screen.

Edit Transactions Screen - Earnings

ﬂ Edit Transactions =RECHL X"
Commands Edit Modes Other Information Help
» X = | i=) | @ B | ? & | aa OK Abandon
Tax Group M @
Date 1172007 (O]
Dept 500 (8] EXECUTIVE
Job Phase
Cost Code
Class Prs [EJ President
Seq No 0
Note Salaried Wage
Earning Code SAL [TJ Salaried Wage
Hours 34.000
Rate 40.000
Amount 1360.00
Pieces 0

Payroll
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Inquiry |
Maint |

Inquiry |

Payroll

Edit Transactions Screen - Deductions

Edit Transactions

o
Commands Edit Modes Other Information Help

QXKE‘E‘HE‘?@‘@@ oK Abandon

Date

Dept

Job

Cost Code

177 )

(3] EXECUTIVE
Phase

transactions. Use the Maintenance (F6) command to

Press Enter if you want to use the current tax group,

Press Enter to accept today’s date for the transaction,

Class {EJ President
Seq No
MNote United Way
Deduction Code 003{71 United Way
Hours 000
Amount 100.00
Field Description
Tax Group Thisfield appears only if you are editing earning
open the Tax Groups function to edit tax groups.
or enter adifferent tax group.
Date
or enter adifferent date.
Dept

The department ID determines the distribution of
expenses in General Ledger. It aso indicates where
the hours, amount, and pieces are distributed for
accumulation in the PADPxxx (Department) file.

Salary expense for salaried employeesis
automatically distributed to the employees’
departments. If you want to distribute expenses to
different departments, you must enter payroll
transactions for each employee to do so.

Press Enter to accept the current department, or enter
adifferent department ID.
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Field Description
Inquiry | Job Enter thejob ID to which you want to charge the time
Maint | and amount on the time ticket. The Inquiry (F2) and

Maintenance (F6) commands are availableif Payroll
interfaces with Job Cost. The description appears at
the bottom of the screen for verification.

If Payroll interfaces with Job Cost and you want to
charge the hours, amount, and pieces on atime ticket
to aparticular job or phase, enter the job ID and, if
applicable, the phase ID (below). When you post
transactions, the data updates the JOHIxxx (Job
Detail History) file.

If Payroll does not interface with Job Cost, you can
enter job and phase information and then organize the
Time Ticket Journal by job and/or phase for your
records or produce the Transaction History Report for
arecord of job activity.

Inquiry | Phase If you entered a Job ID for this entry, enter the phase

Maint | ID to which you want to charge the time and amount,
if any. The Inquiry (F2) and Maintenance (F6)
commands are available if Payroll interfaces with Job
Cost.

Inquiry | Cost Code If Payroll interfaces with Job Cost and you entered a

Maint | job ID for this entry, enter the labor code for the job.

Inquiry | Class Press Enter to accept the employee’s current labor

Maint class or enter adifferent classfor the timeticket. Use

the Maintenance (F6) command to edit |abor classes.

Sequence No If you want to split earnings and override deductions
for an employee receiving two paychecks, enter a
sequence number. The sequence number you use
printsin the Time Ticket Journal.

Note Enter a description of the time ticket or deduction
entry.

5-6 Payroll
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Field

Inquiry | Earn Code
Maint |

Inquiry | Ded Code
Maint |

Hours

Rate

Amount

Payroll

Description

Thisfield appears only if you are editing atime ticket
earnings transaction.

Press Enter to accept the employee’s current earning
code or enter adifferent earning code for the time
ticket. Use the Maintenance (F6) command to edit
earning codes.

Thisfield appears only if you are editing a deduction.

If you want to override an employee's scheduled
deduction or give a deduction the employeeis not
scheduled to receive, enter the code for the deduction.
Use the Maintenance (F6) command to open the
Deductions function to edit a deduction code.

If you are entering atime ticket, press Enter if the
employee worked the current number of hours or
enter adifferent number of hours.

If you are entering a deduction transaction, enter the
number of hoursto use in calculating the deduction, if
necessary.

Press Enter to accept the employee’s current pay rate
or enter adifferent pay rate for the time ticket. The
rate will change depending on the earning code
entered and the Multiplier and Add to Base fields for
that earning code.

If you are entering atime ticket, the amount
calculated for the time ticket appears. To change this
figure, change the earning code, rate of pay, or
number of hours worked.

If you are entering a deduction transaction, enter the
amount of the deduction.
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Field Description

Pieces If the employee did piece work, the number of pieces
he or she produced appears. Press Enter to accept it,
or enter adifferent number.

The Payroll system does not use piece information to
calculate pay, but piece data can be distributed to and
accumulated by department. In addition, if Payroll
interfaces with Job Cost, you can post period-to-date,
year-to-date, and job-to-date pieces to the JOBSxxx
file.

Use the Proceed (OK) command to save the information. The Payrall
Transactions screen appears.
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Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |

Payroll

Adding a Transaction

The Enter Transactions screen appears when you press A on the Payroll

Transactions screen to add a transaction.

Enter Transactions =RRCI X
Commands Edit Modes Other [nformation Help
2xu|ne|ran|-e|ee
Employee ID |BOUD0T 4| Bourne, Linda C (SALARIED)
Tax Group | N m
Date 1zro7 | Dept 500 (8] EXECUTIVE
Job Fhase Cost Code
Class Prs B Sequence No 0 Pisces 0 Salary 7500.00
Eamn Code MNote Hours Rate Amount
SAL Salaried Wage 34.000 40.000 1360.00
Deduction MNote Hours Amount
008 Parking .000 34.000
3@ United Way 000 100.00

Field Description

Employee ID Press Enter to add atransaction for the current
employee or enter adifferent employee ID. Use the
Maintenance (F6) function to enter the Employees
function to edit employee information.

Tax Group Press Enter to use the current tax group, or enter a
different group if the employee is subject to tax in
more than one group. Use the Maintenance (F6)
command to enter the Tax Group function to edit tax
groups.

Date Press Enter to use the current date or enter a different
date.

Dept Press Enter to use the current department code or

enter adifferent code.
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Field

Inquiry | Job
Maint |

Inquiry | Phase
Maint |

Inquiry Cost Code
Maint

Inquiry | Class
Maint |

Sequence No

5-10

Description

If you enter a department code that is different from
the employee's default department, it is used to
update the employer tax information in the PADPxxx
(Department) file, depending on which option you
selected in the Resource Manager Options and
Interfaces function.

Enter thejob ID to which you want to charge the time
and amount. The Inquiry (F2) and Maintenance (F6)
commands are available if Payroll interfaces with Job
Cost.

If you entered ajob ID for this entry, enter the phase
ID to which you want to charge the time and amount,
if any. The Inquiry (F2) and Maintenance (F6)
commands are available if Payroll interfaces with Job
Cost.

If Payroll interfaces with Job Cost and you entered a
job ID for this entry, enter the cost code for the job.
The Inquiry (F2) and Maintenance (F6) commands
are available if Payroll isinterfaced with Job Cost.

Press Enter to accept the employee’s current labor
class or enter adifferent class for the timeticket. Use
the Maintenance (F6) command to enter the Labor
Classes function to edit labor classes.

If you want to produce multiple checksfor an
employee, enter al the transactions for the first
paycheck under sequence number 0. Then enter the
transactions for the second paycheck under sequence
number 1, and so on.

Payroll
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Field

Pieces

Salary or Rate

Inquiry | Earn Code
Maint |

Note

Hours

Payroll

Description

If the employee did piecework, enter the number of
pieces the employee produced.

The Payroll system does not use thisinformation to
calculate pay, but piece data can be distributed to and
accumulated by department. In addition, if Payroll
interfaces with Job Cost, you can post pieces to the
JOBSxxx file.

If the employeeis saaried, the employee’s normal
salary amount appears.

If the employeeis hourly, enter the hourly rate to
apply to these transactions or press Enter to accept
the current rate.

Press Enter to accept the current earning code or
enter an earning code for the time ticket. Use the
Maintenance (F6) command to enter the Earning
Codes function to edit earning codes.

You can enter five line items for an employee on this
screen; if you need to enter more items, use the
Proceed (OK) command to save these transactions,
return to the Payroll Transactions scroll region, and
then reenter the Enter Transactions screen.

If you elected to use the time card calculator (which is
for hourly employees only) in the Resource Manager
Options and Interfaces function, amessage appears.
If you elect to use the time card calculator, the Time
Card Entry window appears (see “ Time Card Entry”
on page 5-13).

A description of the earning code appears. Press
Enter to accept that description, or enter adifferent
description.

Enter the number of regular work hours recorded on
the time ticket, or enter a negative number of hoursto
reverse atimeticket that has already been entered.
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Inquiry |
Maint |

5-12

Field

Rate

Amount

Deduction

Note

Hours

Amount

Description

The pay rate for the earning code appears. Press Enter
to accept the rate or enter a different rate for thistime
ticket.

The amount (the number of hours multiplied by the
rate) appears. Press Enter to accept the amount or
enter adifferent amount. If you enter adifferent
amount, the rate is recal cul ated.

When you accept the amount, the cursor movesto the
next time ticket line. Enter another earning code or
press Enter to leave the field blank and enter a
deduction entry.

Enter a deduction code. If you entered ajob and
phase, deductions are not posted to the job. Use the
Maintenance (F6) command to enter the Deduction
Codes function to edit deduction codes.

You can enter five line items for an employee on this
screen; if you have morethan five deductionsto enter,
use the Proceed (OK) command to transfer the
transactions to the Payroll Transactions scroll region
and then reenter the Enter Transactions screen.

The deduction’s description appears. Press Enter to
accept that description, or enter adifferent description
for this deduction.

Enter the number of hours associated with the
deduction.

Enter the amount of the deduction.

Use the Proceed (OK) command to save the information. Although the fields
related to earnings and deductions are cleared, the employee and job information
you entered remains on the screen. Change the information or enter a different
employee ID. If you enter adifferent employee ID, job and phase information
remains on the screen, making it easy to enter time tickets for the employees who

worked on ajob.

Payroll
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When you finish adding transactions, use the Exit (F7) command to return to the
Payroll Transactions screen.

Time Card Entry

Time cards can be filled out daily or weekly for each employee. If you elected to
use the time card calculator in the Resource Manager Options and Interfaces
function and on the Enter Transactions screen for hourly employees, the Time
Card Entry window appears.

B Time Card Entry 2| E
Commands Edit Modes Other Help
ﬁxtg|&.|ﬂ@ ?®|@@ [ ok J[Apanden |
Employee ID JON0O1 MName Jonchim, Maria
Day 1 Day 2 Day 3 Day 4 Day & Day B Day 7
Time In 03: 00 07: 30 07: 45 00: 00 00: 00 00: 00 00: 00
Time Cut 12: 30 12: 00 12 00 00: 00 00: 00 00: 00 00: 00
Last Out .000 .000 .000 000 .000 .000 .000
Time In 13: 30 12: 30 13| 00 00: 00 00: 00 00: 00 00: 00
Time Out 17: 00 17: 00 00: 00 00: 00 00: 00 00: 00 00: 00
Last Out 1.000 500 .000 000 .000 .000 .000
Time In 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00
Time Cut 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00
Last Out .000 .000 .000 000 .000 .000 .000
Time In 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00
Time Cut 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00 00: 00
Last Out .000 .000 .000 000 .000 .000 .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 .000 .000 000 .000 .000 .000
Adjustment .000 .000 .000 000 .000 .000 .000
Totals 8.000 9.000 4.250 000 000 .000 .000
Week: Regular 21.250 COvertime .00o0
Field Description

Employee ID/Name The employee’s ID and name appear.

Time In For each day of the week, enter the hour and minute
the employee punched in. Enter hours in military
format. For example, if the employee started work at
5:00 P.M., enter 17, press Enter to moveto the
minutes field, then enter 00.
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Field

Time Out

Last Out

Adjustment

Totals

Week: Regular

Week: Overtime

Description

For each day of the week, enter the hour and minute
the employee punched out. Enter hoursin military
format. For example, if the employee finished work at
5:00 pP.M., enter 17, press Enter to moveto the
minutes field, then enter 00.

The time elapsed between the time in and the
previous time out appears. No number appearsin the
first Last Out field.

Enter hours or minutes adjustments for each day. For
example, if an employee worked after punching out,
you can compensate for that here.

The total number of hours and minutes for each time
in, time out, and adjustment (if any) appears.

The total number of regular hours the employee
worked for the week appears.

The total number of overtime hours the employee
worked for the week is displayed, depending on how
the TCALCxxx tableis set up.

If overtime has been calculated, you must enter the
overtime codes on the Enter Transactions screen.

Use the Proceed (OK) command to save your entries. The Enter Transactions
screen appears and lists the updated hours information.

5-14

Payroll



Daily Work « CHAPTER 5

Viewing Totals

When you press T on the Payroll Transactions screen, the Employee Transaction
Totals screen appears.

n Employee Transaction Totals (=N AEl

Commands Edit Modes Other Scroll Commands Information Help

» K t= | [} | = | ? & | aa oK Abandon
Employee ID BOUDO1 Bourne, Linda C
------- HOURS---------- - -PAY. - - - - -
Cods Posted Unposted Tatal Posted Unposted Tatal
SAL 0oo 34.000 34.000 .00 1360.00 1360.00 @
Total .000 74.000 74.000 .00 2960.00 2960.00
Deductions .00 100.00 100.00
Rpt Tips .00 .00 .00
Press Enter to continue Pieces 0 0 0

The posted, unposted, and total hours and pay appear for each earning code
assigned to the employee. If there are more earning codes than fit on one screen,
you can scroll up and down to view additional earning codes.

Deductions, reported tips, and pieces appear at the bottom of the screen.

When you finish viewing employee transaction totals, press Enter to return to the
Payroll Transactions screen.
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Time Ticket Journal

The time tickets you entered into the PATRxxx (Transactions) file but have not
posted are listed in the Time Ticket Journal. Print the journal before you post
transactions and use it to verify your entries and as part of your audit trail.

You cannot use the Time Ticket Journal function if you are working with
last-year files.

Time Ticket Journal Screen

Select Time Ticket Journal from the Daily Work menu. The Time Ticket Journal
screen appears.

X 2007 Time Ticket Journal (=8 cE =
Commands Edit Modes Other Help
’iﬁ?'«‘\'té‘ﬁ‘-‘?g‘@@ OKlAbandonl
Employee ID From |BOUOOT |?‘
Thru  LUKDOT Y
Transaction Date Fram ‘ﬁ|
Thru =
Batches to Print 1
Frint by:
@ Batch ID
) Transaction Date
) Employee
Job and Phase
Department
Labor Class
Group Code
Status Bar | CompanyH | 12282007 | Terminal TOOD |OVR
Inquiry | 1. Enter the range of employees you want to include in the journal.
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Time Ticket Journal

Enter the range of transaction datesto include in the journal. Use this option
to isolate groups of transactions when printing the journal.

Select the order in which you want to organize the journal.

Select the output device to begin printing the report. See “ Reports” on
page 1-38 for more information. After the journal is produced, the Daily

Work menu appears.

Time Ticket Journal

1z/28/2007 Builders Supply Page 1
3:27 PH Tiwe Ticket Journal
By Batch ID
Enployes Type Date Tax Group  Dept. Job Phase Cost Class ————- Earning-———— Rate Fisces
D Name Group Note Code Seg. Code Description Hours Awount
BOUOO1 EBourne, L C E 1z/28/2007 MN 500 000 Prs VAC Vacation Pay 40.000 a
1 Vacation Pay [a]ufu] 40.000 1600.00
BOUOO1 Bourne, L C B 1z2/28/2007 MM 500 000 Prs SAL  Salaried Tage 40.000 a
1 Salaried Wage [alu]n] 34.000 1360.00
Pieces Totals a
SAL Salaried Vage 34.000 1360.00
VAC Vacation Pay 40.000 1600.00
Batch ID 000001 Totals 74.000 2960.00
Pieces Totals a
SAL Salaried Wage 34.000 1360.00
VAC Vacation Pay 40.000 1600.00
Grand Total 74.000 2960.00
End of Report
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Miscellaneous Deductions Journal

The deductions you entered into the PATRxxx (Transactions) file but have not
posted are listed in the Miscellaneous Deductions Journal. Print the journal
before you post transactions to verify your entries and as part of your audit trail.

You cannot use the Miscellaneous Deductions Journal function if you are
working with last-year files.

Miscellaneous Deductions Journal Screen

Select Miscellaneous Deductions Journal from the Daily Work menu. The
Miscellaneous Deductions Journal screen appears.

B 2007 Mliscellaneous Deductions Journal =] @ ==
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ 0K Abandon
Employse 1D From  BOUOO |ﬂ
Thu  STOOO! B
Transaction Date From ‘E‘
Thru EI

Batches to Print 1

Print by:

@ Batch ID
Transaction Date
Employee

*) Department

© Group Code

[ companyn | 12080007 | Terminai Tooo | ovR

Inquiry | 1. Enter the range of employees you want to include in the journal.
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Miscellaneous Deductions Journal

2. Enter the range of transaction datesto include in the journal. Use this option
to isolate groups of transactions when printing the journal.

3. Select the order in which you want to organize the journal.

4. Select the output device to begin printing the report. See “Reports’ on
page 1-38 for more information. After the journal is produced, the Daily

Work menu appears.

Miscellaneous Deductions Journal

End of Report

12/28/2007 Builders Supply Page 1
3:41 PH Miscellaneous Deductions Journal
By Batch ID

Enployee Type Group Date Dept. ————- Deduct ion——— Hours mount  MNote
D Name Code Description
EOUO01 Bourne L C 5 1 12/28/2007 500 008 Parking .ooo0 34.00 Parking
BOUODL Bourne L C 5 1 12/28/2007 500 011 Uniform .ooo 15.00 Uniform

0058 Parking .ooo 34.00

011 Uniform .ooo 15.00

Batch 000001 Totals .ooo 45.00

008 Parking .ooo0 34.00

011 Uniform .ooo0 15.00

Grand Total .ooo0 49.00
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Copy Recurring Entries

Use the Copy Recurring Entries function to copy recurring time tickets.

Note: time tickets will not be copied for employees with an inactive status.

Copy Recurring Entries Screen

Select Copy Recurring Entries from the Daily Work menu. The Copy Recurring
Entries screen appears.

2007 Copy Recurring Entries li‘i‘é]
Commands Edit Modes Other Help
2xu|ne|Ban|-e|ee oK) [Abanden ]

Have You Printed the Recurring Time Ticket List
and the Recurring Deductions List? F

Be sure that you have backed up your data files before copying.

Run Code Fram 1

Thru 939
Cutoff Date 1012007 [
Time Tickst Date 1102007 [

| company 1 [ 11272007 | Terminai Toon | ovr

1. Select the check box (or enter Y in text mode) when you have printed the
Recurring Time Ticket List and the Recurring Deductions List. Clear the
check box (or enter N in text mode) if you have not printed these lists and do
so before proceeding.
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Copy Recurring Entries

Verify that you have backed up your datafiles before proceeding.

Enter the range of run codes you want to copy.

Enter the cutoff date. Recurring entries that have a cutoff date after the date
you enter here will be copied.

Enter the date you want the system to use as the transaction date.

Select the output device to begin printing the Copy Recurring Entries Log.
See “Reports’ on page 1-38 for more information. After the log is produced,
the Daily Work menu appears.

Copy Recurring Entries Log

1271772007 Builders Supply PAGE 1
8:11 AM Copy Becurring Entries
Audit Trail
Pun Dept. Tax Group Job Phase Cost  Segq Pay/
Code Emp ID ID I I Code Nao. Ded Hours Rate Amount
Al JONOO1l 5Ol m 000 Pay 40.000 7.E00 z00.00
Al EO2001 5Ol m 000 Pay 40.000 E.7E0 z20.00
LUN CODE Al PAY TOTALE g0.000 Ez0.00
Al JONOO1l 5Ol 000 Ded oo z&.00
Al EO2001 5Ol 000 Ded oo z&.00
LUN CODE Al DED TOTALE oo E0.oo
ca STO0OOL 100 m 000 Pay 40.000 8.350 252.00
LUN CODE C3 PAY TOTALE 40.000 252.00
ca STO0OOL 100 000 Ded oo z&.00
LN CODE C3 DED TOTALE oo z&.00
Grand Total Pay 1z0.000 g22.00
Grand Total Ded oo 7E.00
End of Beport
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Change Batches

The Change Batches function allows you to manually change the batch ID for a
single transaction or an entire batch of transactions that has not been posted. If
you did not elect to use transaction batching, you cannot use this function.

Select Change Batches from the Daily Work menu. The Change Batches screen

appears.
X Change Batches =& =
Commands Edit Modes Other Help
QTEE‘E‘-‘?Q‘@@ OK Abandon
Change:
@ Transaction Number
Batch ID
Old Batch D 000001 [a]
Employee ID BOU00T |Q‘
Transaction Number 2[?‘
New Batch ID (000002 i)
Status Bar | CompanyH | 12282007 | TerminalTOOD | OVR

1. Select thetype of change you want to make in the Change section of the
screen. You can copy asingle transaction to anew batch or you can move al
transactions from one batch to another.

Inquiry I 2. kIfnter the batch number from which you want to changein the Old Batch ID
OX.
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Inquiry I 3. If you selected the Transaction Number change option, enter the employee
ID number for which you want to change batch I1Ds.

Inquiy | 4. If you selected the Transaction Number change option, enter the transaction
number for which you want to change batch IDs.

Inquiry | 5. Enter the batch number to which you want to change in the New Batch ID

Maint | box.

After the transactions are copied and the corresponding log is produced, the
Daily Work menu appears.
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Batch Control

Usethe Batch Control function to inquire about the status of your batches, to set
up new batches, and to maintain existing batches. If you did not elect to use
transaction batching, you cannot use this function.

Select Batch Control from the Daily Work menu. The Batch Control screen

appears.
n Batch Control =@ =4
Commands Edit Modes Other Help
%XEE‘E\‘H‘?@‘@@ [ ok | Abandan
Batch ID 00000 b
Report Status:
Description Payrall Daily Wark Batch Time Ticket Journal Not Applicable A
Lock Flag Status | Released ~ Misc Deduction Jrnl Not Applicable -
Permanent? I Mot Applicable -
Term User Name Term User Name
[ companyH | 12282007 | Terminai Tooo | ovr
Inquiry | 1. Enter the batch ID with which you want to work in the Batch 1D box. If you
Maint I elected to use automatic batch number generation in the Options and

Interfaces function, you can create anew batch ID by using the Proceed
(OK) command.

2. If aterminal ID appearsinthe Lock Flag box, the batch is or was produced

or posted on that terminal. Do not change it unless you need to release a
locked batch.
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5-26

3. Enter adescription of the transactions in this batch in the Description text

box.

Enter the status of the batch: H if itison hold, or R if it has been released. If
you place the batch on hold, you can print or post it, but you cannot enter or
edit transactionsinit.

Check the Permanent? box to make the keep the batch from being deleted
upon processing.

Toggle the year to Current or Last to set the GL year for this batch.

For each report listed, toggle the report status.

The report status begins as Not Applicable. When you enter purchases or
miscellaneous debits, the status automatically changes to Unprinted. When
you print the report, the status automatically changesto Printed. If you then

add or change transactions, the status automatically changesto Reprint.

If you selected abatch that isin use, theterminal 1D and the user name of the
person entering transactions are displayed.

A maximum of 20 terminal 1Ds can appear at onetime.

After you save the information, enter information about a different batch 1D,
or exit to the Daily Work menu.

Payroll



Post Transactions

When you post transactions, time ticket and miscellaneous deduction information
istransferred from the PATRxxx (Transactions) file to the PATPxxx
(Transactions Post) file. Once posted, you cannot change this information using
the Payroll Transactions function. You can, however, view the totals of the
posted entries using the Totals command in transaction entry. During posting, the
detail from the timeticketsislost; only the summary information necessary to
produce the next group of paychecksis stored.

In addition, the PADPxxx (Department) fileis updated so that department records
show the number of hours and pieces and the amount of the payroll expenses on
the timetickets. If Payroll interfaces with Job Cost, the job and phase records are
updated with labor expenses (excluding deductions) and hours.

If you elected to save transaction history when you installed Payroll, the
PATHxxx (Transaction History) file is updated with the detail from the time
tickets and miscellaneous deduction entries from the PATRxxx file. After the post
completes, the PATRxxx file is erased, clearing the way for more time ticket and
miscellaneous deduction entries.

You cannot use the Post Transactions function if you are working with last-year
files.

Before Posting

Before you post, perform these tasks:

¢ If you have amultiuser system, make sure that no one elseis using the
Payroll system. You cannot post if someone elseis using Payroll functions.

e Print the Time Ticket Journa (see page 5-17).

¢ Print the Miscellaneous Deductions Journal (see page 5-19).
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e Back up your datafiles.

The information in the Time Ticket Journal and the Miscellaneous Deductions
Journal comes from the PATRxxx file. Posted entries are cleared from thisfile to
make room for the next group of entries. Because you cannot reconstruct the

journals after you post, printing them before you post isimportant to maintain an
audit trail.

Backing up your datafiles before you post is an important practice. Unforeseen

problems such as a power surge or failure can interrupt the post and result in the
loss of data.

Post Transactions Screen

Select Post Transactions from the Daily Work menu. The Post Transactions
Screen appears.

ﬂ 2007 Post Transactions o] @ =
Commands Edit Modes Other Help
2 K E‘E‘ﬂ@‘?@"@@ | ok || Abandon

Have You:
--Printed the Time Ticket Journal?

--Printed the Miscellaneous Deductions Journal?

--Backed Up Your Data Files? v

Batches to Post 0

Company H 1242812007 Terminal TO0OO | OVR
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1. Beforeyou post, print the Time Ticket and Miscellaneous Deductions
Journals and back up your data files. If you have not performed these tasks,
clear the box (or enter N in text mode) and do so now. When you have
completed these tasks, select the box (or enter Y in text mode) to continue.

2. Select the output device to print the posting log. See “ Reports” on page 1-38
for more information.

The posting log lists the total hours and wages posted to the PADPxxx,
PATPxxx, and PATHxxx files. After posting completes and thelog is
produced, the Daily Work menu appears.

Payroll Posting Log

1z/28/2007 Euilders Supply Page 1
3:45 PH Payroll Fosting
Pay or Deduction -—- Total Posted ---
Code Description Hours Wages
POZ2 Trawvel Exp 10.000 400,00
SAL Salaried Wage 34.000 1360.00
3IC Sick Pay 10.000 400,00
WAC Vacation Pay 40.000 1600.00

EARNING TOTALS S94.000 3760.00
o038 Parking 34.00
011 TUniform 15.00

DEDUCTION TOTALS 49.00
Jdobs total -ooo -oo
End of Report

Payroll
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Manual Checks 6-9
Edit Register 6-21
Accrual Adjustments 6-25
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6-27
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6-55
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Report 6-57
Post Checks 6-59

Payroll

Payday Work

Introduction

Perform the functionsin the order they appear on the menu, but
do not use the Void Checks function until you have posted
checks. First, calculate checks and enter manual checks. Then
produce the Edit Register to check your work. Print the checks
and the Check Register. Produce the reports you need, and then
post.

Several of the functionsin this chapter appear on an additional
Payroll Reports and Posting menu that appears on the
Payday Work menu. To access these functions, select Payroll
Reports and Posting from the Payday Work menu and then
select the appropriate function.
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Calculate Checks

Payroll

The Calculate Checks function uses the information in the PATPxxx
(Transactions Post) file to calculate checks for your employees. The PATPxxx
file is updated when you post transactions to calcul ate taxes and deductions and
to build the PACDxxx (Checks Deductions), PACExxx (Checks Earnings),
PACHxxx (Checks), and PACWxxx (Checks Withholdings) files in preparation
for check printing.

If Direct Deposit isinstalled, you can also use the Calculate Checks function to
calculate direct deposit transactions at the same time you cal cul ate checks.

You cannot use the Calculate Checks function if you are working with last-year
files.

You can calculate multiple checks for each employee each time you produce
checks. If you have entered manual checks, you can use the Calculate Checks
function without having fully processed and printed the manual checks; manual
and cal culated checks can be processed in the same check run.

You must calculate checks before you add manual checks. If you create
manual checks before you calculate checks, the manual checks will be
erased.

After you cd culate checks, the Cal culate Checks Log prints. Use thelog to verify
totals and earning code information and as part of your audit trail. If an error
occurs during check calculation, a message printsin the log. See appendix A for
an explanation of error messages.

Note: employees with an inactive status will only have checks cal culated for
them if they have transactions posted (a warning message will appear on the
Cdculate Checks log). If the inactive employee is salaried and does not have a
time ticket posted, they will not have a check calculated for them during the
Cadculate Check processing.
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Calculate Checks

Calculate Checks Screen

Select Calculate Checks from the Payday Work menu. The Calculate Checks

screen appears.

X 2007 Calculate Checks

S
Commands Edit Modes Other Help
'}@XEE‘E\‘H‘?@‘@@ OK Abandon

Grp

Fayroll Numnber 000053

Quarter 4

Group Code 0123

Periad End 12312007 ()

Date on Checks 12/31/2007 @

GL Period 12

Bank Accaunt FNBOO1 (3]
Period Beg Pd Code Grp Period Beg
12/15/2007 1 1 12/15/2007
12/15/2007 1 3 12/15/2007

Calculate Dirsct Deposit?
Include Salary Wages?
Calculate Vacation/Sick Accruals?

Pd Code
1
1

| companyH | 12282007 | Terminai Tooo | ms

If you calculated checks or entered manual checks without finishing the payday
steps, the following message appears:

Checks are already on file. Do you want to start over?

If you calculate checks again, the datathat ison file is erased. Make sure that
the previous day’s payday work cycle was completed properly. If it was not,
do not calcul ate checks again, because the checks that were issued are not
reflected in the payroll totals or in the General Ledger balances. To verify
checks that have been calculated, print the Check Register.

6-4

Payroll



Calculate Checks

Payday Work « CHAPTER 6

Payroll

If you do not want to cal culate checks, select No (or enter N in text mode) to exit
to the Payday Work menu. If you want to calcul ate checks again, erasing the
checks that are on file, select Yes (or enter Y in text mode).

Field

Payroll Number

Quarter

Group Code (0-9)

Period End

Date on Checks

GL Period (1-13)

Description

The payroll number from the PACTLxxx table
appears.

The quarter from the PACTLxxx table appears.

Enter group codes 0-9. The codesyou enter determine
which employees are paid. The codes are compared to
the group code for each employee in the PAEGxxx
(Employee General Information) file. You cannot add
acheck for an employee who is not in an included
group code.

If you elect to include salary wages in this check run,
salaried employees with the group code you enter are
paid their salary amount, less deductions and taxes.
Hourly employees with the group code you enter are
paid according to the earnings accumulated in the
PATPxxx file from transactions entered, less
deductions and taxes.

Enter the date the pay period ends. The system uses
this date and the period beginning date you enter for
each group code (and checks each employee's start
and termination dates in the employee records) to
verify employment during the pay period.

Enter the date you want to print on the checks.

The General Ledger period is used when you post
checks. Thetotals for the checks produced are posted
to the General Ledger period you specify. (The totals
in the Payroll system are affected in the current
period, regardless of the period you enter.)

Press Enter to post the checksto the current period or
enter adifferent period.
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Calculate Checks

Field
Bank Account
Grp

Period Beg

Pd Code

>” Calculate Direct
DL Deposit?

Include Salary
Wages?

6-6

Description

Enter the Bank 1D to be used in the check run.
The group codes you entered above appear.

The system uses this date and the period ending date
you entered above to verify employment during the

pay period.

For each group code you entered, enter a date for the
start of the pay period, or press Enter to accept the
current date.

The period code you entered in the Scheduled
Deductions section of the Employee Salary
Information screen indicates when and how each
scheduled deduction is taken. During check
calculation, the period codes are compared to the
codes in the employee record to determine which
deductions will be taken.

For each group code you entered, enter the
appropriate period code (1-5), or enter 6 to skip
deductions.

Select the box (or enter Y in text mode) to include
direct deposit transactions in the check calculations.
Clear the box (or enter N in text mode) to exclude
direct deposit transactions and to produce checks for
al employees. If you exclude them, paychecks are
produced for employees whose pay is normally
directly deposited.

Select the box (or enter Y in text mode) to include
salary wages in the calculation for the group codes
entered; clear the box (or enter N in text mode) to
exclude the wages. Only timeticket and
miscellaneous payroll information is processed, so
you can process bonus checks without processing the
salary wage.

Payroll
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Field Description

Calculate Vacation/  Thisfield appears if you elected to use this option in
Sick Accruals? the Resource Manager Options and Interfaces
function.

If you want the system to calculate vacation and sick
accruals, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

Select the output device to print the Calculate Checks Log. See “Reports’ on
page 1-38 for more information. After the calculation completes and the log
prints, the Payday Work menu appears.

Calculate Checks Log

0s/17/2007
8:45 AM

Group Codes
Period End
Date on Check
GL Period

Grp Period B

o 08/01/20
z 08/01/20

EOUOOL1 EBourne

Calculate Che

Net Pay - Che

MNumber of Emp
Humber of Che

End of Beport

BEG BRegular Pay llsg._00
SAL Salaried Wage 1z6.00
Gross Pay 132z4._00

Humber of Vouchers 3

Builders Supply Page 1
Calculate Checks

olrLzz
0s/15/2007
s 02/1E/Z007
g
ey Pd Code Grp Period Beg Pd Code

a7 1 1 0s/01/2007 1
a7 1 3 0s/01/2007 1

Linda Neg. Net Pay of -24_.96, Gross Pay of 136.00. Deductions Reduced until Net is Zero.

cks Totals

cks 6572

loyees £
cks 1

Payroll
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Manual Checks

Use the Manual Checks function when you want to produce payroll checks
outside the normal payroll cycle. For example, if an employee resigns, is going
on vacation, or isreceiving abonus or other type of compensation on a separate
check, you can produce a manual check for the employee before the next payday
or produce multiple checks on payday.

If you issue and print a check for a previous year, make sure that the check is
dated for the correct year.

You can a'so use the Manual Checks function to change deductions and
withholdings of calculated checks that are aready in the PACHxxx (Checks) file.

Note: employees with an inactive status may not have manual checks processed
for them.

E If Direct Deposit isinstalled, use the Manual Checks function to prepare or clear
BlD direct deposit vouchers.

Before You Begin

If you have a multiuser system, make sure that no one else is calculating checks.
You cannot enter manual checks if someone elseis using the PACHxxx file to
calculate checks.

Payroll 6-9



CHAPTER 6 « Payday Work Manual Checks

Manual Checks Selection Screen

Select Manual Checks from the Payday Work menu. The selection screen

appears.
E 2007 Manual Checks [ @ ==
Commands Edit Modes Other Help
R LI L IR LY
Payrall Number 000053
Quarter 4
Group Code 1
Period End 093012007
Date on Chacks 10/05/2007
GL Period 10
Bank Account USB001
Grp Period Beg Pd Code Grp Period Beg Pd Code
of

' Change Manual Checks
) Change Calculated Checks
1 Start Over

Company H | 12/28/2007 Terminal TOOO | OVR
| | | |

If manual checks are already on file, additional options appear at the bottom of
the screen (as shown in the example). See “Options’ on page 6-11 for more
information. If no manual checks are on file, the entries you make in the other
fields on the screen apply to all manual checks you enter until you post checks.

Field Description

Payroll Number The payroll number from the PACTLxxx table
appears, which is stored in the PATBxxx file.

Quarter The current quarter in the PACTLxxx table appears.
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Field

Group Code (0-9)

Period End
Date on Checks

GL Period (1-13)

Grp

Period Beg

Pd Code

Description

The codes you enter determine the employees for
whom you can enter manual checks. The codes are
compared to the group code for each employeein the
PAEGxxx (Employee General Information) file.

Enter the last day of the pay period.
Enter the date you want to print on the checks.

Press Enter to post the General Ledger entriesto the
current accounting period, or enter a different period.

The group codes you entered above appear.

For each group code you entered above, enter a date
for the start of the pay period.

Enter the period code (1-5) that indicates which
scheduled deductions should be taken for the manual
checks in the group, or enter 6 if you do not want
deductionsto be taken for these checks.

If you do not want deductions to be taken for certain
checks, zero out the amounts as you enter checks.

When you finish making selections, the Manual Checks screens appear.

Options

If checks are already on file, select the action you want to take. You can:

¢ enter amanual check (see“Manual Checks Screens’ on page 6-12).

¢ change amanual check that ison file (see “Manual Checks Screens’ on
page 6-12 for more information).

e change caculated checks (you can edit deductions and withholding
information for calculated checks, but not earnings information).

e erase the manual checks that are on file and then enter new manual checks.
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Manual Checks Screens

Manual Checks Screen One

When you proceed from 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 or to change or delete unposted manual checks.

B Manual Checks S|
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|mn|[-e|ee o
Page 1 of 3
Employee BOUDD1 % Boume, Linda C Sequence Y
Gross Pay 6933.20
Pieces i] Voucher not on file
Check No ‘Weeks Worked 433
Earn Code Description Tax Group Class Hours Amount
Dept Job Fhase Cost Code Rate
Salaried Wage @
500 40.000 (2]
SAL Salaried Wage N Prs 12.000 430.00 B
400 40.000

Earning ( 001 of 002 )

Gross Pay Total 6933.20

I Enter = edit H Append ”Qa\culate Checks H Next page ” Header I Goto

| companyH | 1172772007 | Terminai Tooo [ove

Field Description
e
&I Employee Enter the employee ID.
Maint |

To change or delete an unposted manual check, enter
the employee ID, then press Enter to list the first
check in the file for that employee. If the check that
appearsis not the one you want, use the Abandon
(F5) command to go to the Employee field and enter
adifferent ID.
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Field

Inquiry | Sequence

Gross Pay

Pieces

= Create voucher?
— DD

— Clear voucher?
— DD

Check No

Weeks Worked

Use the Proceed (OK) command to go to the earning code scroll region, then use

Description

If you entered more than one check for the employee,
enter the sequence number of the check with which
you want to work.

The employee’s gross pay for the check appears.

If applicable, enter the number of piecesfor which the
employee is being paid. Pieces are used for
management information and job control and are not
posted to Job Cost.

This prompt appearsif you are entering acheck for an
employee participating in direct deposit. If you want
to create a voucher for direct deposit, select the box
(or enter Y in text mode). If you want to issue a check
for the entire amount of the transaction, clear the box
(or enter N in text mode).

This prompt appearsif you are editing a voucher. If
you want to issue a check for the entire amount of the
transaction, select the box (or enter Y in text mode). I
you want to create a direct deposit voucher, clear the
box (or enter N in text mode).

If you are entering the check after it wasissued, enter
the number of the check you issued to the employee.
If you do not enter a check number, check numbers
are assigned automatically when you print checks.

Enter the number of weeks the empl oyee worked.

the commands to work with the information on the screen:

« Toedit an earning code, press Enter. See “Editing and Adding Earning
Codes’ on page 6-14 for more information.

e Toaddan earning code, press A. See “Editing and Adding Earning Codes’
on page 6-14 for more information.

Payroll
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To calculate a check, press C.

If you elected to accrue sick and vacation time for an employee in the
Resource Manager Options and Interfaces function, this message appears:

Do you wish to accrue Vacation/Sick for this employee?
If you want to accrue vacation and sick time for the employeg, click Yes (or
enter Y in text mode); if not, click No (or enter N in text mode). The check is

then calculated and the second manual checks screen appears.

If you elected not to accrue vacation and sick time for an employee, you can
enter or edit amanual check or press N to go to the next page of lineitems.

To enter or edit the number of pieces, the check number, or the weeks
worked for the paycheck, press H.

To delete the check, pressD.

Editing and Adding Earning Codes

When you press Enter or A to edit or add amanual check line on the first Manual
Checks screen, the Manual Checks screen appears:

Dept
Job

Class

Hours

Rate
Amount

500 [a] Execumve
Phase

Cost Code

Prs {T] President

Eamn Code SAL E Salaried Wage

161.330
40.000
6453.20

B\ Manual Checks S| E
Commands Edit Modes Other Information Help
» A rI= @|ﬂ@|?@|@@ oK Abandon
Tax Group VN E

Field

Tax Group

Inquiry |
Maint |

6-14

Description

Press Enter to accept the current tax group I D or enter
adifferent ID.

Payroll
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Inquiry |

Inquiry
Maint

Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Payroll

Field Description

Dept Press Enter to use the current department or enter a
different department 1D.

Job If Payroll interfaceswith Job Cost, press Enter to use
the current job ID or enter adifferent job ID. The
Inquiry (F2) and Maintenance (F6) commands are
availableif Payroll interfaces with Job Cost.

Phase If this earnings entry containsajob ID, press Enter to
use the current phase ID or enter adifferent phase ID.
The Inquiry (F2) and Maintenance (F6) commands
are available if Payroll interfaces with Job Cost.

Cost Code If this earnings entry containsajob ID, press Enter to
use the current cost code or enter a different cost
code. The Inquiry (F2) and Maintenance (F6)
commands are available if Payroll interfaces with Job
Cost.

Class Press Enter to accept the employee’s labor class or
enter adifferent class.

Earn Code Press Enter to accept the employee’s earning code or
enter adifferent code.

Hours Press Enter if the employee worked the number of
hours that appears or enter a different number of
hours.

Rate Press Enter to accept the employee's pay rate or enter

adifferent pay rate.

Amount The check amount appears. To change this figure, you
must change the earning code or number of hours
worked. The pay rate is then recal cul ated.

When you have finished editing or adding transactions, use the Proceed (OK)
command to save your changes. Use the Next page command to proceed to the
second Manual Checks screen.
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Manual Checks Screen Two

Use the second Manual Checks screen to enter and edit deduction codes for
manual checks generated for each employee.

B Manual Checks SHECHL_ X
Commands Edit Modes QOther Scroll Commands Information Help
2% mnalmo|o|0e oK
Page 2 of 3
Employee BOUD01 Bourne, Linda C
Gross Pay 6933.20
Deductions
Code Description Hours Amount Gross or Net Emplr Paid?
1 Medical Ins Q0o 10.56 Gross Pay ] @
5] 401K 000 337.50|Gross Pay O @
3 United Way 000 76.00 |Gross Pay O B
4 Credit Union 000 50.00 |Gross Pay O
10 Stock Plan 000 100.00 |Gross Pay O
2 Dental Ins 000 352|Gross Pay O
0
0
(SR
S
=
Deduction { 001 of 006 )
Employee Total 576.58 Employer Total .00
Enter = edit ” Append ] I Recalc check Goto [ Previous page I [ Next page ”Qe\ete check ]
[ companyH | 112712007 | Terminai Tooo [ovr

Use the commands to work with and add entries to the information on the screen:

* Toedit adeduction code, press Enter. See “ Editing and Adding Deductions’
on page 6-17 for more information.

e To add adeduction code, press A. See “Editing and Adding Deductions’ on
page 6-17 for more information.

*  To recalculate the employee withholdings and employer’sliability for a
check, press R. The deductions are not recal cul ated.

e Togo to the third Manual Checks screen, press N.

e Togo to the previous page of items, press P.

Payroll
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Inquiry |

Payroll

e Togoto aspecific deduction, press G. This command appearsonly if thereis
more than one screen of items.

e Todeleteacheck, pressD.

Editing and Adding Deductions

Field

Code

Description

Hours

Amount

Gross or Net

Emplr Paid?

Description

If you are adding a new a deduction, press Enter to
accept the current deduction code or enter a different
code.

The description of the deduction code appears.

Press Enter to accept the current number of hours
worked or enter a different number.

Press Enter to accept the current amount or enter a
different amount for the deduction.

If the deduction is taken from gross pay, Gross Pay
appears. If the deduction is taken from net pay, Net
Pay appears.

If the deduction is employer paid, the box is selected
(or Yes appears in text mode); if not, the box is
cleared (or No appears in text mode).

When you press N at the scroll region command bar, the third Manual Checks

screen appears.

Manual Checks Screen Three

Use the third Manual Checks screen to enter and edit withholding and employer
liability information for each manual check generated for each employee.
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If you have entered a negative manual check (for example, to void a check

without using the Void Checks function), the system will not calculate negative

taxes. You must edit this information on Manual Checks screen three.

Manual Checks

A Manual Checks S| 5
Commands Edit Modes Other Scroll Commands Information Help
2xuz|ne|mn][-e|0e oK
Page 3 of 3
Employee BOU001 Bourne, Linda C
Gross Pay 6933.20
Employee Withholdings
Type State Locality Code  Description Amount E]
Federal N/A N/A FWH  Federal WH 640.40 @
Federal MN/A MN/A OAS  [Emplye OASDI 42986 E]
Federal MN/A MN/A MED  |[Emplye Medicare 100.53 B
State N MN/A SWH  [MN W/H 291.00 E]
‘Withholding { 001 of 004 ) @
Employer Liability
Type State Locality Code  Description Amount [
Federal MN/A MN/A EOA  |Emplyr CASDI 429.86| (o
Federal MNIA MNIA EME  |Emplyr Medicare 10053 [
Federal MNIA MNIA FUT Unemp Ins 00|l -
State VN MNIA Sul MN Unemnp Ins 00| =
-
x
Contribution { 000 of 004 )
Total Withholdings 1461.79 Liability 530.39 Net Pay 4894.83
Switch to Liab. ][ Enter = edit ][ Append Goto [ Previous page H Next check ” Delete check ]
| companyH | 112702007 | Terminal ToOD | OVR

The withholding types that appear depend on the state and local taxes that apply

to the employee.
Use the commands to work with the information on the screen:

¢ Press S to switch between the Employee Withholdings and Employer
Liability sections of the screen.

To edit awithholding or an employer liability, press Enter. See “Editing and
Adding Withholding and Employer Liability” below for more information.

To add awithholding or aliability, press A. See “Editing and Adding

Withholding and Employer Liability” below for information. When you edit
awithholding or employer liability, you can change only the amounts.

Payroll
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e Togo to the previous page, press P.
e Togo to the next check, pressN.

¢ Todéetethe check, press D. Using the Exit (F7) command does not delete a
new manual check.

Editing and Adding Withholding and Employer Liability

Field Description

Type Press Enter to accept the current withholding type, or
enter F for federal withholdings, S for state
withholdings, or L for local withholdings.

Inquiry | State Press Enter to accept the current state code, or enter a
different state code.
Inquiry | Locality If the withholding isalocal type, enter the locality
code.
Inquiry | Code Press Enter to accept the current withholding code, or
enter adifferent withholding code.
Description The description of the withholding appears.
Amount Enter or edit the amount of the withholding.

If you add or change any employee deductions, recal cul ate the check. When you
have finished entering checks, use the Exit (F7) command to return to the
Payday Work menu. The information is automatically saved.
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Edit Register

The Edit Register shows the earnings and deductions for the checks you
calculated. Before you print the checks, produce the Edit Register to check the
wages earned by hourly and salaried employees and the taxes and deductions.
You can produce the Edit Register in detail or summary formats.

If you find inaccuracies in the check calculation, enter correcting transactions or
change the general information in the Employees function on the File
Maintenance menu (page 10-1). If you enter correcting transactions through the
Payroll Transactions function, post the corrections, calculate checks a second
time, then print the Edit Register again. If you find inaccuracies in checks you
entered manually, use the Manual Checks (page 6-9) function to make changes.
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Edit Register Screen

6-22

Select Edit Register from the Payday Work menu. The Edit Register screen

appears.

2007 Edit Register =

Commands Edit Modes Other Help

5@'?(E|E|-|?@|@Q oK || Abanden |

Payroll Number 000054
Quarter 4
Group Code 0o 1 2 3
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12

Print employer tax and deduction information? [

Print Registar In: Print By:
@ Summary @ Department
Detail Employze 1D
Sequence No.
Check No.

| companyH | 112722007 | Terminal TooD |oOVR

The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered thisinformation in the Calculate Checks or Manual
Checks functions.

1

If you want employer taxes and deductions to print in the register, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

Select the amount of detail you want in the register. Detail prints earnings,
withholdings, and deductions data for all employees, while Summary prints
earnings, withholdings, and deductionsinvolved in the checks.

Select the order in which you want to print the report.

Select the output device. See “Reports’ on page 1-38 for more information.
After the register is produced, the Payday Work menu appears.

Payroll
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Edit Register

Euployes Totals
Euplover Totals

Dedustions
001 Medical Ins
002 Demtel Ins
003 United Wey
004 Credit Union
005 Dues
006 401K
008 Parking
010 Stock Plen
011 Uniform

Euployes Totals
Euplover Totals

End of Reporc

08/17/2007 Group Codes 0O 1 Builders Supply Page 2
9:08 AM Periods 11 Edit Regisver - Summary
For Pay Period Ending 08/15/2007
Earnings -- - - --- Withholdings - Deductions
Euployes Salary or
In Soc Sec No. Hours Wages Description Amount Description Anount
Rossini, Lucinda & Towal 40.000 230.00 Total Withholdings 17.60 Total Dedurtions 30.65
ROS001 480-35-5982 Toval Euplr. With. 200.95 Toval Emplr. Ded. .00
Gross Wages 230.00
Het Pay 181.75
Stockard, Albert W Towal 40.000 358.00 Total Withholdings 27.3% Total Dedustions 45.17
$T0001 449-58-4352 Toval Euplr. With. 330.27 Toval Euplr. Ded. .00
Gross Wages 358.00
Het Pay 281. 44
Check Amount .00
Direct Dep 281. 44
Deductions Desceiptions Enount Hours
Earnings Incl. Newt
Gross Wages 35238.00
Het Pay 3z456.33
Check Amount 24824. 34
Direct Deposit 7631.39
REG Regular Pay 1188.00 150.000 TEE
SAL Salaried Wage 38050.00 1035.3580 TEE
Earnings Total 35238.00 1195.380
Withholdings Euployer Tax?
FED /EME Euplyr Medicare 351.48 TEE
FED /EOL Euplyr OASDI 1502.76 TEE
FED /FUT Unewp Ins .00 TEE
FED /FUH Federal WH 2785.23 Ho
FED /MED Euplys Medicare 351.48 Ho
FED /OAS Euplys OASDI 1502.76 Ho
MH/ /SUI MN Unemp Ins £384.86 TEE
MmNy SSUH ME U/H Ho

1084.00

E7Z7.45
8z38.08

E8.zZz
21.00
18z.50
€0.00
15.00
487.50
38.00
175.00
15.00

108422
.00

Euployer Dedustiont

NQ
NQ
NQ
NQ
NQ
NQ
NQ
NQ
NQ

Payroll
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Accrual Adjustments

Use the Accrual Adjustments function to adjust sick and vacation time
calculated through the Calculate Checks or Manual Checks functions. You can
correct accrual errors or add to the accrual for a bonus.

Accrual Adjustments Screen

Select Accrual Adjustments from the Payday Work menu. The Accrual
Adjustments screen appears.

2007 Accrual Adjustments S| E
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon
Employee ID BOUOOD h)
Last Name Bourne
First Name Linda
Middle Initial Cc
Vacation Sick
Current Pay Period Accrual 500 3.344
(Use File Maintenance to Edit)
Hours Accrued Year-to-Date 000 000
Hours Taken Year-to-Date 000 000
Hours Taken This Period {000 {000
(Pre-Post) Remaining Hours 119.500 96.000
Accrual Code XX XX
| companyH | 112722007 | Terminal TooD |oOVR
Inquiry | 1. Enter the employee | D whose accrual record you want to change. The
employee’s name appears.

2. Edit the vacation and sick accrua adjustments for the employee.
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The pay period-to-date and year-to-date hours accrued and hourstaken totals
appear in the lower portion of the screen. To edit vacation and sick accruas,
use the Leave Adjustments function (see page 10-49).

The employee’s remaining vacation and sick totals before posting appear.

Use the Proceed (OK) command to save your changes. The cursor returns to the
Employee ID field. Enter the next employee you want to enter accrual
adjustments for or use the Exit (F7) command to return to the Payday Work

menu.

After you enter accrual adjustments, produce the Vacation and Sick L eave Report
(page 6-27) to verify your changes.
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Vacation and Sick Leave Report

The Vacation and Sick Leave Report lists employees and their current vacation
and sick accruals for the payroll run. Use the report to verify changes made
through the Accrual Adjustments function and as part of your business records.

Vacation and Sick Leave Report Screen

Select Vacation and Sick Leave Report from the Payday Work menu. The
Vacation and Sick Leave Report screen appears.

ﬂ 2007 Vacation and Sick Leave Report |LI£_;-J
Commands Edit Modes Other Help
IEILEIETAEY k] [Abandon ]
Employee ID From BOU0D1 El
Thie | STCOO1 (8]
Display Dollar Amounts? i
| companyH | 11n7R007 | TeminalTomo [ ovr
Inquiry | 1. Enter the range of employees you want to include in the report.

2. If you want dollar amounts in the report (hours information is always
included), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).
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3. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.

Vacation and Sick Leave Report

0841772007 Builders Supply Page 1
Vacation and Sick Leave Report
Pay Check Date 08/15/2007
Employes Type Beginning Balance Accrued This Period Taken This Period Ending Balance
I Name Leave Hours Dollars Hours Dollars Hours Dollars Hours Dollars
BOUTOOl Eourne, Linda C TVAC 119.500 E170.65 LE00 z1.62 .goo .00 1zo.000 El9Z.28
SICK 36.000 415382 3344 14463 _ooo _00 99.344 4z98_ 51
GEROO1 Gerard, Timothy G VAL 160.000 5173.04 40.000-  1280.76- _ooo .00 1zo.oo00 384728
SICK 80,000 2561.52 3.344 107.07 .goo .00 83.344 Z668.59
JENOO1l Jenkins, Kathy M VAC 30,000 3461.52 14.456 625,50 .goo .00 94.456 4087.02
SICK 32.000 1384.61 3,344 144.69 .goo .00 3E.344 1£29.30
JONOO1  Jonchim, Maria K TVAC 2.000- £0.00- 1z.323 100.00 .goo .00 £.322 40.00
SICK 16.000 1zo.00 3.340 z5.05 .goo .00 13,340 145.05
LUKOO1l Lukas, George VAL 30.000 1153 584 14.456 Z08.50 _ooo _00 94_456 136734
SICK 3z.000 461.54 3.344 48.23 .goo .00 35.344 509.77
ROZ001 Rossini, Lucinda & VAC 40.000 230.00 13.333 7666 .goo .00 53.333 306.66
SICK .oo0o .00 3.340 19,21 .goo .00 3.340 19,21
ST0001  Stockard, Albert W TVAC 22.000 226,40 1z.323 11923 .goo .00 4E.323 40E.73
SICK 30.000 268.50 3.340 z9.38% .goo .00 33.340 298.39
TOTALSES VAC 503.500  15365.45 29,411 1z9.14- .goo .00 53z.311  15236.31
SICK  286.000 894939 23.396 E1B.83 _ooo .00 309336 946887
End of Report
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Print Checks Screen

Payroll

Print Checks

Use the Print Checks function to print checks created through the Calculate
Checks function or that you entered through the Manual Checks function that
do not have assigned check numbers.

Checks do not print for employees who have negative gross pay. If an employee
has negative net pay, the employee's deductions and withhol dings are reduced
until the net pay is zero before a check prints.

Select Print Checks from the Payday Work menu. The Print Checks screen

appears.
EX 2007 Print Checks = & ==
Commands Edit Modes Other Help
%ME‘E‘H@‘?@‘QQ (0]4 ||Abandon
Payroll Number 000053
Quarter 4
Group Code 0123
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12
Bank Account FNB001
First Check Number 1079
If Restart, Last Good Farm Number
Check Printing Order? Employse ID -
Print Remaining Leave? Both e
Company H 1242812007 Terminal TO0O INS
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The payroll number, quarter, group code, period end, date on checks, GL period,
and bank account appear. You entered thisinformation in the Calculate Checks
or Manual Checks functions.

1

The next unused check number appears. Press Enter to use it or enter a
different check number.

If you have problems when you print checks, you must restart the Print
Checks function. To reprint checks that did not printed correctly, enter the
number of the last check that printed correctly.

Select the order in which you want the checks to print: Employee ID, Check
Location, or Department.

Select the kind of remaining leave you want the checks to include: Vacation,
Sick, Both, or None.

Select the output device. If you select Printer as your output device, a
message tells you to mount the checks.

If you want to print an alignment form to make sure that the forms are lined
up, select the box (or enter Y in text mode); if not, clear the box (or enter N in
text mode).

Whether the company name and address print on the checks depends on your
selection in the Resource Manager Options and Interfaces function.

After the checks are produced, the message Mount paper—Check log will now
print appears. Remove the check forms from the printer and insert regular paper.
When you are ready to print the checks log, press Enter. If you selected File as
your output device, the check log prints at the end of the check list.

After the check log prints, the Payday Work menu appears.
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Sample Check

YOUR FIRM NAME HERE

—JONGe1 501 1265

Maria K 468-8@

Kegular Fay J00. 8

Emplyr . @
Sick Pay .00 240. 29 npd yr FICA . @8
Vacation Pay - 20 . ea Unemp Ins . 88
'H . o8
CA . 28
J FICA .28
NN Unemp Ins .89 s
NN WoH -0 164, @
Credit Union . 8@ 30. e

Vac Remaining
Sick

NATIONAL STATE BANK 1265
YOUR FIRM NAME HERE DOWNTOWN OFFICE
1783 SHERIDAN DR. PH. 123-456.7890 YOUR CITY, STATE 12345
YOUR CITY, STATE 04084 00-8780-0000

DaTe
@8/30/88 ==

PAY
THREE HUNDRED AND @@-18@ DOLLARS

"';: ‘é‘"‘ ia K Jonchim
ORDER 4
e 1 W 52 Ave
MNinneapolis, NN 55055 SAMPLE-VOID
FORM 091102

COMPATIBLE ENVELOPE 091500/091508

*O00sebS® NODOOE78H9LE L23LSE 7AW

Check Log

STARTING CHECE NUMEER 10732
ENDING CHECE NUMEER 108z
DATE ON CHECE 0s8/15/2008
PERIOD ENDING 0s8/15/2008
TOTAL GROZS Z2730.00
TOTAL NET-CHECES 17324 .34
NUMEER OF CHECES 4

End of Beport
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Print Direct Deposit Vouchers

Use the Print Direct Deposit Vouchers function on the Payday Work menu to
print the direct deposit pay vouchers you created in the Calculate Checks and
Manual Checks functions. Thisfunction is available only if you have Direct
Deposit ingtalled.

Print Direct Deposit Vouchers Screen

A 2007 Print Direct Deposit Vouchers SRR X
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ OK Abandon
Payroll Number 000054
Quarter 4
Group Code 0123
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12
Bank Account FNBOO1
First Voucher Number 1963
If Restart, Last Good Form Number
Woucher Printing Order? Employee ID x|
Print Remaining Leave? Buoth -
Vacation, Sick, Both, Hone | CompanyH [ 11272007 | Terminal ToOO | OVR

The payroll number, quarter, group code, period end, date on checks and GL
period appear. You entered thisinformation in the Calculate Checks or Manual
Checks functions.

1. The next unused voucher number appears. Press Enter to useit or enter a
different voucher number.
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2. If you have problems when you print vouchers, you must restart the Print
Direct Deposit Vouchers function. To reprint vouchers that did not printed
correctly, enter the number of the last voucher that printed correctly.

3. Select the order in which you want the vouchers to print: by Employee ID,
Check Location, or Department.

4. Select thekind of remaining leave you want the vouchersto include:
Vacation, Sick, Both, or None.

5. Select the output device. If you select Printer as your output device, place
the correct formsin the printer.

Whether the company name and address print on the checks depends on your
selection in the Resource Manager Options and Interfaces function.

A brief voucher log prints after all vouchers are produced. After the vouchers
print, the Payday Work menu appears.
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Direct Deposit Voucher

Payroll

Chk Acct

DIRECT
Builders Supply
1157 Walley Park Dr
Suite 10E
Shakopes, MM 55379

Direct Depos

£34959834982934

LINDA C EOQURNE

501

N HAMILTON AVE

EDINAL MN 55435

Builders Supply

EMP NO/DEPT EMPLOTEE NAME

EBOUOO1 500 Bourne, Linda C

Earnings HES/UNITS Curr Amt
Zalaried Way 1732.3320 JE00.0
Bonus -ooo -0
Cash Walue -0oo -0
RBecgular Pay .ooo .o
Wacation Pay _ooo .o

Wac Remaining lz0.000
Sick Remaining 99344

Pay PRate

Curr Earn Curr
?LOo0_ 0o Z233

DEPOEIT VOUCHETR

it Account Distribution

15025 Sav Acct 283937577

Paycheck
SEN DER BE: PER END
08701707 08715707 1963
TTD Deductions Curr Amt
u] ZzEOD. OO Federal WH =)
u] 750.00 Emplye 0ASDI 465_00
u] 133.82 Emplye Medic 108._ 75
u] ZI73E.00 MM WrH 342,00
u] Z6Z_00 Medical Ins 1056
401K 337_50
Tnited Way 7E5.00
Credit Union s0_00
Ztock Plan l00.00
Dental Ins 3_EZ
Parking 2400
Tniform 15.00
Ded Net FPay TTD Earn
4.79 E16E.Z1 £3383_8ZF 14845 40

08/1E707

485875

Z00.00

42145

WC HO.

TTD
2410,
2373

EEG.
Z3IDZ.

L.
1727

383,

ZE0.

EEL.

17.
34.
15.

TTD Ded TTD Net Pay

38437,

15
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Void Checks

— DPD

Payroll

Use the Void Checks function to void checks that you have printed and posted
but need to reverse or void. You can create a copy of the voided check so that a
new check can be printed for the employee. You cannot, however, void a check
from aprevious version of Payroll. The check you want to void must be posted to
history.

When you select a check to void, the system searches for and verifies the check
in the PAHCxxx (Check History) file. Then the system checks the PACHxxx
(Checks) file; if abatch of checksisin process (that is, calculated and/or entered
but not posted), you cannot void a check. If the check has been calculated, the
system prompts you to reenter time tickets. If you have produced manual checks,
you are asked to reenter the check.

Voiding a check isthe reverse of posting. The check is backed out; if Payroll
interfaces with Genera Ledger and Bank Reconciliation, the check history is
backed out of those applications. The check remainsin the PAHCxxx file but is
marked as a voided check. It printsin the Check History Register, but itstotas
are not added to the register.

You can choose to make a copy of the check record in the PACHxxx fileif the
check isamanual check. If the check is a calculated check, you can make a copy
of the time tickets used to calculate that check in the PATRxxx (Transactions)
file. You can do this, though, only if the original time tickets are in the PATHxxx
(Transaction History) file. The check or the transactions will then bere-created in
the correct files, and you can edit the check in the Manual Checks function or the
transaction in the Payroll Transactions function.

If you void a check that is part of a Direct Deposit, you will see the following
message: Warning: check is part of a Direct Deposit. The system will proceed
with normal processing, adding avoid flag for that check in the check history
file. Note: anegative ACH file will not be created for the voided Direct Deposit
check.
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Void Checks

Before You Begin

Before you void a check, post the checksthat you created through the Calculate
Checks function or that you entered through the Manual Checks function.

Void Checks Screen

Select Void Checks from the Payday Work menu. The Void Checks screen

appears.
X 2007 Void Checks =& ==
Commands Edit Modes Other Help
'}?XEE‘E\‘H‘?@‘@@ OK Abandaon
Employes ID 50UO01 (3]
Check Number 1073@
Bank Account FNBO01 E
Post to Payroll Tax Month 8
GL Period 12
Do you want to create a copy of this
woided check in the Checks File?
Batch ID b
| CompanyH | 12282007 | Terminal TOOD |OVR
Inquiry | 1. Enter the ID of the employee for which you want to void a check.
Inquiry | 2. Enter the check number you want to void.
Inquiry | 3. If Payroll interfaces with Bank Reconciliation, enter the bank account to

which the check was posted. Thisfield appears only if Payroll interfaces

with Bank Reconciliation.

4. The current period appears. Press Enter to accept the current period or enter
adifferent GL period to which you want the resulting journal entries posted.
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Inquiry |

Payroll

If last-year files exist in General Ledger, select the fiscal year to which you
want to post.

Enter the payroll tax month to which you want to post.

If the check originated from transactions you entered in the Transactions
function and you want to create a copy of the voided check in the
Transactionsfile, select the box (or enter Y in text mode); if not, clear the
box (or enter N in text mode).

If the check originated from entries made in the Manual Checks or
Calculated Checks function and you want to create a copy of the voided
check in the Checksfile, select the box (or enter Y in text mode); if not, clear
the box (or enter N in text mode).

If the check originated from transactions you entered in the Transactions
function, choose the Batch ID for the check.

Select the output device to print the Void Checks Audit Log. See“Reports’

on page 1-38 for more information. After the audit log is produced, the
Payday Work menu appears.
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Void Checks Audit Log

Qg 17 2007 Builders Supply PAGE 1
1l0:22 MM Woid Checks - Post to General Ledger

Description GCL Accocount Debit Credit
HNet Cash Entry 100000 7.500.00

Hold. Acect Salaried Wage Z0Z000 7,500.00

GL Balance - Period 08 7.500_ 00 7.500_00

Enployes I EOUOOL
Check Number 0001080

Tax Month oz

Posted to Bank Account FNEOOL 7.,500.00
Hours Mages

Tom Torals T e e

End of Beport
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Create Direct Deposit File

’ Use the Create Direct Deposit File function on the Payday Reports and
BlD Posting submenu of the Payday Work menu to create an ACH (Automated
Clearing House) file. This function isavailable only if you have Direct Deposit
installed.

The ACH file contains all the direct deposit transaction information for your
employees. After you have created the ACH file, send it to your company’s bank.
You cannot create thisfileif you are using last-year data, or if employer bank
information has not been set up.

Create Direct Deposit File Screen

Select Create Direct Deposit File from the Payday Reports and Posting
submenu. The Create Direct Deposit File screen appears.

Create Direct Deposit File = | 5 ||
Commands Edit Modes Other Help
|@.|ﬂ@|?©|@@ oK |

Payrall Number 000054

Quarter 4

Group Code 0123

Period End 12/31/2007

Date on Checks 12/31/2007

GL Period 12

Bank Account FNBOO1

ACH Output Filename
C:/OSAS75/progPAJ. /data/DDEPOSIT H

Company H 1172712007 Terminal TOOO | OVR
d
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The payroll number, quarter, group code, period end, date on checks, GL period,
and bank account number appear. You entered this information in the Calculate
Checks or Manual Checks functions.

Press Enter to accept the current file name, or enter adifferent name. The system
appends your company D to this file name and lists the file's path.

Select the output device to print the ACH File Creation Report summarizing the
contents of the file. See “ Reports” on page 1-38 for more information on output
devices. After thisreport is produced, the Payday Work menu appears. This
report isfor your information only; do not send it to your bank.

ACH File Creation Report

05/25/2007 Builders Supply PLGE 1
2:04 PH ACH File Creation Report
File C:/OSRS7SBBJ/progPh/../data/DDEPOSIT.H  Batch: 0000002  Pay Date 09/25/2007

Ewpl ID  Ewployes Nawe Type hecount Nurber Routing Code Amount
BOUOOL Bourne, Linda C Checking 234585834582934 000133333 150.25
Savings ~ 983537577485875 000133333 200.00

350.25

GEROO1 Gerard, Timothy G Checking 54353355345335333 000000013 42z.51
Savings  53453353453535353 000000013 42z.51

Savings  54353434535345333 000000013 42z.51

Savings  53453353535343353 055000165 42z.51

Checking 53535345353533334 055000165 42z.51

Checking 54353535353345333 055000165 z112.56

4225.11

LUKOO1 Lukas, George Savings 569885623 000000026 1717.25
Checking 232134641 000000026 57z.42

2285.67

Total Awount Dehited to Cowpany Bank Aocount: 2345234523452 245374636 6865.03
Total Munber of Transactions 10

*** End of Report *+%
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Check Regqister

The Check Register is arecord of the checks issued for an employee group and
pay period. Itissimilar to the Edit Register, except that it contains the number of
the check that was printed for each employee and is sorted and subtotaled by
department.

Check Register Screen

Select Check Register from the Payday Reports and Posting submenu. The
Check Register screen appears.

2007 Check Register SR X
Commands Edit Modes Other Help
5@'?(E|E|-|?@|@Q oK || Abanden |
Payroll Number 000054
Quarter 4
Group Code 0o 1 2 3
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12

Print employer tax and deduction information? [V

Print Register In: Print By:
@ Summary @ Department
Detail Employee ID

Sequence No
Check No.

| companyH | 1172772007 | Terminai Tooo [ ovr

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.
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1

If you want employer tax and deduction information in the report, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

Select the level of detail you want to include in the register. Detail prints
earnings, withholdings, and deductions information for all checksin the
PACHxxx file, while Summary prints earnings, withholdings, and
deductionsinvolved in the checks.

Select the order in which you want to print the report.

Select the output device. See “Reports’ on page 1-38 for more information.
After the register is produced, the Payday Work menu appears.

Check Register

08/17/2007 Group Codes 0O 1 @ @ Builders Supply Page 1
9:aq AM Periods 1111 Check Register - Suumary
Pay Check Date 08/LE/Z007
For Pay Period Ending D8/LE/Z007
Earnings Withholdings —-—-—-—-—-= ——-———-——— Deductions —-—-------

Euployes Salary or
o] goc Sec No. Hours Wages Description Amount  Description Enount
Stockard, Albert W Total 40.000 353.00 Total Withholdings 27.39 Total Deductions 49.17
£T0001 449-58-4352 Total Euplr. With. 330.27 Total Emplr. Ded. oo

Cross Wages 358.00

Het Pay z8l. 44

Ho Check Printed

Vhr§ 0001987 z8l. 44
Department 100 Totals

Cross Wages 358.00 Total 40.000 353.00 Total Withholdings 27.39 Total Deductions 49.17

Het Wages z8l. 44 Total Euplr. With. 330.27 Total Emplr. Ded. oo
Bourne, Linda C Total 173.330 7500.00 Total Withholdings 1709.2Z1 Total Deductions EZE. 58
BOUOOL 459-30-1089 Total Euplr. With. 2EZ07.55 Total Emplr. Ded. oo

Cross Wages 7500.00

Het Pay 5165.21

Chlz§ 0001079 4814.396

Vhr§ 0001963 350.25
Gerard, Timothy G Total 173.330 5550.00 Total Withholdings 1152.81 Total Deductions lg9.0%
CEROOL 468-22-4819 Total Euplr. With. 2058.38 Total Emplr. Ded. oo

Cross Wages 5550.00

Het Pay 4208.10

Ho Check Printed

Vhr§ 0001984 4208.10
Jemkins, Kathy M Towal 173.330 7500.00 Total Withholdings 2883.2% Total Deductions 85.08
JENOOL 460-35-3053 Toval Euplr. With. 2207.55 Total Emplr. Ded. .o

Gross Wages 7500.00

Het Pay 4827.63

Check Number 0001081
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Paycheck Received Report

The Paycheck Received Report lists employees scheduled to receive a paycheck.
The list has a space for employeesto sign for their paychecks. Use the report asa
means for recording which employees have received their paychecks or to check
which employees are scheduled to receive pay for that pay period.

Paycheck Received Report Screen

Select Paycheck Received Report from the Payday Reports and Posting
submenu. The Paycheck Received Report screen appears.

H 2007 Paycheck Received Report SRICHL X
Commands Edit Modes Other Help
5@'?(E|E|-|?@|@@ 0K Abandon
Payroll Number 000054
Quarter 4
Group Code 0123
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12
Sort By:
@ Check Location
) Department
~) Employee ID
Page Break After Departrment/Check Location? =
| companyH | 112772007 | Terminai Tooo [ ove

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.
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Paycheck Received Report

Select the order in which you want to print the report.

If you want each department or check location to be printed on a new page,
select the box (or enter Y in text mode); if not, clear the box (or enter N in
text mode).

Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.

Paycheck Received Report

0841772007 Builders Supply Page 1
9:43 AN Paycheck Received Report
Pay Check Date 05/15/2007

Eupl ID Employes Name 55N Check § Date Ck Loc Signature
BOUO01  Bourne, Linda C 455-30-1095 0001072 08715707 x
EOUO01  EBourne, Linda C 453-30-10233 ¥0OO1l23&3 08715707 x
EOUO01  EBourne, Linda C 453-30-1033 0001153 08715507 b4
EOUO01  EBourkne, Linda C 453-30-1033 0001030 08715507 b4
GEROO1 Gerard, Timothy G 468-Z7-48129 WOOO1964 08715707 x
JENOO1  Jenkins, Hathy M 460-39-9093 0001081 08715707 x
JONOO1l  Jonchim, Maria K 468-20-95944 VOOO19&e& 08/15707 x
LUKO01  Lukas, Ceorge 488-30-1281 WOOOl9&e O0B8/1E5707 b4
ROE001 PRossini, Lucinda A 460-32-9922 000102z 08715707 x
ETO001  Evockard, Albert W 449-52-4302 WOOOLl9&7 08715707 x

& Check({s) For Check Location

& Woucher (s) For Check Location
End of Deport
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Withholding Report

Federal, state, and local tax authorities may require your company to make a
deposit based on the amounts you withheld from employees checks. These
deposits may be required after each pay period or at the end of every quarter. The
Withholding Report is a summary of these employee payroll withholding
amounts for one pay period. The Quarterly Withholding Report summarizes the
statistics for one quarter.

Withholding Report Screen

Select Withholding Report from the Payday Reports and Posting submenu.
The Withholding Report screen appears.

B} 2007 Withholding Report =
Commands Edit Modes Other Help

QXEE‘E‘H ?@‘@@ QK Abandan
Payroll Number 000054
Quarter 4
Group Code 0123
Period End 12312007 BB
Date on Checks 232007 |ER

GL Period
Bank Account

Print Earnings As
@ Gross Eamnings
7) Taxable Eamings

Company H | 11/27/2007 Terminal TOOD | OVR
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The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. Seectthekind of earnings you want in the report. You can choose either
gross earnings or taxable earnings.

2. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.

Withholding Report

08/17/2007 Builders Supply Page z
3:E1 AM Witkholding Report
For Pay Period Ending 08/15/2007
Croup Codes 0 1 2 3
Cross Earnings
Gross Wages/ Federal State Local
Tips Code Earnings WH  Code Earnings UH Code Earnings TH
LUKOOL  Lwkas, George 486-30-1281
2500. 00 FWH 2500. 00 .00 MW SWH 2500. 00 .00
-oo 0ASs 250000 155.00
HED 2E00. 00 36.25
ROS001  Rossini, Lucinda & 460-39-9982
230.00 FWH 205.00 .00 MW SWH 20E.00 .00
.00 0A8 230.00 l4.28
MED 230.00 3.34
370001  Stockard, Albert W 449-58-4352
358_00 FWH 333.00 .oo MN SWH 333.00 -oo
.00 0RE 3EG.00 zz.20
HED 3EG.00 £.19
Local Towal Humber of Employess 7
24238.00 FWH 23575, 50 2789.23 MW SWH 23575, E0 1084. 00
-oo 0ASs Z4238_00 1502 .76
HED z4z38.00 351.46
State Total MN Number of Employees 70 7
z4z38.00 FWH Z3E7E. 50 2789.23 MW SWH 23675, €0 1084, 00
.00 0A8 24238.00 1502.76
MED Z4238_00 35146
Crand Totsl Mumber of Employees 7 7
Z4238_00 FWH Z3575_50 278923 MN SWH 2357550 1084 010
.00 0RE z4z38.00 1502. 76
HED 24238.00 351,46
End of Report
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Employer’s Tax Report

The Employer’s Tax Report provides a record of the company’s wage limits for
taxes (for example, OASDI, Medicare, SUI, and FUTA) and wages in excess of
the limits.

Theliability calculations in this report are approximate because of rounding

differences and may vary from actual posting totals. Compare the totals with
those in the Employer’s Liability Report for the actua liabilities.

Employer’s Tax Report Screen

Select Employer’s Tax Report from the Payday Reports and Posting submenu.
The Employer’s Tax Report screen appears.

2007 Employer's Tax Report = | 5|
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon
Payroll Mumber 000054
Quarter 4
Group Code 0123
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12

Print Other Employer Taxes ?

Company H 1172712007 Terminal TOOO | OVR
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Employer’'s Tax Report

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. If youwant to print other employer taxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

2. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.

Employer’s Tax Report

Medicare Liabliity
24238.00 * _01450 = 351.45

FUTA Lisbility
1113.00 * 00800 = 8.80

Bnd of Report

08/17/2007 Builders Supply Page 2
3:55 AM Buployer's Tax Report
For Pay Period Ending 08/15/2007
Croup Codes 0 1 2 3
State MN
Cross Adv -- Buployer FICAE {30000/NO0 LIMIT} -- ----- SUT (23000} ----- -—----- FUTAE { 7000) ----
Wages BIC Barnings FICAE Tips Bxcess FICA Barnings Bxcess SUT Barnings  Bxcess FUTA
LUKI0L Lukas, Beorge 488-30-1281
2500.00 .00 2500.00 .00 .00 2500.00 .00 .00 2500.00
2500.00 .00
ROS001 Rossini, Lucinda A 460-35-5382
23000 .00 23000 .00 .00 205.00 .00 205.00 0o
23000 .00
370001 Stockard, Albert W 443-58-4352
353.00 .00 353.00 .00 .00 333.00 .00 333.00 0o
353.00 .00
State Total MN Number of employees 7
24238.00 .00 24238.00 .00 .00 5013.00 18562. 50 1113.00 2246250
24238.00 .00
SUT Liability
5013.00 * 05100 = 456.18
Crand Total Muuber of employees 7 7
24238.00 .00 24238.00 .00 .00 5013.00 18562. 50 1113.00 2246250
24238.00 .00
0ASDT Liability
24238.00 * .06200 = 1502.76
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Employer’s Liability Report

Federal and state authorities may require your company to make a deposit based
on the amounts calculated for employer taxes. The deposits may be required after
each pay period or at the end of every quarter. The Employer’s Liability Report is
asummary of the employer payroll liability amounts for one pay period. The
Quarterly Employer’s Tax Report summarizes the liabilities for one quarter.

The Employer’s Liability Report shows the employer’sliability for taxes
(OASDI, Medicare, SUI, and FUTA) based on taxabl e earnings for the pay period.
Thetotalsin the report are the actual liability. Check them against the
approximate totalsin the Employer’s Tax Report.
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Employer’s Liability Report Screen

Select Employer’s Liability Report from the Payday Reports and Posting
submenu. The Employer’s Liability Report screen appears.

2007 Employer's Liability Report =RECH. X"
Commands Edit Modes Other Help
S@XE§|3|B@|?@|@@ OK Abandon
Payroll Mumber 000054
Quarter 4
Group Code 0123
Period End 12/3172007
Date on Checks 12/3172007
GL Period 12
Print Other Employer Taxes
| companyH | 1122722007 | Terminal TooD | OVR

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

1. If youwant to print other employer taxes, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).

2. Sdlect the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.
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Employer’s Liability Report

Payday Work « CHAPTER 6

Employer’s

Liability Report

08/17/2007 Builders Supply Page 1
3:55 AM Employer's Lisbility
Audit Report
For Pay Period Ending 08/1E/Z007
Croup Codes O 1 2 %
State M
Cross = —--—- 0&3DI {90000) ----  -- MEDICARE (NO LIMIT) --  —--—- SUT {23000) —----=  ——-—— FUTA { 7000} -----
Tages Tax. Earn. Lisbility Tax. Earn. Lisbility Tax. Earn. Lisbility Tax. Earn. Liability
BOUO0L  Bourne, Linda C 459-30-1083
TEOO. 00 TEOO. 00 465,00 TEOO. 00 108. 75 .o 1633, 80 .o .o
CEROOL Cerard, Timothy G 468-22-4819
EEED. 00 EEED. 00 344.10 EEED. 00 30,48 1400.00 1633, 80 .o .o
JENOOL Jenkins, Kathy M 460-35-5053
TEOO. 00 TEOO. 00 465,00 TEOO. 00 108. 75 .o 1633, 80 .o .o
JONOOL Jonchin, Maria K 465-80-59944
£00. 00 £00. 00 37.20 £00. 00 2,70 E7E.00 263,73 E7E.00 .o
LURO0L Lukas, Beorge 488-30-1281
2E00. 00 2E00. 00 155,00 2E00. 00 36.25 2E00. 00 727 50 .o .o
ROZ00L Possini, Lucinda & 460-35-9982
230.00 230.00 14.26 230.00 3.34 205,00 183,38 205,00 .o
STOO00L  Stockard, Albert W 443-E8-4352
358,00 358,00 zz.20 358,00 E.l9 333.00 302,88 333.00 .o
gtate Total MN Mumber of employess 7
24238.00 24238.00 1502.76 24238.00 3E1.46 E013.00 £384. 86 111300 .o
Grand Total Number of employess 7 7
24238.00 24238.00 1502.76 24238.00 3E1.46 E013.00 £384. 86 111300 .o
End of Report

Payroll
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Pay Period Deduction Report

The Pay Period Deduction Report isalist of your company’s payroll deductions
and the employees who had amounts deducted from their paychecks for each

deduction.

Pay Period Deduction Report Screen

Select Pay Period Deduction Report from the Payday Reports and Posting
submenu. The Pay Period Deduction Report screen appears.

H 2007 Pay Period Deduction Report =RECIL X
Commands Edit Modes Other Help
%XE%‘E‘B@ ?@‘@@ QK Abandan
Payroll Number 000054
Quarter 4
Group Code 0123
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12
Page Break After Deduction
Print
*) Employes Deductions
) Employer Deductions
@ Both Employee and Employer Deductions
| company [ 11272007 | Terminai Toon | ovr

The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered thisinformation in the Calculate Checks or Manual
Checks functions.
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Pay Period Deduction Report

1. If you want each deduction to be printed on a separate page, select the box
(or enter Y in text mode); if not, clear the box (or enter N in text mode).

2. Select the type of deductions you want to include in the report. You can
include employee deductions, employer deductions, or both.

3. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.

Pay Period Deduction Report

ngs17,/2007 Euilders Supply Page 1
10:02 AM Pay Period Deductions Feport 03715707
Euployes Deductions

Hame i Dept . Check Awount
Ecurne, Linda C EOUOOL OO0 1073 10. ke
Gerard, Timothy G GEROOL  EO0 10. ke
Jenkins, Eathy M JENOOL  EoO0 losl 10. ke
Joxnchim, Maria E JONOO1 B0l £.E8
Lukas, George LUKQOl1 k0o 10,86
Rossini, Lucinda A ROS001  EOL 108z E.EE
Stockard, Albert W STO001l 100 E.EE
Total for Deduction 001: Medical Ins £9. 22
Ecurne, Linda C EOUOOL OO0 1073 3.5
Gerard, Timothy G GEROOL  EO0 3.53
Jenkins, Eathy M JENOOL  EoO0 losl 3.5
Joxnchim, Maria E JONOO1 B0l 3.33
Lukas, George LUKQOl1 k0o 3_EE
Stockard, Albert W STO001l 100 3.5
Total for Deduction 00Z: Dental Ins Z1.00
Ecurne, Linda C EOUOOL OO0 1073 7L5.00
Gerard, Timothy G GEROOL  EO0 ZE.00
Jenkins, Eathy M JENOOL  EoO0 losl 7L5.00
Joxnchim, Maria E JONOO1 B0l 7.E50
Total for Deduction 003: United Way 18Z.50
Ecurne, Linda C EOUOOL OO0 1073 E0.00
Joxnchim, Maria E JONOO1 B0l lo.00
Total for Deduction 004: Credit Union &0.00
Stockard, Albert W STO00O1 100 15.00
Total for Deduction 005: Dues 15.00
Eourne, Linda C EOUOOL 500 1073 337.50
Gerard, Timothy GEROOL 500 150,00
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Employer Department Expense Report

Produce the Employer Department Expense Report before posting to see how
employer deductions and withholdings post to the department file.

Employer Department Expense Report Screen

Select Employer Department Expense Rpt from the Payday Reports and
Posting submenu. The Employer Department Expense Report screen appears.

ﬂ 2007 Employer Department Expense Rpt = | (E] |
Commands Edit Modes Other Help
2xu|nema|-¢|ee ok Avanden
Payrall Number 000054
Quarter 4
Group Code
Period End 12/31/2007
Date on Checks 12/31/2007
GL Period 12

Current Department Split Method is  Home Dept

Print Report In
@ Summary
Detail

| companyH | 1122722007 | Terminal TooD |OVR

1. Select theamount of detail you want to include in the report.

2. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Payday Work menu appears.
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Employer Department Expense Report

Employer Department Expense Report

08/17/2007 Croup Codes 0 1 2 3 Builders Supply Page 1
10:09 AM Periods 111 Buployer Departuent Expense Report — Suumary
For Pay Period Ending 08/15/2007
——————— Earnings -------  ---—--—--—-- Withholdings -------—--= =---------- Deductions ----------
Enployes Salary or
o) Zoc Sec No. Hours Wages Description Amount  Description Ameunt
Department 100 Totals
Cross Wages 358.00 REC  40.000 356.00 FED EME  Enplyr Medicare E.13
MHet Wages Z81. 44 FED /EDA Emplyr OASDT Z2z.20
FED fFUT  Uneup Ins oo
MM/ /SUI MN Unemp Ins 302,88
Department. 500 Totals
Gross Wages 3805000 SAL 1035980 3805000 FED /EME Emplyr Medicare 33423
Het Wages 31430.61 FED /ECA  Emplyr ODASDI 142s.10
FED fFUT  Unemp Ins oo
MN/  J/SUI MN Unemp Ins 5628._90
Department 501 Totals
Cross Wages 230.00 REC  120.000 £30.00 FED EME  Enplyr Medicare 1z.04
MHet Wages 684 28 FED /EDA Emplyr OASDT 5146
FED fFUT  Uneup Ins oo
MM/ /SUI MN Unemp Ins 453,08
Earnings, Withholdings
Deductions Descriptions Amount Hours
Earnings Incl. Het?
Cross Uages 39238.00
Het Pay 32456.33
REG Regular Pay 11g8. 00 160.000 TEE
3AL Salaried Wage 38050.00 10339380 TES
Earnings Toval 39238.00 1193980
Witholdings
FED fEME Emplyr Medicare 351_46
FED /EOA Emplyr OASDI 1E02.76
FED /FUT Tnemwp Ins .00
MN/ /SUI MN Unenp Ins 6384 _86
Euployer Totals 3233.08
Deductions
Euployer Totals .00
End of Report
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Payroll

Post Checks

When you post checks, these things happen:

The PAEDxxx (Employee History Deduction), PAEExxx (Employee
Earnings History), PAEGxxx (Employee General |nformation), PAEWxxx
(Employee Withholding History), PAEMxxx (Employee Miscellaneous
History), and PAHVxxx (Leave Adjustment History) files are updated with
check information.

The PATPxxx (Transactions Post) file is cleared to accept the next set of
transactions entered through the Payroll Transactions function.

The department records for salaried employees are updated. If an employee
works in more than one department, the taxes paid by the employer are
posted to each of those departments.

If Payroll interfaces with Job Cost, manual checks are posted to Job Cost.
The paychecks detail is transferred to the PAHCxxx (Check History),
PAHDxxx (Check Deductions History), PAHExxx (Check Earnings History),
and PAHWxxx (Check Withholdings History) files if you elected to keep

check history in the Resource Manager Options and Interfaces function.

The pay period detail is posted to the GLIRxxx (Journal) file for the current
or the last fiscal year (if Payroll interfaces with General Ledger).

Summary disbursement entries of the checks are created in the BRTRxxx
(Transactions) file (if Payroll interfaces with Bank Reconciliation).

The information in the PACHxxx (Checks) fileis erased to make way for
check calculation for other groups of employees.

The number of weeks each employee worked is calcul ated.
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e Thepayroll number in the PACTLxxx table isincremented.

e Thevacation and sick hours for employees are automatically updated if you
selected this option.

When you post checks, the information that is posted cannot be edited later.

Employee Posting Entries

Below isanillustration of the employee portion of the entries that are made when
Payroll interfaces with General Ledger:

Payroll AdvEIC
Holding Cash Payment

DB‘ ‘CR DB|

I 1
GL Account in GLPAYxxx table (or if GLP,X\Yxxx table
Earning Codes interfaced with Bank
Rec., the BRBAXxx

file)
) ) Fed State
Fed WH FICA State Loca Deduction  oper Other Local

Liability Liebility Liability Lisbility Liability [igiry 1.3 Other
|CR ‘CR |CR ‘CR ‘CR |CR ‘CR ‘CR

All these accounts are set up in the PAWIxxx (Withholdings) file and post to the
GL account number entered in the file, except for the deduction liability account,
which posts to the PADDxxx (Deductions) file.

If Payroll interfaces with Bank Reconciliation, the cash account comes from the
BR bank account you enter in the Post Checks function; otherwise, it comes
from the GLPAYxxx table. The payroll holding account comes from the earnings
code and advance EIC payment account comes from the GLPAYxxx table. The
liability, state-other, and local-other accounts come from the PAWIxxx file.
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Employer Posting Entries

Below isanillustration of the employer portion of the entries that are made to
General Ledger:

OASDI  MED sul FUTA Other Deductions

|CR ‘CR ‘CR ‘CR ‘CR ‘CR

| I
Liability in PAWIxxx file Liability in PADDxxx file

After posting:

OASDI MED SUI FUTA Other Deductions

DB‘ DB ‘ DB ‘ DB ‘ DB ‘ DB

Expense Account in PAWIxxx Expense Account in PADDXxX

The entries required for payroll processing are made in two parts:

¢ Whenyou post checks, creditsfor net pay, deductions and taxes are posted; a
payroll holding account is debited for the gross pay; advance EIC is debited,;
and employer expenses are posted.

¢ Posted amounts do not include the types of other pay that are excluded from
the employer’s net pay, nor are these other-pay types posted to department
expense accounts. Only the types of other pay that areincluded in net pay are
posted.

¢ When you post expenses to General Ledger, gross pay is distributed to the
appropriate departmental expense accounts.
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Before You Post

If you have amultiuser system, make sure that no one elseis using the Payroll
system. You cannot post if someone elseisusing Payroll functions. In addition, if
Payroll interfaces with General Ledger, make sure that no one else is accessing
the GLIRxxx file.

Back up your datafiles. Power surges or equipment failures can result in the loss
of information.

” If you have Direct Deposit installed, you must use the Create Direct Deposit
Bl File function before you can post.

Post Checks Screen

Select Post Checks from the Payday Reports and Posting submenu. The Post
Checks screen appears.

A 2007 Post Checks [=] & ==
Commands Edit Modes Other Help
'}?‘XE‘E‘H@‘?@‘QQ Ok, Abandan
Payroll Number 000054
Quarter 4
Group Code 1
Period End 09/01/2007
Date on Checks 10/31/2007
GL Period 10
Bank Account FNB001

Be sure that you have backed up your data files before posting

Post Ta

Post to Payroll Tax Month 10 October
Post Manual checks to Time Ticket History? E

Company H 1242812007 Terminal TO0O INS
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The payroll number, quarter, group code, period end, date on checks, and GL
period appear. You entered this information in the Calculate Checks or Manual
Checks functions.

Inquiry | 1.

=pp °*

If Payroll/Direct Deposit interfaces with Bank Reconciliation, enter the bank
account on which these checks are drawn.

If Payroll interfaces with General Ledger and the system detects last-year
files, you must select the current or the previousfiscal year to which to post
the checks.

Enter the payroll tax month you want updated by the post for month-end
processing. The month you enter prints on the Post Checks Log to help you
summarize checks for reporting purposes.

If you want manual check entries to be posted to time ticket history, select
the box (or enter Y in text mode); if not, clear the box (or enter N in text
mode).

If you have created the direct deposit file, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode), exit the function, and
do so before continuing.

Select the output device for the posting log. See “ Reports” on page 1-38 for
more information.

The liabilities listed in the posting log may differ from those in the Employer’s
Tax Report because of rounding differencesin the Employer’s Tax Report. The
Post Checks Log and the Employer’s Liability Report show actua totals.

After posting completes and the posting log is produced, the Payday Work menu
appears.

Payroll
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Post Checks

Post Checks Log

6-64

ags17 /2007
1d:1% AM
Description

Madical Ins
Dental Ins
Tnited Way
Credit Thion
Dues

401K

Parking

Stock Plan

Tni form

Emplvr Medicare
Emplvyy OASDI
Federal TH
Emplve Medicare
Emplye ODASDI
MN Tnewmp Ins
NN WrH

MNet Cash Entry

Hold., Acct Begular Pay
Hold. Acect Salaried Wage

Emplyr Medicare
Euwplvwr 0ASDI
MN Thnenp Ins

GL Balance - Period 08

Posted to Tax HMonth

o

Builders Supply

Tost Checks
L Account

E35000
E3E000
z204000
933300
933300
205000
s01000
205000
201000
Z02Z00
Z03Z00
203000
Z02Z00
Z03Z00
Z03700
z203400
100000
z0z000
Z0z000
Ez0000
£30000
Ez0000

Posted o Bank Account FNEOOL

Jokh Totals

End of Report

1,
z,

1,
g,
1,
2z,

PAGE 1

Credit

E3_
z1.
132,
&0
1k,
487
33
175,
15,
BEL.
EODZE.
789,
BEL.
EODZE.
384
0S4,
456

ZEZ
oo
Lo
oo
uli]

oo
uli]
oo
1

23
1
76
-1

33
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CHAPTER 7

Printing a Payroll Report ~ 7-1
Earnings and Deductions

Report 7-5
Sick Leave and Vacation Report

7-7
Transaction History Report 7-9
401(k) Report 7-11
Check History Register ~ 7-13
Detail Leave Report 7-15

Profit Sharing Census 7-17

Payroll

Payroll Reports

Printing a Payroll Report

The functions on the Payroll Reports menu let you print
reports of information resulting from transaction and check
entry, such as employee earning and deduction amounts or
employee leave amounts. These lists give you valuable
information about your employees payroll totals and serve as
part of your company’s audit trail.

You produce all payroll reportsin the same way. Use the
instructions below to print a payroll report, modifying the
procedure as necessary for the report you are printing. For
example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these stepsto print a payroll report:
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Inquiry |

7-2

1. Select thereport you want to print from the Payroll Reports menu. The
selection screen for that report appears. The Sick Leave and Vacation Report
screen is shown below as an example.

[} 2007 Sick Leave and Vacation Report [=RRE X
Commands Edit Modes Other Help

%XE‘E‘EE

? & ‘@@ 0K || Abandon |

Employee ID  From |BOUDOM |
Thru | STOO01 |

[=]=]

Print far:
Month
@ Quarter

Report For Quarter 4

Include Terminated Employees?

| company 1 [ 11272007 | Terminai Toon | ovr

Select the range of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

If the screen contains entry fields (for example, for entering date ranges,
check number ranges, codes, or financial quarters or periods), enter the
appropriate values to use when printing the report.

If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

If the screen contains options or combo boxes that control what prints on the

report, select the option corresponding to the type of information you want to
print. You can select only one print option.

Payroll
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If the screen contains check boxes or Yes/No fields that control how
additiona information prints on the list, select the check box (or enter Y in
text mode) to use that option when printing the list. Clear the check box (or
enter N in text mode) if you do not want to use that option.

If the screen contains options that control whether the report is printed in
summary or in detail, select the option you want to use. Summary reports
generally present only grand totals for employees while detail reports print
totals for each employee.

Select the output device to begin printing the report. See “ Reports’ on
page 1-38 for more information. After you produce the report, the Payroll
Reports menu appears.






Earnings and Deductions Report

Use the Earnings and Deductions Report function to print a detail or a
summary report of employee month-to-date, quarter-to-date, and year-to-date
earnings and deductions. The information in this report comes from the
PAEDxxx (Employee Deductions History), PAEExxx (Employee Earnings
History), and PAEGxxx (Employee General Information) files.

Sample Report

087172007 Builders Supply Page 1
Z:45 M Earnings and Deducticns Reporn
Detail Report - hugust
by Last Hame

Emp. ID  Ewployee Name 25N Dept. ID
Code Earn. Desc. Zmount Code Deduction Desc. Amount  Earning Desc. Amount TID Deduction Amount YTD
BOUOOL Bourne, Linda C 459-30-1098 500
POl Bomus .00 0oL Medical Ins 10,56  Bonus .00 Medical Ins 10,56
P03 Cash Value .00 0oz Dental Ins 3.52  Cash Value .00 Dental Ins 3.52
BEG Reqular Pay _oo0 oo3 United Way 75.00  Regular Pay .00 United Way 75.00
gAL Salaried Wage 1500000 004 Credic Union E0.00  Salaried Wage 15000.00  Credit Union 50,00
8IC  Sick Pay _00 006 MN 401K 337.50  Sick Pay .00 401K 337.50
VAC Vacation Pay .00 ooa Parking 34.00 Vacation Pay .00 Parking 34.00

———————————— 010 MN Stock Plan 100,00 ------------  &tock Plan 100,00
Earning Totals 1500000 011 Uni form 15.00  Earning Totals 15000.00  Uniform 15.00
Gross Wages lsooo.oo  mmemmme—e Gross Wages 1s000.000 —mmemmmemeo
Hen Pay 1266521 Emp. Touals £25.58  Nen Wages 12665.21  Emp. Totals 52558

Ewplr. Totals oo Euplr. Totals oo

GEROOL Gerard, Timothy & 468-22-4818 500
POZ  Trawel Exp _00 ool Medical Ins 10.56  Travel Exp .00 Medical Ins 10.56
REG Regular Pay .00 0oz Demtal Ins 3.5 Regular Pay .00 Dental Ins 3.5
gil  Salaried Wage 5550.00 003 United Way 25.00  Zalaried Wage EE50.00  TUnited Way 25.00

——————————— 006 MN 401K 150.00 ——-mm-—----- 401 150.00
Earning Totals 550,00  mmmemme—eee Earning Tovals §550.00  —mmmemee—e-
Cross Wages 5550.00 Emp. Totals 189.08  Gross Wages E550.00  Emp. Totals 183.09
Het: Pay 4708.10 Emplr. Totals .00 Net Wages 4708.10  Ewplr. Totals oo
TENOOL Jenkins, Kathy M 460-39-9093 500
REG Regular Pay .00 0oL Medical Ins 10.56  Regqular Pay .00 Medical Ins 10,56
gil  Salaried Wage 750000 002 Dental Ins 3.5z Salaried Wage 7500.00 Dental Ins 3.52

———————————— 003 United Way 75.00 ——----—-----  TUnited Way 75.00
Earning Totals 500,00 mmmmmmm—eeo Earning Tovals 7500000 —mmmmmme—e-
Cross Wages 7500.00 Emp. Totals §9.08 Gross Wages 7500.00  Emp. Totals 39.08
Het: Pay 4827.63 Emplr. Totals .00 Net Wages 4827.63  Euplr. Totals oo
JONOOL Jonchin, Maria K 468-80-9344 501
OVT  Overcime Day 0ol Medical Ins E.68  Overtime Pay .00 Medical Ins 5.68
BEG Resular Pay 0oz Dental Ins 3.3%  Regular Pay £00.00  Dental Ins 3.39
SIC Sick Pay 003 United Way 7.50  Sick Pay .00 United Way 7.50
VAC Vacation DPay 004 Credic Union 10,00  Vacation Pay Credit Union 10,00

010 MN Stock Plan z5.00 #tock Plan 25.00

Earning Totals o000 mmmemeee o Earning Totals s00.00 —m—meme——ee
Gross Wages €00.00 Emp. Totals E1.57 Gross Wages £00.00  Emp. Totals 51.57
Met Pay E02.53 Ewplr. Totals .00 Net Wages E02.5%  Emplr. Totals oo

Payroll






Sick Leave and Vacation Report

The Sick Leave and Vacation Report lists the month-to-date, quarter-to-date, and
year-to-date sick |eave and vacation hours employees have used, the number of
such hours they have left for the year, and the amounts they have been paid so far
for vacation and sick time for both current and terminated employees. The
report’sinformation comes from the PAEExxx (Employee Earnings History) and
PAEGxxx (Employee General Information) files.

Thisreport is useful in several situations. For example, employees might need to
know how much vacation time they have left for the year. (You can also choose
to print remaining sick and vacation time on the employee's paychecks—see
page 6-29.) Managers might want to know how much vacation time employees
have left so that they can plan staffing for projects. And the personnel department
might want to acknowledge perfect attendance records with an award.

Sample Report

D8/17/2007 Builders Supply Page 1
z:43 MM sick Leave and Vacavion Report
for Quarter Mumber 3

——————————————— Quarver 3 Year to Date ---------------  -—--- Remaining -----
Employee ---- Vacation ---- ---—-- Sick —----- ---- Vacation -----= ------ §ick --—---- Vacation Zick
D Hame Hours Pay Hours Pay Hours Pay Hours Pay Hours Hours
BOUOOL Bourne, Linda C

_o0o oo .oon oo 2,500 z6z.00 o0o o0 . 500 3344
GEROOL Gerard, Timothy G

_o0o oo .oon oo 000 oo o0o o0 40.000- 3344
JENOO0L Jenkins, Kathy M

-o0n oo .oon oo 000 oo o0o o0 14,456 3344
JONOOL Jonchim, Maria K

_o0o oo .oon oo 40,000 300,00 o0o o0 13.338 2.340
LUKOO0L Lukas, George

_o0o oo .oon oo 000 oo o0o o0 14,456 3344
ROS00L Rossini, Lucinda &

_o0o oo .oon oo 000 oo 2,000 46.00 13.338 2.340
STO00L Stockard, Albert W

_o0o oo .oon oo 48,000 425,60 z.000 17.80 45.333 33,340
TOTALE _o0o oo .oon oo 98, 500 391,60 10,000 £3.80 61.411 £3.396
End of Report

Payroll
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Transaction History Report

Use the Transaction History Report function to print a detail or a summary

report of the miscellaneous deductions and time ticket entries you recorded. The

information in this report comes from the PAEGxxx (Employee General
Information) and PATHxxx (Transaction History) files.

If you did not elect to save transaction history in the Resource Manager Options
and Interfaces function, you cannot produce this report.

Sample Report

08/17/2007 Builders Supply Page
z:48 PH Transaction History Report

Detail by Euployee
Euployee Naue
Eup ID H/E Date Dept Job Phase Cost Code Class Rave Pieces Type Code  Hours Amount  Hote
ETO00L H 0L/08/2007 100 SHP . 950 0 PAY REG  40.000 358.00
3TO00L H 0l/08/2007 100 SHP . 950 0 PAY OVT 5. 500 73,84
ST0001 H 01/15/2007 100 SHP 8.950 0 PAT REG  40.000 358.00
ETO00L H 0L/LE/2Z007 100 SHP . 950 0 PAY OVT 3.000 107.40
3T000L H 0171572007 100 SHP . 950 0 PAT DBL 2.000 35.80
ST0001 H 01/22/2007 100 SHP 8.950 0 PAT REG  40.000 358.00
ETO00L H 0172972007 100 SHP . 950 0 PAY REG  30.000 z68.50
3TO00L H 0172372007 100 SHP . 950 0 PAT WAC 3.000 71.60
ST0001 H 0172972007 100 8.950 0 PAY SIC 2.000 17.30
ETO00L H 0Z/0E/2007 100 SHP . 950 0 PAY REG  40.000 358.00
3T0001 H 02/12/2007 100 SHP . 950 0 PAT REG  40.000 358.00
ST0001 H 0271972007 100 SHP 8.950 0 PAT REG  40.000 358.00
ETO00L H 0Zf26/2007 100 SHP . 950 0 PAY REG  40.000 358.00
3TO00L H 0Z/26/2007 100 SHP . 950 0 PAY OVT 1.250 16.78
STO00L H 03/04/2007 100 SHP . 950 0 PAY REG  40.000 358.00
3T000L H 0371172007 100 SHP . 950 0 PAT REG  40.000 358.00
ST0001 H 03/18/2007 100 SHP 8.950 0 PAT REG  40.000 358.00
STO00L H 03/2E/2007 100 SHP . 950 0 PAY WAC  40.000 358.00
3TO00L H 0470872007 100 SHP . 950 0 PAT REG  43.000 429.60
ST0001 H 04/15/2007 100 SHP 8.950 75 PAY REG  40.000 358.00
STO00L H 0471672007 100 SHP .0oo 0 DED 010 000 25.00
Euployee STOO0L Stockard, Albert U Earning Totals 75 584750 5317. 42
Deduction Touvals 000 25.00
Grand Totals; Earnings 75 1939830 22153.27
Grand Tovals; Deductions 000 389.00
End of Report

Payroll
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401(k) Report

The 401(k) Report displays the deductions and matching codes and amounts for
each employeein the selection. Use the report to audit employee and employer
contributions to employee retirement plans.

Sample Report

08/17/2007 Builders Supply Page 1
z:50 BN 401 (k) Report
Detail Report - Quarter 3
by Employee ID
REEESEE Toar to Date SEEREEREs

Eup ID Nawe Dept 22N 401K 401K
EOUO01 Bourne, Linda C 500 453-30-1033 F37.80 337.E0
GEROO1 Gerard, Timothy G so0 468-27-4819 150.00 150.00
JENOOL Jenkins, Kathy M £00 460-35-3033 .00 .00
JONOOL  Jonchim, Maria K s01 468-20-3544 .00 .00
LUKOO1 Lukas, George so0 488-30-1781 _oo oo
ROE001 PRossini, Lucinda & £01 460-39-398Z2 .00 .00
ST0001 Stockard, Albert W 100 449-52-433Z2 .00 .00

GIAND TOTALE 487,80 487.E0

End of Report
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Check History Register

Payroll

The Check History Register shows the payroll checks you have written for the
employees and dates you select. Use the register as a record of earnings,
deductions, withholdings, and cash disbursements. The information in the
register comes from the PAHCxxx (Check History), PAHDxxx (Check
Deductions History), PAHExxx (Check Earnings History), and PAHWxxx (Check
Withholdings History) files.

OASDI and Medicare amounts appear as one sum in the FICA field in the
register for history accumulated before installation of Payroll version 4.06 or
higher.

You cannot print this report if you did not elect to save check history in the
Resource Manager Options and Interfaces function.

If Direct Deposit isinstalled, and if you selected the Print Voucher Split

Information? option, employee direct deposit voucher information appears on
the register along with check information.
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Sample Register

0871742007 Builders Supply Page 7
2:51 M Check History Register
Printed in Summary by Employee ID
7777777 Earnings ——-——---  -—--—--—-—- Withholdings ——-—------—- -—--—---— Deductions —--—--——--

Buployee galary or
I goc. Gec. No. Code Hours Wages  Type/Code Descripuion Anumt  Code Descripoion Bmeunt
Albert W Svockard, Total 120.000 1432.00  Toval Withholdings 372.40 Total Deductions 24.17
£To001 Total Bmplr. Uith. .00 Total Emplr. Ded. 0o

Gross Wages 143200

Het Pay 102311

Check Humber 0001040

Date 03/31/2007
Stockard, Albert T Total 93.000 921.85  Total Withholdings 187.7% Total Deductions 24.17
£To001 449-58-4392 Total Bmplr. Uith. 165.47 Total Emplr. Dad. 0o
Gross Wages 9z1.85

Het Pay 700,73

Check Humber 0001072

Date 07/01/2007
Stockard, Albert T Total  <40.000 358.00 Total Withholdings 27.3% Total Deductions 45.17
£To001 449-58-4392 Total Bmplr. Uith. 330.27 Total Emplr. Dad. 0o

Gross Wages 258.00

Het Pay 281,44

Ho Check Prinmved

Vhr § 0001967 281.44

Date 0871542007

HEEREERRGETL E00. 00
Buployee STOODL Totals Total 584.750 5809.67  Total Withholdings 1404.00 Total Deductions 145.85

Net Pay Total 4z11.6% Total Emplr. Uith. 435.74 Total Emplr. Ded. 0o
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Detail Leave Report

The Detail Leave Report serves as an audit trail of your employees’ sick and
vacation time accruas and earnings. It gets the information from the PAHVxxx
(Leave Adjustment History) file.

Sample Report

08/17/2007 Builders Supply Page 1
2:54 PH Detail Leave Report

Posted ind Unposted Leave by Employee

———————— Vacation Sick

Employes Date Earned Used Bal Earned Used Bal
BOUOO1  Bourne Linda C Beg Bal - 500 -ooo - 500 3.344 -0oo 3.344
Total For: BOUOOl Eourne Linds C . 500 000 . 500 3. 344 .oo0 3.344
GEROOL Gerard Timothy G Beg Bal .oo0 40.000 40.000- 3. 344 .oo0 3.344
Total For: GEROOL Gerard Timothy G -0oo 40_000 40.000- 3.344 -0oo 3.344
JENOOL  Jenkins Kathy M Beg Bal 14.456 000 14,458 3. 344 .oo0 3.344
Total For: JENOOL Jenkins Kachy M 14.456 000 14,456 3. 344 .oo0 3.344
JONO0L  Jonchim Maria H Beg Bal 13.333 -ooo 13.333 3.340 -0oo 3.340
Total For: JONOOl Jonchim Maria K 13.333 000 13.33% 3.340 .oo0 3.340
LUKOOL  Lulkas George Beg Bal 14.456 000 14,456 3. 344 .oo0 3.344
Total For: LUKOOL Lukas George 14 456 -ooo la_ 456 3.344 -0oo 3.344
ROS00L  Rossini Lucinda A Beg Bal 13.333 000 13.33% 3.340 .oo0 3.340
Total For: ROS001 Eossini Lucinda A 13.333 000 13,333 3340 .oo0 3.340
STO00L  Stockard Albert W Beg Bal 45333 -ooo 45333 33.340 -0oo 33.340
Total For: 3T0001 Stockard Albert U 45,333 000 45,333 33.340 .oo0 33.340
CEAND TOTAL 101.411 40.000 £1.411 53,398 .oo0 £3.38¢6
End of Report
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Profit Sharing Census

The Profit Sharing Census shows the total hours and gross dollarsinvested by an
employee based on check history. Theinformation in the census comes from the
PAEGxxx (Employee General Information) and PAHCxxx (Check History) files.

If you did not elect to save check history in the Resource Manager Options and

Interfaces function, you cannot produce this report.

Sample Census

468-B0-2544

Maria K Joachin

08/17/2007 Builders Supply Page 1
3:05 P Profit Sharing Census
by Employee ID
Enply Check Date Hours Gross Wages
BOUD0L 1025 0143172007 .ooo 9z50.00
EOUD0L 1033 0Z/28/2007 .ooo 7500.00
EOUD0L 104l 03/31/2007 - 000 7500.00
BOUD0L 1073 1040172007 173,330 7633.82
EOUD0L 1073 08/1§/2007 173330 7500.00
EOUD0L 1159 08/1E/2007 173330 7500.00
Employee BOUOOL Totals 513930 45883.82 Birth: 06/07/186¢ Hire: 01/08/1998  Term:
459-30-1089 Linda C Bourne
GEROOL 1026 0143172007 .ooo £050.00
GEROOL 1034 02/28/2007 .ooo E550.00
CEROOL 104z 03/31/2007 - 000 E550.00
GEROOL 1074 1040172007 173,330 5550.00
GEROOL 08/16/2007 173,330 5550.00
Employee GEROOL Totals 346660 28250.00 Birth: 12/31/1959 Hire: 01/23/1992  Term:
458-22-4819 Timothy G Gerard
JENOOL 1027 0143172007 - 000 7500.00
JENDOL 1035 0Z/E8/Z007 .ooo 7500.00
JENOOL 1043 03/31/2007 .ooo 7500.00
JENOOL 1075 1040172007 172330 7500.00
JENDOL 108l 08/15/2007 172,330 7500.00
Employee JENOOL Totals 346860 37500.00 Birch: 10/26/1964 Hire: 05/31/1992  Term:
450-39-9093 Eathy M Jenkins
JoN00L 1028 01/31/2007 1zz.000 1z00.00
JONDOL 1037 02/26/2007 150,000 1z00.00
JoN0oL 1045 03/3L/Z007 150,000 1zoo.oo
JoN00L 1077 1040172007 98500 74813
JONDOL 08/15/2007 0. 000 600,00
Employee JONOOL Totals £26. 500 494813 Birth: 04/22/196% Hire: 03/31/1998  Term:

Payroll
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Personnel Reports

Printing a Personnel Report

The functions on the Personnel Reports menu let you print
reports containing employee information, such as key dates,
education and degree data, or personnel rosters. These lists
give you valuable information about your employees and help
you plan for salary reviews, orientation meetings,
anniversaries, or birthdays.

You produce all personnel reports in the same way. Use the
instructions below to print a personnel report, modifying the
procedure as necessary for the report you are printing. For
example, if the screen for the report you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a personnel report:
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Inquiry |

8-2

1. Select the report you want to print from the Personnel Reports menu. The
selection screen for that report appears. The Personnel Roster screenis
shown below as an example.

ﬂ 2007 Personnel Roster [l = ==
Commands Edit Modes Other Help
%%E§|ﬁ|ﬂ@|?@|@@ OK HAbandun‘
Employee ID From | BOUOO1 |? Print User-Defined Fields
Thru  JENDODT |?‘ Ins Coverage 7
Supenisar  From | BOUDOT [a] User Label 2 7
Thu | STOODY [a] User Label 3 v
Departrnent  From 100 |E\ Comments 1 P
Thru |50 |E‘ Comments 2 V!
Class From |MGR [4] Comments 3 7
Thru WP \:|
- Print Date of Birth? 7l
Frint by: Frint Salary Information?
@ Employee 1D Page Break After Dept/Supr?
Last Name Print Status Both -
Supenvisor Print Address Information?
Department Print Employees of Status Active -

Headings
123456785012345678501234567850123458
Line1 | Personnsl Roster
Line2 411 Fieslds Printed
Line 3

| companyH | oanaroor | TerminaiTooo | ove

2. Select therange of information to include in the list in the From and Thru
fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

3. If the screen contains entry fields (for example, for entering date ranges,

birth months, or report headings), enter the appropriate values to use when
printing the report.

4. If the screen contains options that control the order in which information is

sorted or printed, select the option you want to use to sort the information.
You can select only one sort option.

Payroll
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5.

If the screen contains check boxes or Yes/No fields that control how
additiona information prints on the report, select the check box (or enter Y
in text mode) to use that option or print that field when printing the report.
Clear the check box (or enter N in text mode) if you do not want to use that
option or print that field.

If the screen contains options or combo boxes that control which types of
information print on the report (for example, active or terminated
employees, start date, active/inactive status, or adjusted hire date), select the
option corresponding to the type of information you want to print. You can
select only one print option.

Select the output device to begin printing the report. See “Reports’ on
page 1-38 for more information. After you produce the report, the
Personnel Reports menu appears.






Salary Review Report

The Salary Review Report shows employees who are due for a salary review. It
can help you determine when employees are due for areview, or you can useit to
review salary and bonus history. A worksheet version of the report is also
available, which you can use while figuring salary increases or bonuses. The
information in this report comes from the PAEGxxx (Employee General
Information) and PAEPxxx (Employee Personnel) files.

Sample Report

09/24/2007
10:00 &N

Ewp. ID Employee Name
Sup. ID Supervisor Neme

Builders Supply

Salary Review Report

Dept.

Hire Date

By Employee ID

Mext Review Title
Last Review Labor Class

Page 1

Current Salary Yearly Salary
Hourly Rate

BOUOO1
LUEOO1

GEROOL
BOUOO1

End of

Bourne, Linda
George Lukas

Gerard, Timoth
Linda Bourns C

Report

c 500
01/09/93

v G so0
01/23/52

1z/1z/07
11/29/08

04/01/08
05/31/07

Admin. Lsst.
President

¥ P Zales
Viece President

7500.00 20000.00
.ooo

5550.00 66600, 00
.000

Payroll






Employee Birthday Report

Usethe Employee Birthday Report function to produce alist of employeesborn
during a specified month or range of months. Theinformation in this report
comes from the PAEGxxx (Employee General Information) and PAEPxxx
(Employee Personnel) files.

Sample Report

09/24/2007 Builders Supply Page 1
1:05 PH Employee Birthday Report
By Ewployee ID

Enp. ID Ewployes Name Supervisar Name Dept. ID  Date of Birth Age
BOUOO1 Bourne, Linda C George Lukas 500 June 07

GEROO1 Gerard, Timothy G Linds Bourne C 500 Decerber 31

JENOO1 Jenkins, Eathy M 500 october 26

JONOO1 Jonchim, Maria K George Lukas 501 hpril 2z

LUKOOL Lukas, George 500 Noverber 15

ROS001 Rossini, Lucinda & 501 July 04

End of Report
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Employment Anniversary Report

Use the Employment Anniversary Report function to produce alist of
employees, their start dates, and their length of employment with the company.
The information in this report comes from the PAEGxxx (Employee General

Information) and PAEPxxx (Employee Personnel) files.

Sample Report

09/24/2007
1:18 PH

Builders Supply

Employment Anniversary Report

By Employee ID

Page 1

LUKOO1 Lukas, George

LUKOO1 Lukas, George

End of Report

JONO01 Jonchim, Maria K 501 03/31/19388

=uln) 04/01/1991

ROZ001 Rossini, Lucinda & 501 11/04/1994

is

1z

Ewp. ID Emplovee Name Dept. Start Dace YRS Adj. Hire
Sup. ID Supervisor Name

BOUOD1  Bourne, Linda © 500 01/09/1998 s 01/09/1998
LUKOO1 Lukss, George

GEROD1 Gerard, Timothy G 500 01/23/1992 15 01/23/1992
BOUOO1  EBourne, Linda ©

JENOO1 Jenkins, Kathy M 500 05/31/1992 15 05/31/1992

03/31/1938

04/01/1991

11/04/1994

Payroll
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Personnel Roster

The Personnel Roster isalist of employees and miscellaneous information about
them. The information is taken from the PAEGxxx (Employee General

Information) and PAEPxxx (Employee Personnel) files.

Sample Roster

comments 1
Comments 2
comments 3

End of Report

09/24/2007 Builders Supply Page 1
1:43 PN Personnel Roster
111 Fields Printed

Emp. ID Employes Name D.O.H. SSN Dept. Sex EEO Class H/S Group Chk. Loc.
Title Adj. D.O.H. D.O.T.

BOUOOL  Bourne, Linda C 01/059/1898 XXZ-XX-1095 500 F z Prs SAL 1
Admin. Asst. 01/09/ 1998

Ins Coverage: Femily/Blue Cross User Label User Lahel

Comments 1

Comments 2

Comments 3

GEROD1  Gerard, Timothy G 01/23/1892 XXE-XX-4515 500 b4 1 wE SAL 1
Vv P Sales 01/23/1992

Ins Coverage: Femily/Blue Cross User Label User Lahel

Comments 1

Comments 2

Comments 3

JENOO1  Jenkins, Kathy M 05/31/1892 XXE-XX-5053 500 F 1 wE SAL 1

05/31/1992

Ins Coverage: Single/imer. Femily  User Label User Lahel

Comments 1

Comments 2

Comments 3

JONOOL  Jonchinm, Maria K 03/31/1998 XKE-KX-5944 501 F 3 SEC HRL 1
Secretary 03/31/1998

Ins Coverage: None User Label User Lahel

Payroll
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Education Report

The Education Report shows employees education history and other user-
defined information. Theinformation is taken from the PAEGxxx (Employee
General Information) and PAEPxxx (Employee Personnel) files.

Sample Report

0871772007 Builders Supply
3:45 M Education Report
By Euwployee ID

Page

1

Eup. ID Euployes Name Dept. ID D.0.H. Degree Description Major

BOUOOL  Bourne, Linda C 500 01703/18%8 BA Bachelor of Arus Business Adwinisvration
A Master of Arus Business Finance

Ins Coverage: Family/Elue Cross User Label 2: User Label 3

Comments 1 : Linda is on the board of directors for Mulcshy Companies

Comments &
Comments 3

GEROOL Cerard, Timothy G £00 0172371882

Ins Coverage: Family/Blue Cross User Label Z:
Comments 1
Comments &
Comments 3

JENOOL Jenkins, Eathy M £00 0573171882

Ins Coverage: Singlefimer. Family User Label 2:
Comments 1
Comments 2
Comments 3

User Label 3:

User Label 3:

Payroll
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Key Date Report

Sample Report

Usethe Key Date Report function to produce alist of employees based on a date

you select. The key dates are taken from the USRDDxxx table.

09/24/2007 Builders Supply Page 1
1:56 PH Kev Date Report
Report on License
Emp. ID Employee Name Dept. S3H Class Work Phone Ext. Job Title Sup.  Licensze
BOUDOD! Bourne, Linda C 500 EX-XX-1099 Frs 612555 5565 Admin. Asst. LUKOD1
GEROO1 Gerard, Timothy G 500 IEX-XX-4619 VF V P Sales BOUOD1
JENOO1 Jenkins, Kathy M 500 XEX-XZ-9093 VF
JONDO1  Jonchim, Maria K 501 XXX-X¥-9944 SEC Secretary LUKOO1
LUKOO1 Lukas, George s00 XEX-X¥-12581 HGR
ROS001 Rossini, Lucinda A 501 XEX-X¥-9982 SEC
End of Report

Payroll
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Additions and Terminations Report

Usethe Additions and Terminations Report function to produce areport listing
new and former employees for verification or for information purposes, such as
scheduling benefits meetings, orientation sessions, or both. Information for the
report comes from the PAEGxxx (Employee General |nformation) and PAEPxxx
(Employee Personnel) files.

Sample Report

09/24/2007 Builders Supply Page 1
1:58 PN Addivions and Terwinations Report
By Employee ID

Exp. ID Employee Name Supervisor Neme Dept. 33N Start Date End Date

BOUOD1  Bourne, Linda C George Lukas 500 EXX-¥E-1092 01/09/ 1995
501 W Hemilton hve
Edina, MM 55435

GEROOD1 Gerard, Timothy G Linda Bourne C 500 XXX-XX-4819 01/23/1892
13330 E 32nd Ave
Minneapolis, MN 55055

JENOO1 Jenkins, Kathy X 500 EXX-XX-0093 05/31/1992
1200-2Z4 Wright Blwd
Apt 402

Minneapolis, MN 55055

JONOO1  Jonchim, Maria K George Lukas 501 XXX-XX-994% 03/31/1998
3321 U 52 Ave
Minneapolis, MN 55055

LUKOO1 Lukas, George 500 IHX-XE-1281 04/01/1991
4862 Sky View Dr
Plymouth, MN 55427

ROS001 Rossini, Lucinda & 501 EXX-E¥-989682 11/04/1994

2285 Vest Lake Drive
Minneapolis, MN 55055

End of Report
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Periodic Processing

Introduction

The functions explained in this chapter are to be performed
periodically—some monthly, some quarterly, some annually.
Check with the federal, state, or local governmentsto
determine which of the reports you are required to produce and
file

At the end of every period, produce the Department Report
before you post expensesto General Ledger. At the end of the
month, you may need to produce the Monthly Withholding
Report. Every quarter, produce the Quarterly Employer’s Tax
Report, the Quarterly Withholding Report, the Quarterly State
Unemployment Report, and the 941 Worksheet. At the end of
the quarter, perform periodic maintenance. At the end of the
year, perform year-end maintenance, produce W-2s from last
year’sfiles, and, if desired, remove prior year'sfiles.
Periodically, you should use the Roll Up Leave Balances
function, unless you want to have a permanent record of
employees’ sick and vacation time.
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Enhanced Payroll Tax Reports

Use the Enhanced Payroll Tax Reports function to build comprehensive tax
reports from your OSAS Payroll data. This function works in conjunction with
FormsViewer, an interactive application from Aatrix Software that creates tax
reports based on Payroll data. See Appendix D for more details on FormsViewer.

Before using this function, check the code mappings in the Enhanced Payroll
Tax Codes function (page 11-29) to make sure they are correct for your system.

This function works in two steps:

1. First, OSAS builds atext file from Payroll history that contains information
that is valid for the dates you specify.

Note: This file contains Payroll information only if you chose to save check
history in the Payroll Options and Interfaces function. If you do not save
check history, thisfileis blank. You can still use this function and
FormsViewer to create interactive forms and print tax reports, but these
forms and reportswill also be blank. You will need to enter all information
manually into the forms if you do not save check history.

2. If you use Windows, OSAS launches FormsViewer to create the form you
selected and fill it with data from the file. When the tax report appears, color
coded areas alert you when dataiis required or where information can be
edited. After you complete and approve the form, you can print it and send it
to the appropriate tax authority (depending on the state; some states require
that you file electronically. Check your state' s requirements carefully.) or use
Aatrix’s optional eFile service to electronicaly file the information.

Since FormsViewer works only with Windows, OSAS cannot launch it
automatically if you use Linux, UNIX, or Mac OS X. Instead, OSAS creates the
file and optionally compressesit into a.ZIPfile. After creating the file, copy it to
adiskette or network location, move to the Windows workstation on which you
installed FormsViewer, and then use FormsViewer to open the file and create a
tax form. See“UNIX, Linux, or Mac OS X File Import” on page D-11 for details.
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CHAPTER 9 ¢ Periodic Processing Enhanced Payroll Tax Reports

Demo Mode

By default, FormsViewer opens in demonstration mode. Although this mode is
fully functional, registration messages appear when you open FormsViewer and a
“DEMO” watermark prints on all tax forms. You need to register FormsViewer
with an annual subscription to remove these messages and watermarks. Contact
your Open Systems software provider for subscription information and to receive
aregistration key. If you choose not to register FormsViewer, you can continue to
use it indefinitely in demonstration mode.

Check Reports Carefully

Be sure to check the forms you create with FormsViewer carefully. Dueto
differences between required information on forms and how OSAS records data,
you need to manually check the forms generated in FormsViewer carefully for
accuracy. See “Notes’ on page D-15 for more information on the values you need
to pay special attention to.

Creating Files on Windows

Follow these steps to create the file on a Windows workstation:

Payroll
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Payroll

Select Enhanced Payroll Tax Reports from the Payroll Periodic
Processing menu. The Enhanced Payroll Tax Reports screen appears.

& | Enhanced Payroll Tax Reports
Commands  Edit Modes Other Help

2xr=ee @2 |aa
Wiew Mode Live w
Form Type Open date v
Year 2005
File Mame MMT &

Pick Date  From [10m12005 [79)
Thu  [11452005 [T5)

Select Form to Process 9

| | Campany H [11/03/2005 | Terminal TOOO |0V

Select the View Mode in which to open FormsViewer:

e Seect Live to use the datain the current file and open FormsViewer to
the new form you select below.

e Select History to work with aform you saved previously. OSAS
automatically launches FormsViewer, which opens a screen from which
you can select the existing form that you want to work with.

Select the Form Type to generate;
e Seect Open Date to generate aform that contains data that isvalid
between the dates you enter. After selecting Open Date, enter the year

to assign to the data and the dates to use when generating the file in the
Year and Pick Date fields below.
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¢ Select Monthly to generate aform that contains data for the month and
year you select. When the Month/Year fields appear, enter the month
and year to use when generating thefile.

e Select Quarterly to generate a form that contains data for the quarter
and year you enter. When the Quarter/Year fields appear, enter the
quarter and year to use when generating the file.

e Sdlect Annual to generate aform that contains data for the year you
enter. When the Year field appears, enter the year to use when
generating thefile.

4. Enter the File Name. If you select Monthly, Quarterly, or Annual in the
Form Type field, OSAS automatically entersafile name based on the month
or quarter and year you entered. If you select Open Date in the Form Type
field, be sure to enter the . AUF extension after the file name.

If you enter an existing file name, a message appears warning you that afile
with that name exists. To overwrite this file with new information based on
your selections, select Yes. If you want to use the information in the current
file with anew form, select No. The system jumps to the Select Form to
Process field where you can select the form to use with the existing data.

5. If you selected Open Date inthe Form Type field, enter the dates to use
when generating the file in the Pick Date fields. If you selected Monthly,
Quarterly, or Annual, OSAS automatically enters the dates that correspond
to the month or quarter and year you selected.

6. Select thetax form you want to create from the datain thefile.
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Creating Files
on UNIX,
Linux, or Mac
0s X

Payroll

After you select the form, OSAS automatically launches FormsViewer.
FormsViewer pulls the information from the file and creates the form.

1 0848 Enhanced Payroll Tax Reporting - BN New Hire Report E”E|E|
Fle Edit View Company Help

Review / Edit My Copy State Capy 9
e 1
<! > 2 . Red Fields must be filled before continuing. R ‘ ] L—-‘

Fiev Step Net Step Pt Save

Minnesota New Hire Reporting Form

Effective July 1, 1996 Minnesota Statute 256.995 reguires all Minnesota Employers, both public and private, to report all
newly hired, rehired, or returning to work employees to the State of Minnesota withhin 20 days of hire or rehire date.
Information about new hire reporting and online reporting is available on our website: www.mn-newhire.com

Send completed forms to: To ensure the highest level of accuraty, please print neatly in ™

Minnesota Mew Hire Reporting Center capital letters and avoid contact with the edges of the boxes.

PO Box 64212 The following will serve as an example:

St. Paul, MM 55164-0212

Fax: (681) 227-4321 or lalkfee fax (B00) 6324473 [~]B]Cc] [1]2]3] D,
Fatrix G/ 172004

EMPLOYER INFORMATION
Federal Employer 1D Number (FEIN) (Please use the seme FEIN &5 the lsted employed’s quarten wages wil be reported under)
7| [frrmamn
Employer Mame:
[BUILDERS SUPPLY |
Employer Address(Please indicate the address where the Income Withholding Orders should be sent).
‘1157 VALLEY PARK DR ‘

Employer City: Employer State:  Zip Code (5 digit)
‘SHAKOPEE ‘ |1vm ‘ ‘55379 ‘
Employer Phong: Extension Employer Fax
(952) 496-2465 ‘ i B ‘(952) 496-2495 |
2
For Help, press F1 DRAFT  |Page1of 1 LM

Use the FormsViewer tools and commands to verify and complete the form.

When you finish working with the form, close FormsViewer (and save the
form, if necessary). When you return to OSAS, press F7 to exit the
Enhanced Payroll Tax Reports function. When the Do you wish to erase
AUF file? message appears, select Yes to delete the file or No toretain it.
Delete thefile if you want to prevent unauthorized users from opening it. If
you want to use the file with another form, be sure to select No to retain it.

Follow these steps to create the file from OSAS Payroll dataon a UNIX, Linux,
or Mac OS X system, then work with it to create forms in FormsViewer on
Windows:
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9-8

Select Enhanced Payroll Tax Reports from the Payroll Periodic
Processing menu. The Enhanced Payroll Tax Reports screen appears.

& | Enhanced Payroll Tax Reports
Commands  Edit Modes Other Help

2xieeme|- ¢ |00
Yiew Mode l:l

Form Type
ear
File: M amne

PFick Date  From
Thru

Zip File?

[ |Campary H |11/03/2005 | Terminal TOOD | 0VR

Because you cannot automatically launch FormsViewer from OSASon
UNIX, the View Mode field is not available—you always use the Enhanced
Payroll Tax Reports function on UNIX to create anew file or prepare an
existing one for use with FormsViewer.

Select the Form Type to generate:

e Seect Open Date to generate aform that contains data that isvalid

Enhanced Payroll Tax Reports

between the dates you enter. After selecting Open Date, enter the year
to assign to the data and the dates to use when generating the file in the
Year and Pick Date fields below.

Select Monthly to generate aform that contains data for the month and
year you select. When the Month/Year fields appear, enter the month
and year to use when generating thefile.

Select Quarterly to generate aform that contains data for the quarter

and year you enter. When the Quarter/Year fields appear, enter the
guarter and year to use when generating the file.
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e Seect Annual to generate aform that contains data for the year you
enter. When the Year field appears, enter the year to use.

3. Enter the File Name. If you select Monthly, Quarterly, or Annual in the
Form Type field, OSAS automatically entersafile name based on the month
or quarter and year you entered. If you select Open Date in the Form Type
field, be sure to enter the .AUF extension after the file name.

4. If you selected Open Date in the Form Type field, enter the dates to use
when generating the .AUF file in the Pick Date fields. If you selected
Monthly, Quarterly, or Annual, OSAS automatically enters the dates that
correspond to the month or quarter and year you sel ected.

Press Page Down to enable the Zip File? check box and continue.

5. If you want to compressthefileinto a.ZIP file, select the Zip File? check
box (or enter Y in text mode), then press Page Down to create thefile.

When you select this check box, thefileis compressed into a.ZIPfile, which
may be easier to transport on a disk. You need to unzip the file to adirectory
on the Windows workstation (or on the network) and then import the
unzipped file into FormsViewer. See“UNIX, Linux, or Mac OS X File
Import” on page D-11 for details on importing the file.

To save the file asasimple text .AUF file without compression, clear the
check box (or enter N in text mode) and press Enter, then press Page Down
when prompted to create the file. Although thisfileis not compressed, you
still use the FormsViewer importer to open the file and create tax reports
from the data it contains. See page D-11 for details on importing the file.
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6. Because OSAS cannot locate the FormsViewer on your UNIX, Linux, or
Mac OS X system (sinceit is not installed), a message appears after thefile
is created.

Zip File? =

Unable to locate the forms viewer. The MNTAX ZIP file was created in the
_./progPASEPTRDATA/ folder.

To continue, copy the ZIP file to a computer where the forms viewer is
installed. or map a drive from the forms viewer to the cumrent location. Use
the O5SAS Enhanced Payroll Tax Reporting software that is installed on a
Windows workstation to process your tax reports. Refer to the Enhanced

Payroll Tax Reporting user's guide for more information.

| | Campary H |11/03/2005 | Terminal TOOD | OV

Thefileiscreated in the directory listed in the message. You need to transfer
the file to the Windows workstation on which you installed FormsViewer,
then import the file using the FormsViewer importer. See page D-11 for
more information.

7. After thefileis created, press F7 to exit to the OSAS menu. When the Do
you wish to erase .AUF file? message appears, select Yes to delete the file
or No toretain it.

Delete thefile if you want to prevent unauthorized users from opening it. If
you want to use the file with another form, be sure to select No to retain it.
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Create Prenotification File

Usethe Create Prenotification File function to create the file necessary for your
bank to verify account numbers and routing codes in atria run. You cannot
produce vouchers until you receive approval from your bank.

Thisfunction isavailable only if you have Direct Deposit installed.

Create Prenotification File Screen

Select Create Prenotification File from the Periodic Processing menu. The
Create Prenotification File screen appears.

2007 Create Prenotification File SRECEL X
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon

This program will create a direct deposit
prenotifications file from the Direct Deposit
Accounts file. Only records which have been added
or changed since the last prenotifications file was
created will be included

Be sure you have a backup before proceeding.

The prenotifications file will be called
C:/OSAS/QSASJT50/progPA/../data/PRENOTES.H

Resend All Prenotifications?
Mark All Prenotifications in this run Approved?
Bank Account to use for creating prenotification file FNB001 E]

| companyH | 11282007 | Terminal ToOD |OVR

The path for the prenctification file appears. The system appends your company
ID to the file name.
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Create Prenotification File

If you are sending the prenatification file only for employees who have been
added or changed, clear the Resend All Prenotifications? check box (or enter N
in text mode). If you want to resend the prenotification file for al employees,
select the box (or enter Y in text mode).

To mark all employeesin the prenotification run approved, select the second
check box (or enter Y in text mode). The system then setsthe Prenote In field in
the File Maintenance Direct Deposit function to Yes. Marking all employees
approved here saves you from having to update employees individualy in the
Direct Deposit function. If you do not want to mark all employeesin the run
approved until you receive areply from the bank, clear the box (or enter N in text
mode). Once you receive the bank’s reply, use the Direct Deposit function to
mark employees as approved.

Select the output device for the Create Prenctification File log. See “ Reports’ on
page 1-38 for more information. Thislog file summarizes which employees
account information isincluded in the prenctification file for verification. After
thelog is produced, the Periodic Processing menu appears.

Create Prenotification File Log

0ss17 /2007
10:-47 AM

. ID

End of Beport

Enployes Name

EQTOOL Linda, Eourne C Checking FEEEEEEESAELXZE4 000L3BIIEE
Savings FEETEEXEXTEXEEXLETE 000133333
GEROOL Timothy, Gerard Checking FEETFEEEXEXELXLIZZ 000000013
Savings FEEEEE AL LLLLILT 000000013
Savings FEFEEEEXXXXERLIZZ 000000013
Savings FEFEEXEXTEXXEXEZILT 055000165
Checking FEETFEEE XL XEEEZ334 055000165
Checking FEEEEEELSAXLXLIZZ OEEOOOLEE
JOMOOL Maria, Jonchim K Savings FEETEEERETETEEX]LIZL 0EEOO0Z341
LUEOOL George, Lukas Savings FEETEEEEXEXEEXLEEZT 000000026
Checking dEdEkEbxLr L A464] 000000026
STOOOL Albert, Stockard W Savings FEREFEEREXTEXXEEILTS 00000003

Builder=s Supply 1

Create Prenctification File Log

Padge

Aocount Type Account Humber Routing Mumber

9-12
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Department Report

The Department Report isa summary of labor expenses posted to each
department. It serves as an audit trail of the entries posted to the PADPxxx
(Department) file from the PATRxxx (Transactions) and PACHxxx (Checks)
files.

Produce this report at the end of an accounting period to review the accumulated
expense amounts before you post labor expensesto General Ledger.

Department Report Screen

Select Department Report from the Periodic Processing menu. The
Department Report screen appears.

[} 2007 Department Report (=

Commands Edit Modes Other Help

%XE%‘E‘B@ ?@"3'3 0K || Abanden |
Department ID From 100 (s
Thru 501 |l|

Sort Report By
@ Department 1D
GL Account

Print Report In
@ Summary
Detail

Page Braak After Department

| company [ 1128007 | Terminai Toon | ovr

&l 1. Enter the range of departments you want to include in the report.
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Select the order in which you want to sort the report.

Select the amount of information you want to include for each department
selected. You can print in the report in summary (a summation of the
General Ledger accounts, if you chose to sort by account) or in detail.

If you want each department to begin on a new page, select the box (or enter
Y in text mode); if not, clear the box (or enter N in text mode).

Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Periodic Processing menu appears.

Department Report

9-14

02/17/2007 Builders Supply Page 1
1l0:&5z AM Department Report

Printed in Summary by Department
Department Name
Expense Type GL Account Period to Date Quarter to Date Tear to Date
io0 WAREHOTSE
Hours S0.000 40.000 Ea4._ 750
Pieces 75 75 75
Department Liabhility Totals 1345 33 853,74 6305_41
zon LRETAIL SALES
Hours -ooo -ooo -ooo
Pieces o o o
Department Liabhility Totals .oo .oo .oo
Grand Totals
Hours S0.000 40.000 Ea4._ 750
Pieces 75 75 75
Overtime Pay 134 28 .oo £l8.1%
EBonus -oo -oo 447_50
Trawvel Exp ao .oo ao
Cash Value oo -oo oo
Commissions oo -oo oo
Ept Tips oo oo oo
Regqular Pay 7l&.00 252.00 El44._0Z
Salaried Wage .oo .oo .oo
Sick Pay oo -oo oo
Wacation Pay ao .oo ao
Enplyr Medicare 13 868 13 868 13 868
Emplyr OASDI 7335 7335 7335
Tnenp Ins E7.15 E7.15 E7.15
MN Unemp Ins 240,68 240,68 240,68
TOTAL 1345_93 853.74 6305.41
End of Beport
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Post Expense to GL

After you produce the Department Report at the end of an accounting period,
post expenses to General Ledger to create accounting entries for the payroll
expenses for the period. If Payroll interfaces with General Ledger, these entries
update the GLIRxxx (Journa) file.

When you post checks at the end of a payday, accounting entries for withholding,
tax and net pay are created. To complete this transaction, the gross pay amount is
debited to a payroll holding account. (See page 6-60 for more information.)

The Post Expense to GL function finishes the accounting entries for the period.
It credits the holding account and distributes the amount to various department
expense accounts in the ledger.

Earnings Employer Employer
DB DB DB
l .
Account in Account in
Department Record Department Record

When the general ledger entries are made, the genera ledger post-to-date
amounts in the PADPxxx (Department) file are cleared to make way for anew
accounting period.

' Employer Employer
Farnings Withholding Deduction
- 1 T - GL Bx T A .
GL Accountin GL Expense '?TCT in AN ngnse f'CiCt in
PAECxxx file PAWIxxx file xxx file
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Before You Post

If you have amultiuser system, make sure that no one elseis using the Payroll
system before you post expenses to General Ledger. Other users cannot access
the PADPxxx filein Payroll, and if Payroll interfaces with General Ledger, other
users cannot access the GLIRxxx file while you are posting.

Back up your datafiles. Power surges or equipment failures can result in the loss

of information. In addition, make sure that you have a copy of the Department
Report.

Post Expense to GL Screen

Select Post Expense to GL from the Periodic Processing menu. The Post
Expense to GL screen appears.

H 2007 Post Expense to GL SR X
Commands Edit Modes Other Help
5@'?(E|E|-|?@|@@ 0K Abandon

Have you backed up your data files?

Post to GL Period 12

Post Ta

Post to General Ledger In
- Summary
@ Detail

| companyH | 11282007 | Terminal ToOD |OVR

1. If you have backed up your datafiles, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the menu and do so before continuing.
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2. Enter the GL period to which you want to post expenses (1-13).

3. If last-year General Ledger files exist and Payroll interfaces with General

Ledger, select the fiscal year to which you want to post.

4. Select the output device for the posting log. See “ Reports’ on page 1-38 for
more information. After posting completes and the log is produced, the

Periodic Processing menu appears.

Post Expense to GL Log

1z/17/2007 Builders Supply
10: 56 AM Post Expense tao GL

Posting in Detail
Posted to Period 12
Description Department GL Account Debit
Overtime Pay WAREHOTZE Ezoooo 134 25
Reacqular Pay WAREHOTTZE Ez0000 Tle_00
Enplyr Medicare WAREHOUSE Lzoooo 1l2.kg
Enplyr 0ASDI WAREHOTZE Lzoooo 7935
Tnenp Ins WAREHOTTZE -dululu]u] E7.15
MN Tnewp Ins WAREHOTZE Ezoooo F40.68
Balaried Wage EXECUTIVE Lz0000 £3,338.00
Enplyr Medicare EXECUTIVE E30000 574 14
Enplvyr OALEDI EXECUTIVE Ez0000 Z,8EE_ED
MH Tnemp Ins EXECUTIVE Lz0000 5, 731_40
Overtime Pay EXEC. SECRET 530000 28.13
Degular Pay EXEC. ZECRET Ez0000 1,3€0.00
Vacation Pay EXEC. SECRET S30000 &0_00
Enmplyr Medicare EXEC. ZECRET S30000 a0.z23
Enplyr OASDI EXEC. ZECRET E30000 123 21
Tnenp Ins EXEC. ZECRET E£z20000 7.8
MH Tnemp Ins EX¥EC. SECRET E£30000 L04_ 50
Overtime Pay Z0Z000
Bacular Pay Z0z00oo
Salaried Wage Z0zooo
Vacation Pay Z0Z000
Euplyr Medicare Ez0000
Enplyr OALSDI Lz0000
Tnenp Ins L30000
MM Unewp Ins Ez0000
Balance 66,145 85
End of PBeport

DAGE 1

Credit

Payroll
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Monthly Withholding Report

Your company may be required to make monthly tax deposits based on the
amounts you withheld from employees’ checks. The Monthly Withholding
Report summarizes these statistics. Theinformation in thisreport comesfrom the
PAEExxx (Employee Earnings History), PAEGxxx (Employee General
Information), and PAEWxxx (Employee Withholding History) files.

Monthly Withholding Report Screen

Select Monthly Withholding Report from the Periodic Processing menu. The
Monthly Withholding Report screen appears.

B 2007 Monthly Withholding Report SHICHL X
Commands Edit Modes Other Help
5@'?(E|E|-|?@|@@ 0K Abandon
Employse [D From Ej
Thru T
State From ITI
Thru T
Month 1 November
Month Ending Date 11/30/2007 @
Print Earnings As
@ Gross Earnings
*) Taxable Eamings
Print
@ Detail Report
) Summary Only
| companyH | 11282007 | Terminal ToOD |OVR
Inquiry | 1. Enter the range of employees you want to include in the report.
iy | 2 Enterthe range of states you want to include in the report.
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Monthly Withholding Report

Enter the month number (1 to 12) for which you want to print the report.
Press Enter to use the current month ending date or enter the last day of the
month for which you are producing the report. You cannot enter a date after
the last day of the current month.

Select the kind of earnings you want to include in the report. You can choose
either gross earnings or taxable earnings.

Select the level of detail you want to include in the report.

Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Periodic Processing menu appears.

Monthly Withholding Report

12/17/2007 Builders Supply Page z
11:00 AM Monthly Withholding Report in Detail
For the Month Ending 11/30/2007
Gross Earnings
Eup. ID Euployes Naue Soc. Sec. #
Gross Wagss/ Fedsral grate Local
Tips Cods Earnings WH Code Earnings WH Code Earnings WH
TID 230.00 FUH 205.00 .00 MN SWH Z0E.00 .o
.00 048 230.00 14.z28
MED 230.00 3.34
STO00L Stockard, Albsrt W 449-58-4352
MID 358.00 FUH 333.00 .00 MN SWH 333.00 .o
.00 048 358.00 zz.20
MED 358.00 5.13
TID 358.00 FUH 333.00 .00 MN SWH 333.00 .o
.00 048 358.00 zz.20
MED 358.00 5.13
Local Total Humber of Employees 7
MID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
TID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
State Total MN Nuwber of Employses 70 7
MID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
TID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
Grand Total Nuwber of Employses 70 7
MID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
TID 31738.00 FUH 23575. 50 2785.23 MN SUH Z3IETE.ED 1084.00
.00 048 24238.00 1502.7¢
MED 24238.00 35148
End of Report
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Quarterly Employer’s Tax Report

State and federal authorities usually require that your company submit employer
withholding and unemployment statistics every quarter. The Quarterly
Employer’'s Tax Report shows these statistics in either detail or summary form.
The information in this report comes from the PAEExxx (Employee Earnings
History), PAEGxxx (Employee Genera Information), PAEMxxx (Employee
Miscellaneous History), and PAEWxxx (Employee Withholding History) files.

Quarterly Employer’s Tax Report Screen

Select Quarterly Employer’s Tax Report from the Periodic Processing menu.
The Quarterly Employer’s Tax Report screen appears.

m 2007 Quarterly Employer's Tax Report o) e

Commands Edit Modes Other Help
K 1= ‘ i) ‘ @ &

? @& ‘ aae oK | Abandon |

Employee ID From
Thru

State From
Thru

[=]=]

(=]=]

Quarter 3
Quarter Ending Date | (09/30/2007 ‘El

Print
@ Detail Report

Summary Only

| company 1 | 1128007 | Terminai Toon | owr

Inquiry | 1. Enter the range of employees you want to include in the report.
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Inquiry | 2. Enter the range of statesyou want to include in the report.
3. Enter the number of the quarter for which you want to produce the report.

4. PressEnter to accept the current date, or enter adifferent date. The date you
enter will print on the report.

5. Select thelevel of detail you want to include in the report.

6. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Periodic Processing menu appears.

Notes on the Report

The number of weeks an employee worked (Weeks Worked) is calculated from
information that is stored in the employee records.

The employer FICA earnings include FICA tips.
The numbersin the Employer FICA, SUI, and FUTA column headings are the

limitsinthe FICA, FUTAxxx, and SUTyyxxx tables. The QTD liability totals are
the percentages you set in those tables.
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Quarterly Employer’s Tax Report

1171772007 Builders Supply Page z
1z:59 M Quarterly Employer's Tax Report im Detail
For the Quarter Ending 0973072007
gmate MN
Emp. ID Name Zoc. Sec. #
Teeks Gross Adv -- Employer FICA (S0000/N0 LIMIT) -- ---- EUI (23000) ---- ---- FUTA [ 7000 ) ---—-
Worked Tages EIC Earnings FICA Tips Excess FICA Earnings  Excess SUT Earnings Excess FUTA
ROZ00L Possini, Lucinda A 460-35-5582
QTL 4,33 z30.00 .o z30.00 .o .o Z0E. 00 .o Z0E. 00 .o
230,00 .o
IO 4.33 230,00 .o 230,00 .o .o Z0E. 00 .o Z0E. 00 .o
230,00 .o
STOO0L Stockard, Albert W 443-E8-4352
QTD 4.33 358,00 .o 358,00 .o .o 333.00 .o 333.00 .o
358,00 .o
IO 4.33 358,00 .o 358,00 .o .o 333.00 .o 333.00 .o
358,00 .o
State Total M Mumber of employess 7
QTD 31738, 00 .o 24238, 00 .o .o 23ETE. 5O .o 2301300 EEZ. 50
24238, 00 .o
TTD 31738, 00 .o 24238, 00 .o .o 23ETE. 5O .o 2301300 EEZ. 50
24238, 00 .o
SUI Liability
23E7E.EO0 * .0S100 = 2145.37
Crand Total Number of employees 7 7
[i}e] 31735.00 oo 2423500 oo oo 23E75. 50 oo 2301300 EE2. 50
2423500 oo
TTD 31735.00 oo 2423500 oo oo 23E75. 50 oo 2301300 EE2. 50
2423500 oo
0A3DT Liability
2423500 * 06200 = 1502.76
Medicare Lisbliity
2423500 * 01450 = 351.45
FUTA Lisbility
23013.00 + 00800 = lg4.10
End of Report

Payroll
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Quarterly Withholding Report

Your company may be required to make quarterly tax deposits based on the
amounts you withheld from employees’ checks. The Quarterly Withholding
Report summarizes these statistics. Theinformation in thisreport comesfrom the
PAEExxx (Employee Earnings History), PAEGxxx (Employee General
Information), and PAEWxxx (Employee Withholding History) files.

Quarterly Withholding Report Screen

Select Quarterly Withholding Report from the Periodic Processing menu. The
Quarterly Withholding Report screen appears.

ﬂ 2007 Quarterly Withholding Report = | (5] |
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon
Employee ID - From [TJ
Thru T
State From l\J
Thru R
Quarter 3

Quarter Ending Date | 09/30/2007 @

Frint Earnings As
@ Gross Eamings

*) Taxable Eamings

Print
@ Detail Report
) Summary Only
| companyH | 11282007 | Terminal ToOD |OVR
Inquiry | 1. Enter the range of employees you want to include in the report.
&l 2. Enter the range of statesyou want to include in the report.
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Quarterly Withholding Report

Enter the quarter for which you want to print the report.

Press Enter to accept the current date, or enter a different date. The date you
enter will print on the report.

Select the kind of earnings you want to include in the report. You can choose

to include either gross earnings or taxable earnings.

Select the level of detail you want to include in the report.

Select the output device. See “Reports’ on page 1-38 for more information.

After the report is produced, the Periodic Processing menu appears.

Quarterly Withholding Report

End of Report

1171772007 Builders Supply Page z
1:08 MM Quarverly Wichholding Report in Detail
For the Quarver Ending 09/30/2007
Cross Earnings
Emp. IP Employes Name Soc. Sec. #
Cross Tages/ Federal State Local
Tips Code Earnings VH  Code Earnings VH Code Earnings WE
STO00L Stockard, Albert W 449-58-4392
oTr 3E2.00 FUH 333.00 .00 MN EUH 333.00 oo
oo 0AE 3E2.00 zz.zZ0
MED 3E2.00 519
TR 3E2.00 FUH 333.00 .00 MN EUH 333.00 oo
oo 0AE 3E2.00 zz.zZ0
MED 3E2.00 519
Local Total Number of Employess 7
oTr 31738.00 FUH ZIETE. 5O z789.23 MN SUH ZIETE. 5O lo024.00
oo 0AE z4232.00 150Z.76
MED z4232.00 3E1.46
TR 31738.00 FUH ZIETE. 5O z789.23 MN SUH ZIETE. 5O lo024.00
oo 0AE z4232.00 150Z.76
MED z4232.00 3E1.46
State Total MN Humber of Emplovess 7 7
oTr 31738.00 FUH ZIETE. 5O z789.23 MN SUH ZIETE. 5O lo024.00
oo 0AE z4232.00 150Z.76
MED z4232.00 3E1.46
TR 31738.00 FUH ZIETE. 5O z789.23 MN SUH ZIETE. 5O lo024.00
oo 0AE z4232.00 150Z.76
MED 24238.00 351.46
Grand Total HNumber of Employess 7 7
oTr 31738.00 FUH 23575. 50 2789.23 MN SUH 23575. 50 1084.00
oo 0&5 24238.00 1502.76
MED 24238.00 351.46
TR 31738.00 FUH 23575. 50 2789.23 MN SUH 23575. 50 1084.00
oo 0&5 24238.00 1502.76
MED 24238.00 351.46

9-26

Payroll



Quarterly State Unemployment Report

The Quarterly State Unemployment Report consists of two parts: adetailed wage
report and aworksheet that shows the calculation for the employer’s quarterly
unemployment contribution. Depending on a state's requirements, you can sort
the report by social security number or employee hame, and you can choose to
exclude employees with zero earnings from the report. These options must be set
up inthe PAINxxx (Payroll Information) file (page 10-61).

You must use the Set Up State Unemployment Reports option in the Payroll
Information function to define this report before you can print it. If a state uses
SUI or SDI employee withholding, retrieve that information from the Quarterly
Withholding Report.

Payroll 9-27



CHAPTER 9 « Periodic Processing Quarterly State Unemployment Report

Quarterly State Unemployment Report Screen

Inquiry |
Inquiry |

9-28

Select Quarterly State Unemployment Report from the Periodic Processing
system. The Quarterly State Unemployment Report screen appears.

H 2007 Quarterly State Unemployment Rpt SRECHL X
Commands Edit Modes Other Help
;@XE§|E|=|?®|@@ [ ok |[Apanden |
Employese D From Ej
Thru T
State From ITI
Thru R
Company Name Builders Supply
Address 1157 Valley Park Dr
Suite 105

Shakopee, MN 55379

Quarter 3
Quarter Ending Date oa0no0r )

| companyH | 11282007 | Terminal ToOD | OVR

1. Enter the range of employees you want to include in the report.

2. Enter the range of states you want to include in the report. If you enter a
range of states, areport is printed for each state.

The company name and address and the current quarter appear.
3. Enter the quarter for which you want to print the report.

4. Theworkstation date appears. Press Enter to print this date on the report, or
enter adifferent date.

5. If you want the report to include employees with zero earnings, select the
box (or enter Y in text mode); if not, clear the box (or enter N in text mode).

Payroll
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6. Select the output device. See “Reports’ on page 1-38 for more information.
After the report is produced, the Periodic Processing menu appears.

Quarterly State Unemployment Report

Employer's Quarterly Detailed Wage Report

for MN - Minnesota Page g of Z
Builders Supply
1157 Walley Park Dr Federal ID Mumber: =TT
Suite 105 State ID Number: An1Z34
Shakopee, MW 55373 Quarter Ending: 03/30/2007
Enployee Name Soc Sec No. ;4 Total Excess Taxahle
wd Wages QTD Wages QTD Wages QTD
Stockard, Albert W 449-52-439F E 232.00 -oo 232.00
Eourne, Linda C 453-320-1093 E FOEz._00 -oo FOEz._00
Jenkins, Eathy M 460-325-30932 E FE00.00 -oo FE00.00
Rossini, Lucinda A 460-35-933E E z0E. 00 -oo z0E. 00
Gerard, Timothy & 468-ZZ2-481% E E400._00 -oo E400._00
Jonchim, Maria K 462-80-9544 E E7E.00 -oo E7E.00
Lukas, George 422-30-1281 E ZE00. 00 -oo ZE00. 00
Mumber of employess for this Page: 7
Page Totals:
22E76.00 -oo 22E76.00
Total Number of employees this State: 7
State Totals:
22E76.00 -oo 22E76.00
11/17/2007 Page 1 of b4

1:33 PM
Builders Supply

Employer's Quarterly Unemployment Contribution Report
for MN - Minnesota

Quarter Ending Date 03/30/2007
Total Gross Wages Paid This Quarter £3,876_00
State Taxable Wage Limit £3,000.00
Total Excess Wages Paid This Quarter o.oo
Total Taxable Wages Paid This Quarter £3,876_00
Employer's Tax Rate 9.100%
Total Amount of Tax Due £,145.00
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941 Worksheet

The 941 Worksheet contains the information you need to compl ete federal Form
941. Using the PAHCxxx (Check History) and PAHWxxx (Check Withholdings
History) files, it also computes the eighth monthly period breakdown.

You cannot file the 941 Worksheet. Use it as a reference while filling out the
official government-produced form.

Follow these stepsto print the 941 Worksheet:

1. Select 941 Worksheet from the Periodic Processing menu. The 941
Worksheet screen appears.

BN 2007 941 Worksheet |

Commands Edit Modes Other Help

2xu|nema|-¢|ee ok [Avanden
Quarter 3
Quarter Ending Date 09/30/2007 ‘E|

Tax Adjustments:

Current Quarter's Sick Pay 73.91
Current Quarter's Adjustments for Tips and GTLI .00
Current Year's Income Tax Withholding 1854 57
Prior Quarters’ Social Security and Medicare Taxes 00
Special Additions to Federal Income Tax 0o
Special Additions to Social Security and Medicare oo
Total Deposits for Quarter 2183.14
Effective Adjustrnent Date 09/15/2007 |E|

Company H | 11/2822007 | Terminal TODD |OVR
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9-32

Edit the number of the quarter for which you want to print the worksheet,
along with the date the quarter ends, if necessary. The current Quarter and
Quarter Ending Date appear automatically, based on the values in the
PACTLx (Payroll Control) table.

Enter values for the amounts that OSA S does not track automatically.

L]

Enter the adjustment for the employee share of social security and
Medicare taxesthat were withheld by your third-party sick pay payer for
the current quarter in the first box. The value you enter here appears on
line 7b of the worksheet.

Enter adjustment amounts for any uncollected employee share of social
security and Medicare taxes on tips and on group-term life insurance
premiums paid for former employees for the current quarter in the
second box. The value you enter here appears on line 7c.

Enter adjustments for the current year’s income tax withholding in the
third box. For example, enter the adjustment to make if you made a
mistake when withholding income tax from wages paid in earlier
quarters of the same calendar year. This value appears on line 7d.

Enter adjustments for social security and Medicare taxes for preceding
guarters of the calendar year in the fourth box. For example, enter the
adjustment to make if you made a mistake when reporting social
security and Medicare taxes on previously filed Forms 941. The value
you enter here appears on line 7e.

If you are an employer with special circumstances, enter the adjustment
amounts for special additions to federal income tax and social security
and Medicarein the fifth and sixth boxes. Enter amounts only if you
have received a notice from the IRS that instructs you to do so. These
amounts appear on lines 7f and 7g.

Enter the total deposits for the quarter in the last box. The value you
enter here appears on line 11.

The remaining values are pulled and calculated from OSAS data.

Payroll
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Enter the date from which the adjustments take effect (or the date you
realized the adjustments were necessary) in the Effective Adjustment Date
box.

Select the output device to produce the worksheet. See “Reports’ on

page 1-38 for moreinformation. After the worksheet is produced, the OSAS
menu appears.
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941 Worksheet, Part 1

941 for 2007: Employer™s Quarterly Federal Tax Return

Employer identification number 77-7777777

Name (not your trade name) Builders Supply

Trade name (if any)

Address 4301 Dean Lakes Blvd

Shakopee MN 55379

City State Zip

| Report for this Quarter
| (Check one.)

_ 1: January, February,
_ 2: April, May, June
X 3: July, August, Septd

_ 4: October, November,

Read the separate instructions before you fill out this form. Please type or print within the boxes.

Part 1: Answer these questions for this quarter.

1 Number of employees who received wages, tips, or other compensation for the pay period

|

| including: Mar. 12 (Quarter 1), June 12 (Quarter 2), Sept. 12 (Quarter 3), Dec. 12 (Quarter 4) 1

|

| 2 Wages, tips, and other compensation. . . . . . . . . . . L L ..o L. oo i e o e e e e 2

|

| 3 Total income tax withheld from wages, tips, and other compensation . . . . . . . . . . . . .. 3

|

| 4 If no wages, tips, and other compensation are subject to social security or Medicare tax . . . ___ Check and go to

|

| 5 Taxable social security and Medicare wages and tips:

| Column 1 Column 2

| 5a Taxable social security wages .00 * 124 = .00

| 5b Taxable social security tips .00 * 124 = .00

| 5c Taxable Medicare wages and tips .00 * .029 = .00

| 5d Total social security and Medicare taxes (Column 2, lines 5a + 5b + 5c = line 5d) . . . . . 5d

|

| 6 Total taxes before adjustments (lines3+5d=line6) . . . . . ... ............ 6

|

| 7 Tax adjustments (If your answer is a negative number, write it in brackets.):

| 7a Current quarter's fractions of cents. . . . . . . . . . . .. . ... .00

| 7b Current quarter's sick pay. . . . . . . . . . . . ... .. 73.91

| 7c Current quarter's adjustments for tips and group-term life insurance. .00

\ 7d Current year's income tax withholding (Attach Form 941c). . . . . . . 155497.00

\ 7e Prior quarters' social security and Medicare taxes (Attach Form 941c) .00

| 7f Special additions to federal income tax (reserved use). . . . . . . . .00

| 79 Special additions to social security and Medicare (reserved use). . . .00

| 7h Total adjustments (Combine all amounts: lines 7a through 7g.) . . . . . . . . . . . . . .. 7h 15

| 8 Total taxes after adjustments (Combine lines 6 and 7h.). . . . . . . . . . . . . . . . .. .. 8 15

\

| 9 Advance earned income credit (EIC) payments made to employees. . . . . . . . . . . . . . . .. 9

\

\ 10 Total taxes after adjustment for advance EIC (lines 8 - 9 = line 10) . . . . . . . . . . . . . 10 15

\

| 11 Total deposits for this quarter, including overpayment applied from a prior quarter. . . . . . 11

\

| 12 Balance due (lines 10 - 11 = line 12) Make checks payable to the United States Treasury. . . . 12 15

\

| 13 Overpayment (if line 11 is more than line 10, write the difference here.) .00 Check one

| _ Apply to nex

| _ Send a refun
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941 Worksheet, Part 2

ame (not your trade name) | Employer identification
Builders Supply | 77-T777T77
|

Part 2: Tell us about your deposit schedule for this quarter.

IT you are unsure about whether you are a monthly schedule depositor or a semiweekly schedule depositor, see Pub. 15

(Circular E), section 11.
14 \Write the state abbreviation for the state where you made your deposits OR write "MU" if you made your

deposits in multiple states.

15 Check one: __ Line 10 is less than $2,500. Go to Part 3.
You were a monthly schedule depositor for the entire quarter. Fill out your tax
liability for each month. Then go to Part 3.

Tax liability: Month 1 .00
Month 2 .00
Month 3 155570.91
Total 155570.91 Total must equal line 10.

You were a semiweekly schedule depositor for any part of this quarter. Fill out Schedule B (Form 941)
Report of Tax Liability for Semiweekly Schedule Depositors, and attach it to this form.
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941 Worksheet, Part 3

Schedule B (Form 941):
Report of Tax Liability for Semiweekly Schedule Depositors
| Report for this Quarter.
Employer identification number T7-7777777 | (Check one.)
|
Name (not your trade name) Builders Supply | _ 1: January, February,
|
| _ 2: April, May, June
|
| X 3: July, August, Septe
|
| _ 4: October, November,
|
Use this schedule to show your tax liability for the quarter; DO NOT use it to show your deposits. You must fill out ¢
and attach it to Form 941 (or Form 941-SS) if you are a semiweekly schedule depositor or became one because your
accumulated tax liability on any day was $100,000 or more. Write your daily tax liability on the numbered space that
corresponds to the date wages were paid. See Section 11 in Pub. 15 (Circular E), Employer®s Tax Guide, for details.
| Month 1
|1 .00 9 .00 17 .00 25 .00 Tax liability for M
| 2 .00 10 00 18 .00 26 00
|3 .00 11 00 19 .00 27 00
| 4 .00 12 00 20 .00 28 00
|5 .00 13 00 21 .00 29 00
| 6 .00 14 00 22 .00 30 00
|17 .00 15 00 23 .00 31 00
|8 .00 16 00 24 00
|
| Month 2
|1 .00 9 .00 17 .00 25 .00 Tax liability for M
| 2 .00 10 00 18 .00 26 00
|3 .00 11 00 19 .00 27 00
| 4 .00 12 00 20 .00 28 00
|5 .00 13 00 21 .00 29 00
| 6 .00 14 00 22 .00 30 00
|17 .00 15 00 23 .00 31 00
|8 .00 16 00 24 00
|
| Month 3
|1 .00 9 .00 17 .00 25 .00 Tax liability for M
| 2 .00 10 .00 18 .00 26 .00
|3 .00 11 .00 19 .00 27 .00 15557(
| 4 .00 12 00 20 .00 28 00
|5 .00 13 .00 21 .00 29 .00
| 6 .00 14 .00 22 .00 30 .00
|17 .00 15 155570.91 23 .00 31 .00
|8 .00 16 .00 24 .00
|
| Fill in your total liability for the quarter (Month 1 + Month 2 + Month 3) = Total tax Total liability for
| liability for the quarter
| Total must equal line 10 on Form 941 (or line 8 on Form 941-SS). 15557(
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W-2 Forms

You can print W-2 forms after you have processed the payrolls for the year but
before you do year-end maintenance. You can aso print W-2 forms from last-
year Payroll files after you perform year-end maintenance.

The forms summarize each employee's wages and taxes withheld during a
calendar year. Employees use these forms to fill out local, state, and federal tax
returns, and you must send a copy of each employee summary to the tax
authorities when you complete the company’stax forms. Theinformation on W-2
forms comes from the PAEDxxx (Employee Deduction History), PAEExxx
(Employee Earnings History), PAEMxxx (Employee Miscellaneous History),
PAEGxxx (Employee General Information), and PAEWxxx (Employee
Withholding History) files.

If you have employees who have worked in severa states, the system prints the
deferred compensation for each state. You may have to send copies of individual
state W-2s to each state when you file your federal income tax return.

The Payroll system does not handle legal representative and 942 employee
reporting, third-party sick pay, Medicare for government employees, or golden
parachute payments. You must cal cul ate these amounts yourself and enter them
in each employee’s history record in the Employee History function (page
10-31).

The Payroll system does handle dependent care benefits, 457 Plans, Non-457
Plans, and group term life insurance if you set up the appropriate earnings codes
and enter these codes into the 457xxx, DCBxxx, and GTLIxxx tables.

Before you use this function to produce magnetic media, get the guidelines for
this procedure from the Social Security Administration (SSA). While Open
Systems magnetic media has received general approval from the SSA, your
company must apply for and receive SSA approval before filing on magnetic
media.
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Magnetic media can only be produced in the MMREF-1 format for 2002.
Previous formats are not accepted by the SSA and are not supported by OSAS.
Check SSA regulations before you submit magnetic media.

In addition, some states now require companies with more than 250 employees to
file W-2 information on magnetic media; contact your state tax authorities for
more information. OSA'S does not support state magnetic media. However, some
states will accept the federal mediaformat, and OSAS includes the state records
in the MMREF-1 format file. Check with your state for more information.

Before You Produce W-2 Forms

Check the relevant fields—such as statutory employee and allocated tips—in the
PAEGxxx (Employee General Information) file (page 10-1) and PAEMxxx
(Employee Miscellaneous History) file to make sure that the information is what
you want on the W-2 forms.
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W-2 Forms Screen

Select W-2 Forms from the Periodic Processing menu. The W-2 Forms screen

appears.
B 2007 W-2 Forms =)
Commands Edit Modes Other Help
E§|@|ﬂ@|?@|‘3'\1 | ok || Abandon |
Employee ID From ‘E|
Thru E|
State From ‘?‘
Thru ‘E‘
Process Magnetic Media? v
Form Processing: 3- Both -
Print State W-3s? i
W-2 Form Type: W-3 Form Type
One Wide Regular or Mailers Regular
Two Wide Regular @ Laser
@ Laser W-2's - 2 Per Page
Laser W-2's - 4 Per Page
| company 1 | 11282007 | TerminalTono [ovR
Inquiry | 1. Enter the range of employeesfor which you want to produce W-2 forms.

2. Enter the range of statesfor which you want to produce W-2 forms.

3. Choose whether to process W-2 magnetic media. See “MMREF-1 Magnetic
Media’ on page 9-41 for more information.

4. Select the forms you want to process. W-2 Only, W-3 Only, or Both.
5. Select the format for the W-2 forms:
¢ Choose One-Wide Regular or Mailers or Two-Wide Regular to
produce regular or mailer forms. OSAS does support two-wide mailers.

If you select two-wide forms, change the standard printer to 135
columns in Resource Manager.
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e Choose one of the Laser W-2 options to print W-2 forms on standard
laser printers. Use the four per page option for employee forms only.

The company name, address, and federal tax |ID appear.
6. Select to produce the Regular or Laser W-3 Form Type.

7. If you selected any option other than MMREF-1 Magnetic Media, select the
output device.

Selecting the File output device option for the W-2 forms is not the same as
the magnetic media reporting functions described below. Do not send the
resulting file to the government.

8. If you selected the Printer output device option, insert the forms into the
printer. A control form prints first with CONTROL NUMB printed in the
upper left corner of the form. If CONTROL NUMB is not printed inside the
Control Number box, adjust the forms and select No (or enter N in text
mode) at the Is Form Aligned? prompt to print it again. Continue this
procedure until the words print in the correct place, and then select Yes (or
enter Y in text mode).

W-2 forms are printed two or four to a page. The first W-2 that is printed
should be the first W-2 on the page.

If you print four formsto a pageto adirect laser printer (that is, you selected
al/dev/prn, /dev/lptx/, /devicomx, or LPTx printer for four per page | aser
forms) and you have problems with alignment, use the Tables function
(page 10-75) to add and set up the LASERW?2 table. Thistable fine-tunes
form alignment for direct printers.

After the forms are produced, the Periodic Processing menu appears.
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MMREF-1 Magnetic Media

Payroll

When you select MMREF-1 Magnetic Media on the W-2 Forms screen, the
Create Output File screen appears.

2007 Create Qutput File S| o |
Commands Edit Modes Other Help

2xm|we | me|ze|ee

Tax Year

PIN Number 12345678

| CompanyH | 117282007 | Terminal 000 | OVR

Press Enter to use the current tax year or enter a different tax year. Thisyear is
included in the tax file that is created. If awork file aready exists for thistax

year, this prompt appears.
Magnetic media scratch file already exists. Do you want to start over?

To continue working with the existing file, select No (or enter N in text mode)
and skip to “Processing Employees Selection Screen” on page 9-44. To prepare
magnetic media from scratch, select Yes (or enter Y in text mode).

Next, enter the PIN number assigned to you by the Social Security
Administration (SSA). A PIN number is required before you can file using the
MMREF-1 format, and you must acquire it from the SSA before you create
magnetic media

Use the Proceed (OK) command to proceed to the submitter record screen.
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W-2 Forms

Submitter Record Screen

B 2007 Report W-2 Forms an Magnetic Media - MMREF-1 Format L=NECIH. X
Commands Edit Modes Other Scroll Commands Help
2xr|mama[-o]0e ox
Record RA - Submitter Record
Field Data
Employer EIN TITTiTiiy E]
PIN Number 12345678 @
Software Vendor Code 1434 E]
Reserved for SSA
Resub Flag 0
Resub WFID
Software Code 99
Company Name BUILDERS SUPPLY
Location Address
Delivery Address 4301 DEAN LAKES BLVD
City SHAKCPEE
State MM
Zip 55379
Zip Extension
Reserved for SSA E]
Foreign State @
Foreign Postal Code E]
Line ( 001 of 039 )
Enter = edit ] [ Mext page ] [
| CompanyH [ 11262007 | Terminal OO0 | OVR

For an explanation of these fields and their contents, consult the Magnetic Media
Reporting and Electronic Filing handbook available from the Social Security

Administration.

Verify the information presented on the Submitter Record screen. To change a
value, press Enter and enter the new value.

Changing some of these values may cause the Social Security
Administration to reject your file. Consult the MM REF handbook before
you change the values that appear.

To save your entries, press N. The Employer Record screen appears.
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Employer Record Screen

n 2007 Report W-2 Forms on Magnetic Media - MMREF-1 Format E@g
Commands Edit Modes Other Scroll Commands Help
2xn|nwe|mn|[:e|0e® oK
Record RE - Employer Record

Field Data
™ =
Agent Indicator Code @
Agent Employer ID No F77iiiiT E]
Agent for EIN
Terminating Business 0
Establishment No
Other EIN
Employer Name BUILDERS SUPPLY
Location Address
Delivery Address 4301 DEAN LAKES BLVD
City SHAKCPEE
State VN
Zip 55379
Zip Extension
Reserved for S8A E]
Foreign State @
Foreign Postal Code E]

Line { 001 of 023 )

Enter = edit I [ Next page I [Erevmus Page] [ Goto I

| CompanyH [ 11262007 | Terminal OO0 | OVR

Verify the information presented on the Employer Record screen. To change a
value, press Enter and enter the new value.

To return to the Submitter Record screen, press P. To continue to the Processing
Employees selection screen, pressN.
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Processing Employees Selection Screen

B 2007 Report W-2 Forms on Magnetic Media - MMREF-1 Format (e = [
Commands Edit Modes Other Help

%XE‘E‘EE

? & ‘ ae 0Kk ][ Abandon |

@ Edit employee’s information
Edit employer information
Generate output file
Zip output file
Write output file

| companyH [ 11262007 | Terminal Tooo [ovR

The Processing Empl oyees sel ection screen contains five options to edit and
create the magnetic mediafile.

e Select Edit employee’s information to edit the federal and state tax
information for your employees. See “Employee Information Screen” on
page 9-45 for more information.

¢ Select Edit employer information to return to the Submitter Record and
Employer Record screens to edit the employer submitter and employer
records. See page 9-42 and page 9-43 for more information.

e Select Generate output file to generate the magnetic mediafile. See
“Generate MMREF-1 File Screen” on page 9-47 for more information.

e Select Zip output file to compress or zip the output file before you writeit to
the diskette. Use this function if the file is too large to fit on one diskette.

e Seect Write file to diskette to copy the MMREF-1 file to a diskette. See
“Write File to Diskette Screen” on page 9-49 for more information.
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Employee Information Screen

N 2007 Report W-2 Forms on Magnetic Media - MMREF-1 Format o[BS

Commands Edit Modes Other Scroll Commands Help

2xiz|ne(man]/-e|0e o8
Emp ID SSN Dept Last Name First Name M
BOU001 459-30-1099 ) Boumne Linda C E]
GEROD1 4658-22-45819 500 Gerard Timothy G @
JENDOD1 460-39-5093 500 Jenkins Kathy M E]
JONOO1 465-30-9944 501 Jonchim Maria K
LUKDO1 488-30-1281 500 Lukas George
ROS001 460-39-9982 501 Rossini Lucinda A B
STOO00M 449-558-4392 100 Stockard Albert W E]

=

Federal Record

Field Data
Social Security No =
First Name LINDA -
Middle Initial c ]
Last Name BOURNE
Suffix
Location Address =
Delivery Address 501 N HAMILTON AVE =
City EDINA b4

Line of )

Switch to detail ][ s0rt by SSN || Enter = edit Remove state

| CompanyH [ 117282007 | Terminal To00 | OVR

The Employee Information screen is divided into two parts. The top section lists
all the employeesin the range you specified that have wage and federal tax
information on file. In the bottom section, the federal and state records for the
selected employee appear. You can edit the federal and state records, if needed,
and you can also append and delete state records from the file.

To edit an employee’s information, select the employee in the top section of the
screen. Then use any of these commands:

¢ Press S to switch to the tax record section for the selected employee.
¢ Press O to change the order in which the employees are listed. You can sort,
dternately, by employee ID, social security number, department 1D, and

employee name.

¢ Press A to add an employeeto the end of thefile.
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¢ PressC to change the tax authority record type (federal or state) that appears

for the selected employee in the bottom section of the screen.
¢ PressD to return to the Processing Employees selection screen.

*  Press G to move to a specific employee record in the list, then enter the
employee code or use the Inquiry (F2) command to select an employee.

When you press S to work with the federal and state information for an
employee, the bottom of the screen is activated:

W-2 Forms

B 2007 Report W-2 Forms on Magnetic Media - MMREF-1 Format =15

Commands Edit Modes Other Scroll Commands Help

2xn|ne|mn][:e|0e oK
Emp ID SSN Dept Last Name First Name M
BOUO01 [459-30-1089 500 Bourne Linda C =
GEROO1 [468-22-4819 500 Gerard Timothy G 2>
JENDO1 460-39-9083 500 Jenkins Kathy M a
JONOD1 [468-80-9944 501 Jonchim Maria I
LUKOO1 1488-30-1281 500 Lukas Georgs
ROS001 460-33-9982 501 Rossini Lucinda AT
STO001 449-58-4332 100 Stockard Albert W ||I|=
=

Federal Record

Field Data

Social Security No 459301099 @
First Name LINDA (2]
Middle Initial c B
Last Name BOURNE

Suffix

Location Address B
Delivery Address 501 N HAMILTON AVE @
City EDINA E}

Line ( 0001 of 0046 )

sOrt by SSN || Enter = edit ” Append ”Qhange type] Remove state

| company 1 [ 11728007 | Terminai Toon | ovr

To work with an employee’s federal or state records, use any of these commands:

«  PressS toreturn to the top section of the screen and select a new employee

record.
¢ PressEnter to change the current field value.

¢ Press A to add a state record for the employee.
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¢ Press C to switch between federal and state records for the employee.
* PressR to remove the current state record for the selected employee.

¢ Press D when you are finished to return to the Processing Employees
selection screen.

¢ Press G to moveto aspecific field in the federal or state record, then use the
Inquiry (F2) command to select the field from the list that appears.

Generate MMREF-1 File Screen

ﬂ 2007 OQutput W-2 Forms to Magnetic Media - Generate MMREF-1 File |L‘&J
Commands Edit Modes Other Help
t§|@|ﬂ@|?©|@@ [ oK [ Abandon
Cutput File Name: WZREPORT.NEW

Prefix for Output File:
C:/OSASTS/datal L]

Include Records for State |T|

Print audit? v

‘Cnmpan\;H 1112812007 Terminal TO0OO | OVR

Follow these stepsto create the MMREF-1 file:

1. Enter the path where you want the file to be created. If thefile aready exists,
this prompt appears.

MMREF-1 output file already exists. Do you want to overwrite?
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If you do not want to re-create the output file, select No (or enter N in text
mode) and enter a different path for the file. To erase the existing file and
create a new one, select Yes (or enter Y in text mode).

If you want to create magnetic mediafor filing with federal authorities, press
Enter to leave the Include Records for State field blank. The resulting file
contains the federal records and the state records for all states with activity.

If youwant to include only asingle state’s records and the associated federal
records, enter the state ID or use the Inquiry command to |ook up and select
astate from the list that appears.

If you enter astate, OSASwarns you that the state records that are generated
will use the MMREF-1 format approved by the SSA for federal records.
Your state may require a different format for state records. Check with your
state for more information.

If you want an audit report of the information to be printed asit is written to
the diskette, select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Usethe Proceed (OK) command to create the magnetic mediafile. After the
fileis created, amessage appears describing the size of the resulting file.
Press Enter to return to the Process Empl oyees sel ection screen.
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Write File to Diskette Screen

[ 2007 Report W-2 Forms on Magnetic Media - MMREF-1 Format - Output = | 5 |
Commands Edit Modes Other Help
%Xt§|%|ﬂ@|?@|@@ OK Abandon
File Type to Cutput Zipped -
Cutput Drive ID
or Path
A =)

‘Compan\;’H 1112812007 Terminal TOOO | OVR

To write the file to a diskette, follow these steps:
1. Insert ablank, formatted diskette into the drive.

2. Select thetype of fileto write to the diskette. Enter Z if you zipped
(compressed) thefile, or U if you did not zip thefile.

3. Enter the drive letter of the floppy drive.

4. UsetheProceed (OK) command to copy the file to the diskette and return to
the Periodic Processing menu.
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Roll Up Leave Balances

The Roll Up Leave Balances function combines all |eaves taken and accrued
into onetotal, comparing it with the total that has been updated in the PAEGxxx
(Employee General Information) file. The beginning vacation and sick balances
are kept in the PAHVxxx (Leave Adjustment History) file, aong with the detail
posted from Post Checks, Void Checks, and Leave Adjustments functions. If
the system determines that there is a difference between the hours posted to the
PAHVxxx file and the PAEGxxx file, it writes the number from the PAHVxxx file
into the PAEGxxx file and creates an audit log recording the change.

Back up your datafiles before you proceed with this function. Print the Sick

Leave and Vacation Report, because sick and vacation accruals are cleared
by this function.
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Roll Up Leave Balances Screen

9-52

Select Roll Up Leave Balances from the Periodic Processing menu. The Roll
Up Leave Balances screen appears

2007 Roll Up Leave Balances | 5|
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon

Have You Backed Up Your Data Files?

Consolidate Terminated Employees?

| company 1 [ 1128007 | Terminai Toon | ovr

1. If you have backed up your datafiles, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode). If you have not backed
up your files, exit to the menu and do so before proceeding.

2. If you want to consolidate terminated employees, select the box (or enter Y
in text mode); if not, clear the box (or enter N in text mode).

3. Sdlect the output device to print the audit 1og. See “Reports’ on page 1-38

for more information. After thelog is produced, the Periodic Processing
menu appears.
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Consolidate Leave Audit Log

11717 /2007 Builders Supply Page 1
z:20 MM Consolidate Leave Audit Log
Vacation Sick

b 3 Employes Name Summary  Detail Differ Summary  Detail Differ Brror Message
BOUOOL  Bourne, Linda C 120000 JE00 119.500- 99344 3.344 36.000-
CEROOL Cerard, Timothy G 120000 40.000- 160.000- 83344 3.344 30.000-
JENOOLl Jenkins, Kathy M 94456 14.456 50.000-  35.344 3.344 32.000-
JONOOL Jonchim, Maria K 5.333 13333 5.000 15.340 3.340 16.000-
LURO0L lukas, Beorge 94456 14.456 50.000-  35.344 3.344 32.000-
ROS001 Possini, Lucinda & 53333 13333 40.000- 3.340 3.340 .0oo

487578 16.078  471.500- 276.056 20,056  256.000-
End of Report

Payroll 9-53






Purge Recurring Entries

Usethe Purge Recurring Entries function to delete recurring time tickets. When
the PARExxx (Recurring Entries) file gets too large, use this function to create
more room on your system.

Purge Recurring Entries Screen

Select Purge Recurring Entries from the Periodic Processing menu. The
Purge Recurring Entries screen appears.

ﬂ 2007 Purge Recurring Entries =HICHL X
Commands Edit Modes Other Help
» K= | i | @ & | ? & | age ‘ OK || Abandon |

Purge Recurring Entries With Cutoff Dates Prior To 01/01/2007 |ﬁ|

| companyH | 1172872007 | Terminai Tooo [ ove

Recurring entries with a cutoff date before the date you enter here are purged.
Use the Proceed (OK) command to purge recurring entries. After the entries are
purged, the Periodic Processing menu appears.
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Periodic Maintenance

At the end of each calendar quarter, do quarter-end maintenance to prepare for
next quarter’s data. This procedure clears out the quarter-to-date balancesin the
PADPxxx (Department) file, deletes history records before the date you specify
(if you keep history), and increments the current quarter number in the
PACTLxxx table.

At the end of each calendar year, do year-end maintenance to prepare your files
for next year’s entries. This procedure clears out the quarterly and year-to-date
ba ances in the PAEMxxx (Employee Miscellaneous History) file and the year-to-
date information in the PADPxxx file, deletes records of terminated employees
from the PAEGxxx (Employee General Information) and PAEMxxx files, and
creates these |last-year fileswith the .LY extension:;

¢ PACDxxx (Checks Deductions)

¢ PACExxx (Checks Earning)

e PACHxxx (Checks)

¢ PACWxxx (Checks Withholdings)

¢ PADDxxx (Deductions)

e PADExxx (Employee Deductions)

¢ PADPxxx (Department)

¢ PADXxxx (Deduction Exclusion)

e PAECxxx (Earning Codes)

¢ PAEDxxx (Employee Deduction History)

¢ PAEExxx (Employee Earnings History)

e PAEGxxx (Employee General Information)
*«  PAEMxxx (Employee Miscellaneous History)
e PAEPxxx (Employee Personnel)

e PAESxxx (Employee Federal/State/L ocal Withholdings)
e PAETxxx (Earnings Types)

e PAEWxxx (Employee Withholding History)
e PAEXxxx (Employee Exclusion)

¢ PAINxxx (Payroll Information)

¢ PALCxxx (Labor Class)

e PATBxxx (Tables)
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*  PATXxxx (Tax Tables)
¢ PAWIxxx (Withholdings)
e PAWXxxx (Withholding Exclusion)

The PATB.LY (LY representslast-year data) and PATX.LY files are created so that
the system can distinguish differences between prior-year and current-year tax
percentages.

You cannot use the Periodic Maintenance function if you are working with
prior-year files. You must be in quarter 4 of the current year to run year-end
maintenance.

Because year-end maintenance automatically does quarter-end maintenance, you
do not have to perform both quarter-end and year-end maintenance at the end of
period 4.

Before You Begin

Before you do quarter-end or year-end maintenance, produce these reports:

¢ Earnings and Deduction Report (page 7-5)

e Sick Leave and Vacation Report (page 7-7)

¢ Quarterly Employer’s Tax Report (page 9-21)

e Quarterly Withholding Report (page 9-25)

¢ Quarterly State Unemployment Report (page 9-27)
e 941 Worksheet (page 9-31)

e Department Report (page 9-13)

If you are deleting history, you should also produce the Transaction History
Report (page 7-9) and the Check History Register (page 7-13).

Back up your datafiles. Then post expensesto General Ledger (page 9-15) and
back up your data files again.

If you delete check history and then print the 941 Worksheet from last year’s

files, the eighth monthly period breskdown on the 941 Worksheet is
incorrect.
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Finally, if you have a multiuser system, make sure that no one else is using the
Payroll system. You cannot perform quarter-end and year-end maintenance if
someone else is using Payroll functions.

Periodic Maintenance Screen

Select Periodic Maintenance from the Periodic Processing menu. The Periodic
Maintenance screen appears.

n 2007 Periodic Maintenance SRECHL X
Commands Edit Modes Other Help
%XE§|E|-|?@|@@ 0K Abandon

Have you run the following?
Earnings and Deduction Report
Sick Leave and Vacation Report
Quarterly Employer's Tax Report
Quarterly Withholding Report
Quarterly State Unemployment Report
941 Worksheet
Department Report
Copy to Backup v

© Quarter End
@ Year End
() Histories Only

Remove check history for items dated before 01/01/2007

(B]E]

Remove transaction history for items dated before 01/01/2007

Clear remaining sickivacation time (year end only)?

| companyH | 11282007 | Terminal TooD |OVR

1. Beforeyou perform quarter-end or year-end maintenance, print the reports
listed on the screen and back up your datafiles. Select the box (or enter Y in
text mode) when you have completed the listed tasks.

2. Select the kind of maintenance you want to perform. You can perform

quarter-end or year-end maintenance, or you can purge history only (which
does not close the quarter or year).
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3. If you want to delete history because your files are getting too large or
because you no longer need check and transaction history before a particular
date, enter the dates for check and transaction history to indicate where the
deletion should stop. For example, if you enter 12/31/2001, history before
and including that date is deleted.

If you do not want to delete history, press Enter to leave the date blank.

4. If you want to clear remaining sick and vacation time, select the box (or
enter Y in text mode); if not, clear the box (or enter N in text mode).

5. UsetheProceed (OK) command to save your entries and begin maintenance
processing. When the procedure finishes, the Periodic Processing menu

appears.
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Remove Prior Year Files

After you have performed year-end maintenance and completed all processing on
aprior year’sfiles (for example, printing W-2s), you can use the Remove Prior
Year Files function to delete files from a calendar year.

You cannot use the Remove Prior Year Files function if you are currently
working with prior-year files.

Before You Begin

Before you remove a year’'sfiles, print W-2s and back up your files. Once you
delete the year’s files, you cannot reprint W-2s for that year unless you have a
backup copy.
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Remove Prior Year Files Screen

Select Remove Prior Year Files from the Periodic Processing menu. The
Remove Prior Year Files screen appears.

2007 Remove Prior Year Files 2| & i
Commands Edit Modes Other Help
ﬁxt§|ﬁ|ﬂ@|?@|@@ OK Abandon
Have You Backed Up Your Payroll Data Files?
Year to Remaove ZGGEE]

| companyH | 11282007 | Terminal ToOD |OVR

If you have printed W-2s and backed up your datafiles (see “Before You Begin
on page 9-58), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode). If you have not backed up your files, use the Exit (F7)
command to exit to the menu and do so before closing.

Use the Proceed (OK) command to begin purge processing. When the purge
finishes, the Periodic Processing menu appears.
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Employees
Employee History
Leave Adjustments
Direct Deposit
Departments
Payroll Information
Recurring Entries
Tables

Tax Tables
Formula Maintenance
Change Fields

Payroll

10-1
10-31
10-49
10-51
10-55
10-61
10-67
10-75
10-95
10-97

10-101

File Maintenance

Employees

Use the Employees function to add employee records, change
descriptive datain employee recordsthat are onfile, and delete
employee records (only when they have been added in error).

You cannot use the Employees function to change earnings or
withholdings figures. You can, however, use the Employee
History function (see page 10-31) to change withholding
figures. If you edit employee history, alog is printed so that
you can maintain an audit trail.

Because you must print W-2 forms and other year-end reports
for all employees—including terminated ones—you cannot
delete employee records that have amounts in their history
files. Instead, terminated employee records are deleted for
current-year datawhen you do year-end maintenance. They are
retained in last year’sfiles so that you can produce W-2 forms.
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Employees Screen

Inquiry |

10-2

Select Employees from the File Maintenance menu. The Employees selection
screen appears.

n 2007 Employees
Commands Edit Modes Other Help

s

2xz|pe|mn|:o |0 e [
Employee ID 00

Last Name Bourne

First Name Linda

Middle Initial C

Do You Want To Maintain:

General Information
Salary Information

Tax Information

Personnel Information One
Personnel Information Two
Employee Comments
User-Defined Fields
Documents

SRERERENEREERE

Company H | 09/05/2007 Terminal TOOO | OVR
| | | |

Enter the ID of the employee whose record you want to add, edit, or delete. If you
enter an existing ID, the employee’s name appears. If you need to add an
employee (for example, for W-2 reporting), press enter the new 1D and select
General Information below.

If you try to add an employee to the PAEGxxx.LYx (last year Employee General
Information) file, the PAEGxxx (current Employee General Information) fileis
not updated. Instead, the system warns you that adding employeesin last year
files does not update current-year files.

To delete an employee record, use the Delete (F3) command. Both the
employee’'s record and the employee’s history record are deleted. If values
greater than zero exist in the employee's record, the system warns you that you
cannot delete employees with existing history. Records of terminated employees
are automatically deleted from current year files during year-end processing.
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Inquiry | The Copy From field appearsif you add anew employee ID. Use thisfield to
copy salary and tax information from another employee’'s record to savetime.

Select the boxes (or enter Y in text mode) next to the information types you want
to view, add, or edit. If you do not need to change that type of information, clear
the box (or enter N in text mode). When you have selected the information you
want, use the Proceed (OK) command to go to the first information screen.

General Information Screen

Use the General Information screen to enter basic information about your
employees: address, phone number, dates of hire and review, and contacts.

ﬂ 2007 General Information E=NEo ==
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@|@@ | 0K, |Abandon
Emp ID BOUOD1 Status A - Job Title Admin. Asst
Last Name Bourne Work Phone | ) -
First Name Linda Middle In C Extension SupriD | LUKDO1 El
W-2 Name Linda C Bourns Adj Hire Date o10ansge (=)
Address 1 501 N Hamifton Avs Start Date ot/ansss )
Address 2 Birth Date 0607M95a ()
Address 3 Term Date |ﬁ‘
Res City Edina State MM _|§ Last Review Date 11412/2005 |E‘
Zip Code 55435 Country m Next Review Date 11/12/2008 |E‘
Fhone No (612)555-1212 Last Check Date g
S8 No H0O0CX-1099 Ins Coverage Family/Blue Cross
Sex F i User Label 2
EEO Class 2 User Label 3
Woucher Delivery | Mo Vouchers -
W-2 Fields Emergency Contact
Retirement Plan? v Name Jim Bourne
Statutary Employee? ‘Work Phone (512)567-3319
Home Phone | (512)555-1212
Relation Husband
Isctive, Inactive [ companyn | oamocoo7 | Terminai Tooo | ovR
Field Description
Status Select Active or Inactive. Selecting an inactive status

will place restrictions on what can and cannot be done
with the employee. An employee with transactions,
posted transactions, or checks on file can not have
their status changed to inactive.
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Inquiry |

10-4

Field

Last Name/First
Name/Middle In
W-2 Name

Address 1/2/3

Res City/State/Zip
Code/Country

Phone No

SS No

Sex

EEO Class

Voucher Delivery

Retirement Plan?

Description

Enter the employee’'s last and first name and middle
initial.

Enter the employee's name as it should appear on the
W-2 forms you print.

Enter the employee's street address, city, and state of
residence.

Enter the employe€’s city, state, zip or postal code,
and country of residence. The Inquiry (F2) command
is available in the State and Country fields.

Enter the employee’s home phone number using the
mask that appears.

Enter the employee’'s social security number.

Enter M if the employee is male or F if the employee
isfemale.

Enter the employee's Equal Employment Opportunity
classification:

1 White

2 African-American

3 Latino

4 Asian-American or Pacific |slander
5 Native American or Native Alaskan

Select if and how direct deposit vouchers should be
delivered: No Vouchers, Paper Vouchers for printed
vouchers, or E-Mail Vouchers for electronically
transmitted vouchers.

If the employee participatesin your company’s
retirement program, select the box (or enter Y in text
mode); if not, clear the box (or enter N in text mode).
Thisinformation is used on W-2 forms.
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Inquiry |

Payroll

Field

Statutory
Employee?

Job Title

Work Phone/
Extension

Supr ID

Adj Hire Date

Start Date

Birth Date

Term Date

Last Review Date/
Next Review Date

Last Check Date

User-Defined Labels
1/2/3

Description

If the employee qualifies as a statutory employee,
select the box (or enter Y in text mode); if not, clear
the box (or enter N in text mode). This information is
used on W-2 forms.

Enter the employee’sjob title.

Enter the employee’s work phone number and
extension.

Enter the ID of the empl oyee’s supervisor or manager.

Enter the employee's adjusted hire date, which isthe
date the employee actually began working for the
company (as opposed to when the employee accepted
the job). Thisdate is used in personnel reports.

Enter the date of employment for the employee. This
date is used to calculate sick time and vacation time.

Enter the employee's date of birth.

If the employee no longer works for the company,
enter the date of the employee’s termination.
Employee records that contain atermination date are
deleted automatically during year-end maintenance.

Enter the employee’s last and next review dates.

Enter the date of the last check the employee
received. Thisfield is updated when you post checks.

Enter information in these user-definable fields, if
necessary. You can define the prompts that appear
using the USRDFxxx table (see page 10-90).
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Field

Name/Work Phone/

Home Phone/
Relation

Description

Enter the emergency contact information for the
employee: the name of the person to contact in case
of an emergency, the emergency contact’s home and
work phone numbers, and the contact’s relation to the
employee.

Use the Proceed (OK) command to save your changes. If you selected another
type of information on the Employee selection screen, that screen appears. If you
did not select any other screens, the Employee selection screen appears.

E-Mail Addresses Screen

10-6

Use the E-Mail Addresses screen to enter e-mail accounts for the employee. You
can also define which e-mail address to use with for voucher delivery with direct

deposit.
X E-Mail Addresses [=ll= =
Commands Edit Modes Qther Scroll Commands Help
2xuz|ne|mn][-e|/0e &
Emplay=e ID BOUODO1 Bourne
Type E-Mail
Ta * Iboume@huilders_supply com @
Voucher To : lboumne@builders_supply.com @

Line Mo { 001 of 002 )

Enter = edit ] [ Append ] [ Wiew ] [Next screen ] [Erev Screen ] Goto

Status Bar

| CompanyH | 09202007 | Terminal TOOD |OVR
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Use the commands to work with e-mail addresses:

¢ PressEnter the edit the selected e-mail address. See “ Append/Edit E-Mail
Addresses’ on page 10-7 for more information.

¢ PressA to add an e-mail address. See “ Append/Edit E-Mail Addresses’ on
page 10-7 for more information.

¢ PressV toview detailed information about a specific e-mail address.

e PressN to view the next screen, or P to view the previous screen.

Append/Edit E-Mail Addresses

The Append E-Mail Addresses screen appears when you add an E-Mail to the E-
Mail Addresses screen. The Edit E-Mail Addresses screen appears when you edit
an existing e-mail addresses. Other than the title, these screens are identical.

[EA Edit E-Mail Addresses =l @ ==
Commands Edit Modes Other Help
LI EEIEEY
Type :\/nucher Tl
To/CCIBCC Ti
E-Mail Ibourne@builders_supply.com
Mame Linda Bourne
Description Woucher E-Mail Address
Field Description
Type Choose Voucher if the e-mail addressisto be used to
e-mail direct deposit vouchersto the employee. If not,
choose Other.
To/CC/BCC Choose whether this e-mail address should appear in
the To, CC, or BCC field of the outgoing e-mail.
E-Mail Enter the e-mail address.
Name Enter the name of the employee.
Description Enter a description for the use of the e-mail address.
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Use the Proceed (OK) command to save your changes.

Salary Information Screen

10-8

Use the Salary Information screen to enter and maintain pay information for your
employees. If you copied an employee record, make sure that the information on
this screen is correct for each employee.

X 2007 Salary Information [=] = =]
Commands Edit Modes Other Scroll Commands Help
L LIRS
Employze D BOU0D1 Bourne, Linda C
------ Pay Infarmation ---- -~ Scheduled Deductions -
Dept 500 m Mo Description 12345 Amount Balance
Labor Class Prs @ 1 |Medical Ins RN 10.56 .00 =
Corporate Officer? O 64K PRNKNN 450 00| =
Seasonal Employee? (] 3 |United Way PRNKNN 1.00 00||
Type (H or 5) s i 4/|Credit Union YNNI 50.00 .00
Exempt? Bl 10|Stock Plan RN 100.00 .00
Adjust to Minimum? B 2|Dental Ins YNNNN 352 0o
Group Code (0-9) 1
Pay Periods/Year 12
Check Location
Earning Code SAL @ >
Salary 7500.00 b
Hourly Rate 000 =
Cwverride Pay 00 Deduction ( 001 of 006 )
Status Ful-time )
Sick Accrual Code b e Sick Hours Remaining 99.344
Wac Accrual Code b “acation Hours Remaining 120.000
Enter = edit Append Goto Eormula LChange Factors Pay Info Mext Page
| CompanyH | 09/02/2007 | Terminal TOOD |OVR
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Inquiry |

Inquiry |
Maint |

Payroll

Pay Information

Field

Dept

Labor Class

Corporate Officer?

Seasonal
Employee?

Type (Hor S)

Exempt?

Adjust to Minimum?

Description

Enter the employee’s department.

If necessary, you can indicate that an employee
worked in a different department when you enter
payroll transactions.

Enter the employee’s labor classification. Use the
Maintenance (F6) command to add or edit labor
classes.

The labor class you enter here appears in the Class
field when you enter atime ticket for the employee.

If the employeeis a corporate officer, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

If the employeeisaseasonal employee, select the box
(or enter Y in text mode); if not, clear the box (or
enter N in text mode).

Enter H if the employeeis paid by the hour or S if the
employee is paid asalary.

If the employeeis salaried, select the box (or enter Y
in text mode) if the employee is exempt and does not
receive overtime pay. Clear the box (or enter N in text
mode) if the employee is nonexempt and should
receive overtime pay.

If the employee does not receive tips, clear the box
(or enter N in text mode). If the employee receives
tips as part of hisor her earnings, select the box (or
enter Y in text mode) so that the wages are adjusted to
bring the empl oyee’s earnings up to minimum wageif
the reported tips do not.
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Field

Group Code

Pay Periods/Year

Check Location

Inquiry | Earning Code
Maint |

Salary

Hourly Rate

10-10

Description

When you calculate checks, use the group code to
identify the employees you want to pay. Common
practice isto use a unique group code for each pay
cycle (weekly, biweekly, semimonthly, and so on).

Enter the code that identifies the check processing
group to which the employee belongs.

Enter the number of times the employeeis paid
during the year. This number is used when taxes are
calculated during check calculation.

Enter the check |ocation for the employee. This
information is used as a sort option when you print
checks.

Enter the default earning code for the employee. The
earning code you enter here appears in the Earning
Code field when you enter atime ticket for the
employee. For a salaried employee, this codeis used
to create the earnings entry when you calculate
checks.

If the employeeis paid a salary, enter the salary he or
she receives each pay period. You must enter a salary
for salaried employees to ensure correct calculations.

Enter the employee’s hourly pay rate. You can
override the rate when you enter time tickets.

The hourly rate is used to calculate pay for hourly
employees, calculate amounts allocated to other
departments for salaried employees, place dollar
values on sick and vacation time for salaried
employees, allocate labor expenseto ajob (if Job
Cost isinterfaced), and cal culate overtime pay for
nonexempt salaried employees.

If you change a salaried or an hourly employee's pay
rate, the following prompt appears:

Payroll
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Field

Override Pay

Status

Sick Accrual Code

Vac Accrual Code

Sick Hours
Remaining

Vacation Hours
Remaining

Payroll

Description

Pay Rate has changed. Add Change to Pay
Change History?

If you select Yes (or enter Y in text mode), the Pay
Rate Change window appears and lists the date of the
change and the old pay rate. You can enter areason
for the change.

If asaaried employee is supposed to receive pay
other than the usual pay—usually when employees
start or terminate within a pay period—enter the
amount. When you cal culate checks, the amount is
calculated in the next run only. After you post checks,
this amount is removed from the employee’s record.

Enter F if the employee worksfull time or P if the
employee works part time.

Enter the code (from the SICccxxx table) for the
accrual rate of sick hours for the employee.

Enter the code (from the VACccxxx table) for the
accrual rate of vacation hours for the employee.

Thisfield is updated when you post checks that
contain sick pay hours. A negative value indicates
sick hourstaken; a positive value indicates sick hours
accrued. You cannot change this value.

Thisfield is updated when you post checks that
contain vacation pay hours. A negative value
indicates vacation time taken; a positive value
indicates vacation time accrued. You cannot change
thisvalue.
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10-12

Scheduled Deductions

—- Scheduled Deductions —
Mo Description 12345 Amount Balance
Medical Ins YNNNN 10.56 00
6 |401K PNNNN 4.50 00
3|United Way PNNNN 1.00 00
4 |Credit Union YNNNN 50.00 0o
10|Stack Plan YNNNN 100.00 0o
2|Dental Ins YNNNN 3.52 0o

| |13 ]

M4 ¢

Deduction ( 001 of 006 )

Press Tab to switch to the Scheduled Deductions section of the screen. Each
employee can have 999 scheduled deductions.

Use the commands to work with scheduled deduction information:

¢ PressEnter the edit the selected deduction. See “Editing or Adding a
Scheduled Deduction” on page 10-13 for more information.

¢ Press A to add a scheduled deduction. See “Editing or Adding a Scheduled
Deduction” on page 10-13 for more information.

¢ Press G to go to a specific deduction, then enter the deduction ID. This
command appears only when there is more than one screen of deductions.

*  PressF to add or edit adeduction formula. The Formula M aintenance screen
appears. See page 10-97 and appendix C for more information.

¢ PressC to edit factors for a selected deduction. See “Factor Entry” on
page 10-14 for more information.

e PressP toreturn to the Pay Information section of the screen.
¢ PressN to save your entries and move to the next screen you selected. Each

time you add or edit adeduction line, that entry is saved to the employee
record. You can also use the Proceed (OK) command to save the change.

Payroll
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Editing or Adding a Scheduled Deduction

When you press Enter to edit a scheduled deduction or A to add a scheduled
deduction, the fields for the line item become activated.

Field Description

Inquiry | No Enter the number of the scheduled deduction.

You cannot use the same deduction number more than
oncefor an employee. If you want the same deduction
taken twice, you must enter a new deduction number.

Description The description of the deduction appears.

12345 Each of the five characters represents a period code.
You might use the pay periodsto identify the five
weekly pay periodsin some months or five pay
periodsin which different combinations of deductions
are taken.

For each pay period, enter one of these codes:
N the deduction is not taken in the pay period

Y the amount you enter is deducted

P apercentage of the employee's gross pay is
deducted

H afixed rate per hour worked is deducted
D the amount is taken against a declining balance
E the amount is a declining balance by percentage

G the amount is adeclining balance by formula

(If you enter H for a salaried employee, you must
enter atime ticket to get the deduction.)

If you press Enter, all pay periods are set to N.

Amount If you entered Y for apay period, enter the dollar
amount that should be deducted.

Payroll 10-13
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10-14

Field

Balance

Factor Entry

Description

If you entered P for apay period, enter the percentage
of the employee’s gross pay that should be deducted.

If you entered H for a pay period, enter the dollar
amount per hour that should be deducted.

If you entered D for apay period, the amount that is
deducted islessthan or equal to the balance.

If you entered E for apay period, the percentage that
is deducted equals an amount less than or equal to the
remaining balance.

If you entered only F as the pay period code for the
deduction, leave this field blank. The formula
calculates the deduction.

If you entered D, E, or G for apay period, enter the
maximum amount that can be deducted for the
employee. If thisamount is deducted for an employee
for afiscal year, thisdeduction is not taken.

When you press C to change or override the established factors for a scheduled
deduction, the Factor Entry screen appears.

Factor Entry - Medical Ins

Commands Edit Modes Other Help

=g

Pl

E‘i|?®|QQITI|m|

Override Factors?
Factor 1
Factor 2
Factor 3
Factor 4
Factor &

Factor 6

0000

0000

0000

0000

0000

0000
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If you want to override the factors you established for the scheduled deduction,
select the box (or enter Y in text mode); if not, clear the box (or enter N in text
mode). Next, enter up to six override factors. The factors you enter here take
precedence over the factors established in the Formula Maintenance function
(page 10-97). Factors can represent anything form dollars to percents, depending
on how they are used in aformula

Use the Proceed (OK) command to save your changes. The Salary Information
screen appears with the Scheduled Deductions section active.

Tax Information Screen

Payroll

Use the Tax Information screen to set up federal, state, and local withholding
information for each employee and to edit withholding formulas. If you copied
an employee record, make sure that the information on this screen is correct for
each employee.

X 2007 TaxInformation [o] @ =)
Commands Edit Modes Other Scroll Commands Help
2xiz|ee mo/ze|0e
Employee ID BOU0D01 Bourne, Linda C
Tax Group N
Federal Tax Information
Fed Stat Exemp Extra WiH Fixed WiH EIC Code Table ID
FED M 4 .00 .00 N FEDM
State Tax Information
State  Stat Exemp Extra WiH Fixed W/H Table ID SUl State Name
MN M 4 .00 00 |STXMNM MN Minnesota
Local Tax Information
State  Local  Stat Exemp Extra WiH Fixed W/H Table ID Locality Name
Switch to State Enter = edit Goto line Withhalding setup
Next page s page Tax Group
| CompanyH | 09052007 | Terminal TOOD | OVR
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Enter the ID of the tax group that applies to this employee’s earnings. A tax
group can combine withholding codes for several states and localities. You can
change thistax group if necessary during time ticket and manual check entry.
Use the commands to work with the information on this screen:

¢ Press S to switch between the Federal, State, and Local Tax Information
sections of the screen.

¢ PressEnter to edit the selected withholding line. The Edit Tax Information
screen appears.

e Press A to add awithholding line. The Append Tax Information screen
appears.

e PressG to goto aspecific withholding line, then enter the line number or use
the Inquiry (F2) command to select aline number. This command is
available only when there is more than one screen of withholding items.

¢ Press W to exclude withholding tax or to change factors. All possible
withholding codes for the employee appear; toggle them on or off.

e PressN to save your entries and move to the next screen you selected.
e PressP to save your entries and return to the last screen you selected.

e PressT toreturn to the Tax Group ID field to change the assigned tax group.
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Append/Edit Federal Tax Information

The Append Tax Information screen appears when you add awithholding to the
Tax Information screen. The Edit Tax Information screen appears when you edit
an existing withholding line. Other than the title, these screens are identical.

EEditTaxInFormatmn E = @
Commands Edit Modes Other Help
%XE‘E‘H@‘?@‘@@ oK Abandon
Fed FED
Stat M -
Exemp 4
Extra WiH oo
Fixed W/H 0o
EIC Code N~
Tabls 1D FEDM B
Field Description
Fed The Federal tax withholding ID appears.
Stat Enter M if the employee is married or S if the

employeeissingle.

Exemp Enter the number of exemptions that are claimed on
the employee’'s W-4 form for federal tax purposes.

If no federal taxes are withheld for the employee,
enter 99.

Extra WH If the employee wants money withheld in addition to
the regular federa withholding, enter the extra dollar
amount that should be withheld.

Fixed WH You can enter an amount of withholding to deduct
instead of the calculated federal taxes.

Payroll 10-17



CHAPTER 10 ¢ File Maintenance

Field Description

EIC Code Enter N if the employee did not request EIC
payments, E if the employee requested EIC payments
only for himself or herself, or B if both the employee
and his or her spouse file for advance EIC payments.
(See Circular E for details.)

Inquiry | Table ID Select FEDM for amarried employee or FEDS for a
single employee. If you do not select the correct table
ID, an employee may be taxed incorrectly.

State Tax Information

When you press Enter or A, you can edit or append state withholding tax in an
employee's record.

IEX Edit Tax Information (=& =
Commands Edit Modes QOther Help
%XE§|E\|=|?@|@@| 0K HAbandon‘
State MN @
Stat M ~
Exemp 4
Extra W/H 0o
Fixed WiH .00
Table ID STXMNM (3]
SUI State MN [4]
State Name Minnesota
Field Description
Inquiry | State Enter the employee's state postal code. The state you

enter determines which state tax routines are used
when the employee’s state withholding is cal cul ated.
If the employee worksin more than one state, the first
state code must be the code for the employee’s home
state.

If you enter the code for a state that is not in the
PACO (Codes) file, an invalid entry message appears.
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Field Description

Stat For state withholding, enter S if the employeeis
single, M if the employee is married, U if the
employee is an unmarried head of a househald, J if
the employeeis married and filesjointly, or B if the
employeeismarried to aworking spouse and they file
jointly.

Some states do not alow all these codes. Check with
the state tax authorities for more information.

Exempt Enter the number of exemptions the employee claims
for state tax purposes. If no state taxes are withheld
for the employee, enter 99. (Rulesfor determining the
number of exemptionsvary from state to state; see the
state regulations for information.)

Extra WH If the employee wants money withheld in addition to
the regular state withholding, enter the extra dollar
amount that should be withheld.

Fixed WH You can enter an amount of withholding to deduct
instead of the calculated state taxes.

Inquiry | Table ID Enter the STXssm tax table ID used to calculate the
withholding tax. If you do not enter atable ID, the
system will use the default in the Tax Authority
Setup function (see page 11-5 for more information).

Inquiry | SUI State Enter the state used to accrue the employer’s
unemployment insurance.

State Name The name of the state tax authority appears.
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Local Tax Information

When you press Enter or A, you can edit or append local withholding tax in an
employee's record.

H Edit Tax Information
Commands Edit Modes Other Help

%Xt§|%|ﬂ@|?@|@@ OK Abandon

State M [1]
Lacal o1 ﬁ|
Stat M -

Exemp

Extra W/H
Fixed WiH
Table ID
Locality Name

4

LTXMNO1 (3]
Minneapolis

00
00

Field

Inquiry | State
Inquiry | Local

Stat

Exemp

10-20

Description

Enter the employee's state postal code that
corresponds to the local tax ID you want to add.

Enter the local tax code. If the employee worksin
more than onelocality, thefirst local tax code must be
the code for the employee’'s home locality.

If you have not defined avalid local tax record, you
cannot enter alocal code.

For loca withholding, enter S if the employeeis
single, M if the employeeis married, U if the
employee is an unmarried head of a household, J if
the employeeis married and filesjointly, or B if the
employeeismarried to aworking spouse and they file
jointly.

Some localities do not allow all these codes; others
use codes unique to that locality.

Enter the number of exemptions the employee claims
for local tax purposes. If no local taxes are withheld
for the employee, enter 99.

Payroll
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Field Description

Extra WH If the employee wants money withheld in addition to
the regular loca withholding, enter the extra dollar
amount that should be withheld.

Fixed WH You can enter an amount of withholding to deduct
instead of the calculated local taxes.
Inquiry | Table ID Enter the LTXsslIm tax table I D used to calculate the

withholding tax. If you do not enter atable ID, the
default inthe Tax Authority Setup function (see page
11-5) is used.

Locality Name The name of the local tax authority appears.

Personnel Information Screen One

Use the first Personnel Information screen to record and maintain miscel laneous
personnel information for each employee.

n 2007 Personnel Information One [ = =g
Commands Edit Modes Other Help
%XE‘E|H|?@|{1{1 oK Abandan
Employee ID BOUO01 Bourne, Linda C
Comments 1 Linda is on the board of directors for Mulcahy Companies
Comments 2
Comments 3
Degree  BA |E| Bachelor of Arts Major | Business Administratian
Degree | MA [a] Master of Arts Major | Business Finance
Degree Bl Major
--- Pay Change - --- Bonus [ssued -
Date Reason Old Rate  Date Reason Amount
111212006 [TEl|| Anl Review 725000 \06/06/2007 [CEl| Team Sales Goal 1000.00
040412006 ||| Board Review 6750.00 = o
126312005 [/ Co. Performance 6500.00 = o]
08232004 || Performance 150 00 = 00
ol ® =] ®
(=] 0o = 0o
=] w @ w
] 0o = 0
| CompanyH | 09/05/2007 | Terminal TOOD | NS
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Inquiry |

10-22

1. Enter miscellaneous comments about the employee.

2. Enter up to three degrees for the employee; a description of each degree
appears.

Set up degree codesin the Payroll Information function (see page 10-61).
3. Enter the employee's academic major for each degree.
4. Enter the date of up to 10 pay changes.

5. Enter thereason for the pay changes; the pay rate preceding each pay change
appearsin the Old Rate field.

6. Enter theissue date of up to 10 pay bonuses.

7. Enter the reason for the pay bonuses; the amount of the bonus appearsin the
Amount field.

When you save your entries, the second Personnel 1nformation screen appears, or
if you did not elect to modify the screen, the Employee selection screen appears.

Payroll



File Maintenance « CHAPTER 10

Personnel Information Screen Two

Use the second Personnel Information screen to record and maintain
miscellaneous information for each employee. The fields on this screen are user-
defined; the field names are taken from the USRDDxxx table (see page 10-90).

2007 Personnel Information Two =] @ (2]
Commands Edit Modes Other Help
2xzve | @ma|[re|ee oK [Abardon
Employee ID BOU001 Bourne, Linda C
License 05132003 3] User Date 06 =l
Last Phys 10032004 |7 User Date 07 =l
Driver Lic 02042008 || User Date 08 ==}
User Date 04 =] User Date 09 =]
User Date 05 =) User Date 10 =)

| CompanyH | 09/05/2007 | Terminal TOOD | NS

Use the Proceed (OK) command to save your changes. If you selected another
type of information on the Employee selection screen, that screen appears. If you
did not select any other screens, the Employee selection screen appears.
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Employee Comments Screen

Use the Employee Comments screen to view and add comments about the

employee.
Employee Comments (E=H |EcB (>
Commands Edit Modes Other Scroll Commands Help
2xuz|ne|mn][-e |00 o
Employze 1D BOU001 Bourne, Linda C
RefID 0o End Date 09/05/2007 ]
Date Ref Comment
09/20/2006 000 Linda's proposal helped win multi-million dollar contract. @

RefID I [ end Date ] I Append ] [Emer=edit| [ﬂext screen] IErevacreen] Goto

| companyH | oaimsizoa7 | Terminai Tooo | ms

1. ThelD of theterminal you are working at appears in the Ref ID field. To
work with comments for only the default reference ID, press Enter. To work
with comments for a different reference ID, enter that ID. To work with all
comments, clear this field and press Enter.

2. Enter the date of the most recent comment you want to work with inthe End
Date field, or press Enter to work with all comments.

The comments are arranged by date—the most recent date first—then by
reference ID.

3. Usethe commands to work with the comments on the screen:

* PressR to return to the Ref ID field to enter a new reference ID.
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e PressD to return to the End Date field and enter a new end date by
which to sort comments.

¢ Press A to add a new comment. The Append Comment screen appears.
¢ PressE to edit a selected comment. The Edit Comment screen appears.

e PressN to save your changes and move to the next screen you selected.
If you did not select another screen, the Employee selection screen

appears.

¢ PressP to save your changes and return to the previous screen.

Append/Edit Comment Screen

The Append Comment screen appears when you add a new comment. The Edit
Comment screen appears when you edit an existing comment. Other than the
title, these screens are identical.

nAppend Comment [ =@ =
Commands Edit Modes QOther Help
2>z memn|[*9 |00
Date 09/20/2006
Reference 000
Comment Linda's proposal helped win multi-million dollar contract.

1. If youareworking with anew comment, the system date appears; otherwise,
the date of the last comment you worked with appears. Accept the default
date, or enter a different date.

2. Thecurrent terminal ID appearsin the Reference field. Edit this reference,
if necessary.

3. Enter or edit the comment, then press Enter to save the comment record.
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User-Defined Fields Screen

If you elected to add or change user-defined field information, the User-Defined

Fields screen appears.
X User-Defined Fields == =
Commands Edit Modes QOther Help
%T"E§|E\|-|?@|‘Q‘Q [ oK | Abandon
Employee ID BOUD01 Bourne, Linda C
Elig for COLA? Ei
Last COLA 01/28/2000 (=)
Training Done? v
Orientation Fl
Diversity E
Caonflict Mgt E
Citizenship us
Visa Exp Date |@

| company H [ 0amsmoo7 | Terminai Toon | ms

Enter the appropriate information for each user-defined field you set up using the
Resource Manager User-Defined Fields Setup function. See the Resource
Manager User’s Guide for more information on setting up user-defined fields.

When you save the entries using the Proceed (OK) command, the next screen

you selected appears. If you did not select another screen, the Employee selection
Screen appears.
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Documents Screen

Payroll

If you elected to add or edit empl oyee documents, the Documents screen appears.
Use the screen to attach documents to the employee record.

Note: You must set up file types in Resource Manager before you can attach a
document to a master file record. Refer to the Resource Manager guide for more
information.

n Documents [E=B[EcE <"

Commands Edit Modes Other Scroll Commands Help
2xcz|ne|mu|ze|0e o

Emplay=e ID BOUODO1 Bourne, Linda C

Document Name

PASAMPLE DOC (Sample word processing document)
PASAMPLE XLS (Sample spreadsheet document)

DD

Qe

LineNa( 001 of 002 )

Enter = edit ] [ Append ] [ View ] [ Open document ] [Next screen ] [ Prev Screen ] Goto

| companyH | oamszoar | Terminai Tooo | ms

Use the commands to work with employee documents:

¢ PressEnter to edit the selected document. The Edit Documents screen
appears.

¢ Press A to attach a document to the employee record.
¢ PressV toview file information about the attached document.

e Press O to launch the appropriate application and open the document.
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If you have problems opening a document, press Enter to change the
direction of the slashes used in the attachment’s directory path. If the
directory path contains backward slashes (\), change them to forward slashes
(/) and vice versa.

¢ PressP to save your changes and return to the previous screen.

¢ Press G to go to a specific document line item. This command is available
only when thereis more than one screen of documents.

Use the Exit (F7) command to save your changes and return to the File
Maintenance menu.

Append/Edit Documents Screen

The Append Documents screen appears when you press A to attach a document
to the employee record. The Edit Documents screen appears when you edit an
existing document line. Other than the name, these screens are identical.

ﬂAppand Documents o ® ==
Commands Edit Modes Other Help
sP:x't§|@.|ﬂ@|?@|@\'d ok J[Apandon

Document BournelD.jpg

Path L:\Employees\Documents\

Description Copy of Linda Baurne's ID for company records.

Enter the document file name and extension, the full file path followed by a
terminating slash ( /), and a description of the file you want to attach to the
master file record.

You can use the Documents directory (as specified in the Resource M anager
Directories function) to simplify entering document information. To use this
directory, make sure all users have accessto the Documents directory, then store
document attachmentsin that directory. When you enter document informationin
the Append Documents screen, enter (DOC) in the Path field (remember to
include the parenthesis).
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Payroll

When you use this convention with the Open command to open an attachment,

OSAS automatically replaces the (DOC) variable with the appropriate path and
opens the attachment from that directory.

Use the Proceed (OK) command to attach the file and return to the Documents
screen.

10-29






Payroll

Employee History

Use the Employee History function to enter historical information about
employees. The type of information you enter depends on the method you use to
set up initial balances (see page 3-21). After your system is set up, use the
Employee History function to enter values for fields that are not calculated by
the system—Allocated Tips, 100% Use Auto, FICA Tips, and so on.

Because of changes in federal regulations, and to eliminate errors on W2 forms,
OSAS no longer reports the values in the Cost of GTLI, Cost of DCB, 457 Plan,
and Non-457 Plan fields on the Employee Miscellaneous History screen on W2s.
While these fields remain on the screen, they are no longer used in any
processing. I nstead, Open Systems recommends using earning and deduction
codes to process and track these values during payroll runs.

Do not use this function to change earnings or withholding information. Instead,
use the Manual Checks function (see page 6-9) to enter adjustments so that you
have an audit trail of the changes.

If you use the Enhanced Payroll Tax Reports function (page 9-3) to create
tax forms, use the Check History Only (page 3-21) or Transaction,
Employee, and Check History (page 3-22) method to enter initial balances
and to create the history needed for valid reports before you create tax forms.

Remember that if you manually change any of the values using this function
instead of entering and posting manual checks, employee history will not
match check history. Since OSAS uses a combination of employee history
and check history to generate tax reportsin the Enhanced Payroll Tax
Reports function, you must check all values carefully if you make manual
changes to make sure that the report’s values are correct. See “Notes’ on
page D-15 for more information.
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Employee History Screen

Select Employee History from the File Maintenance menu. The Employee
History selection screen appears.

2007 Employee History =NECI. X
Commands Edit Modes Other Help
ﬁXE§|l§|ﬂ@|?@|@@ OK Abandon
Employee ID BOUOD h)
Last Name Bourne
First Name Linda
Middle Initial C

Do you want to see:

Employee Miscellansous History

Employee Eamings History

Employee Deductions Histary

Employee Federal Tax History

Employee State Tax Histary

Employee Local Tax Histary

| CompanyH [ 11282007 | Terminal OO0 | OVR

Inquiry | 1. Enter the employee ID for whom you want to view and edit history. Use the
Maint | Inquiry (F2) or Maintenance (F6) commands to select the employee from a

list or edit employee information.

2. Sdlect the check box (or enter Y in text mode) next to the type of employee
history you want to view or edit; clear the box (or enter N in text mode) if
you do not want to view the screen for that type of employee history.

3. UsetheProceed (OK) command to go to the first screen selected. Use the
Exit (F7) command to return to the File Maintenance menu.
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Employee Miscellaneous History Screen

Use the Employee Miscellaneous History screen to enter and maintain various
payroll information. You can enter and edit information for three months at a
time, and view monthly, quarterly, and year-to-date totals.

The Employee Miscellaneous History screen has two windows. Month Totals
and Quarter Totals. Month totals can be edited, while quarter totals are for
viewing only. Only the Month Totals screen is shown in the example; the Quarter
Totals screen isvery similar.

Bl 2007 Employee Miscellaneous History =NICHL X"
Commands Edit Modes Other Scroll Commands Help

2x|ne|mn][:e|ee o
Employze ID BOU001 Bourne, Linda C

October November December -QTR 4-- --YTD---
Hours Worked 173.330 000 000 173.330 173.330 || B
‘Weeks Worked 13.00 .00 .00 13.00 13.00 E]
Wks Under Limit 00 00 00 00 00/ |[4]
Paid/Month Y N N YNN
Allocated Tips .00 .00 .00 .00 .00
100% Use Auto .00 .00 .00 .00 .00
Cost of GTLI .00 .00 .00 .00 .00
Cost of DCB .00 00 .00 .00 .00
457 Plan .00 00 .00 .00 .00
MNon-457 Plan .00 00 .00 .00 .00
FICA Tips .00 00 .00 .00 .00
Adv EIC Payment 00 00 00 00 0|
Uncol OASDI .00 00 .00 00 LS|
Uncol Medicare .00 .00 .00 .00 .00 @

Enter = edit ] I Mext Page ] I Change Quarter I I Quarter totals I Month Totals
| company 1 [ 1128007 | Terminai Toon | ovr

Use the commands to work with the information on the screen:
¢ PressEnter to edit aline item. See page 10-34 for more information.
e PressN to save your entries and move to the next screen selected.

¢ Press C to change the current quarter.
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¢ PressQ to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date total s side by side.

Editing a Line Item

To edit aline item, select the line in which you want to change information and
press Enter. The Edit Employee Miscellaneous History screen appears and lists
values for the selected line. Make your changes, then use the Proceed (OK)
command to save your changes and return to the Employee Miscellaneous
History screen. Refer to the table below for descriptions of the variouslines.

You must enter amountsin the Allocated Tips, 100% Use Auto, Cost of GTLI,
Cost of DCB, 457 Plan, Non-457 Plan, FICA Tips, Adv EIC Payment, Uncol
OASDI, and Uncol Medicare fields.

The Hours Worked, Weeks Worked, Wks Under Limit, and Paid/Month fields
are updated when you post checks. The quarter totals and year-to-date totals are
updated by the sum of the values you enter for the three months.

Field Description

Hours Worked Enter the total number of hours the employee worked
each month. The precision of these fieldsis defined in
Resource Manager (see the Resource Manager User’s
Manual).

Weeks Worked Enter the number of weeks the employee worked inthe
month.

Hourly employees are credited for the full number of
weeksin the normal pay period (for example, 1 week
for weekly pay periods or 2 weeks for biweekly pay
periods) for any pay period they report regular, sick, or
vacation time. The system calculates this number by
dividing 52 by the number of pay periodsin ayear
(with amaximum of 13 weeks in a quarter).

Sd aried employees are credited for the number of
weeks in the pay period for which a check is cut.

Payroll
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Field

Wks Under Limit

Paid/Month

Allocated Tips

100% Use Auto

Cost of GTLI

Cost of DCB

Description

Enter the number of weeks the employee received
credit for working but was under the state’s minimum
number of hours for each month.

When you set up theinformation for each state
withholding, you entered the minimum number of
hours an employee must work to qualify for one week
of work. The Weeks Worked fields track the number
of weeks the employee was credited for working.

For each month, select the box (or enter Y in text
mode) if the employee received a paycheck, or clear
the box (or N in text mode) if the employee did not
receive a paycheck.

Additional tips are allocated to an employee when
reported tips are less than a fixed percentage of house
sales. Thistip allocation is required by the government
to encourage accurate tip reporting.

Enter the dollar amount of tips allocated to the
employee.

If the employee drives a company automobile for
personal and business use, enter the monetary value of
the use of the automobile each month. (The valuein
thisfield is added to W-2sin the appropriate box. Use
the federal tax publication Circular E, Employer’s Tax
Guidefor guidelines.)

Not used in OSAS processing. To track Cost of GLTI
amounts and report them on W2s, set up earning codes
and enter them into the GTLIxxx table.

Not used in OSAS processing. To track Cost of DCB
amounts and report them on W2s, set up earning and
deduction codes and enter them into the DCBxxx table.
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Field

457 Plan

Non-457 Plan

FICA Tips

Adv EIC Payment

Uncol OASDI

Uncol Medicare

Description

Not used in OSAS processing. To track nonqualifying
457 plan amounts and report them on W2s, set up
earning codes and enter them into the 457xxx table.

Not used in OSAS processing. To track nonqualifying
non-457 plan amounts and report them on W2s, set up
earning codes and enter them into the 457xxx table.

Enter earnings that were subject to FICA withholding.

Enter the amount the employee received in advance
EIC payments each month.

Uncollected OASDI isthe OASDI withholdings that
were not collected from an employee. For example, if
an employeereceivestips and the OASDI contribution
on those tips would reduce the employee’s pay to a
negative value, OASDI iswithheld from the check
only until the amount is zero. The remainder is stored
in these fields. The next time you calculate and print
checks, the amount of uncollected OASDI is deducted
from the employee’s check.

Enter the OASDI withholdings that were not collected
from the employee each month.

Uncollected Medicare is the M edicare withholdings
that were not collected from an employee. For
example, if an employee receivestips and the
Medicare contribution on those tips would reduce the
employee’s pay to anegative value, Medicare is
withheld from the check only until the amount is zero.
The remainder is stored in these fields. The next time
you calculate checks, the uncollected Medicare
amount is deducted from the employee’s check.

Enter the Medicare withhol dings that were not
collected from the employee each quarter.
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Employee Earnings History Screen

Payroll

Use the Employee Earnings History screen to add or edit earnings information
for your employees. The Employee Earnings History screen has two screens:
Month Totals and Quarter Totals. Month totals can be edited, while quarter
totals are view-only. Only the Month Totals screen is shown bel ow; the Quarter
Totals screen is similar. Earnings information is updated when you post checks.

ﬂ 2007 Employee Earnings History | (5] |
Commands Edit Modes Other Scroll Commands Help
IR LILEIEEAEY oK
Employze (D BOUDO1 Bourne, Linda C
Earning Hours
Code October Movember December -QTR 4-- —-YTD— @
P01 000 000 000 000 .o00 [NEY
P03 000 .000 .000 000 .000 B
REG 000 .000 .000 000 .000 B
SIC 000 .000 .000 000 .000 @
VAC 8.500 .000 .000 8.500 8.500 @
Earning Amounts
Code October November December QTR 4- -—-YTD- | =
PO1 750.00 .00 .00 750.00 750.00 | =
P03 133.82 .00 .00 133.82 133.82 | |~
REG 29738.00 .00 .00 29738.00 29738.00 |~
SIC .00 .00 .00 .00 00|z
VAC 262.00 .00 .00 262.00 262.00 | (=
Gross Pay 30883.82 00 .00 30883.82 30883.82
Net Pay 18271.94 00 .00 18271.94 18271.94
Switch to Amounts ] [ Enter=edit ] [ Append ” Next page I I Previous page I
Goto [Iﬂlal gross and net pay] [ Change quarter ” Quarter Totals ] Month Totals
| companyn | 11280007 | Terminai Toon | ovr

Use the commands to work with the information on the screen:

sections of the screen.

*  PressEnter to edit alineitem.

¢ PressA to add alineitem.

Press S to switch between the Earning Hours and Earning Amounts

Lineitemsin both the Earning Hours and Earning Amounts sections are

identified by earning codes, which are set up in the Earning Codes function

(see page 11-9).
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When you add or edit earning hours information, you can enter hours for
three months. Thefield masksinthe Earning Hours section of the screen are
user-defined; for more information, see the Resource Manager User’s
Manual.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to save your entries and move to the next selected screen.

Press P to save your entries and return to the previous screen.

Press G to go to a specific line, then enter the earning code or use the Inquiry
(F2) command to select the earning code. This command is available only
when there is more than one page of item.

Press T to edit gross and net pay.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Deductions History Screen

Payroll

Use the Employee Deductions History screen to add or edit deductions
information for your employees. The Employee Deductions History screen has
two windows. Month Totals and Quarter Totals. Month totals can be edited,
while quarter totals are for viewing only. Only the Month Totals screen is shown
in the example; the Quarter Totals screen is similar.

The deduction amounts listed on both the monthly and quarterly screens are
updated when you post checks.

u 2007 Employee Deductions History =RECL X
Commands Edit Modes Other Scroll Commands Help
2xnm|ne|mn][re|0e o
Employse D BOU0O1 Bourne, Linda C
Code State October Movember December —-QTR 4- —YTD-
001 42.24 .00 .00 42.24 42.24 @
002 14.08 .00 .00 14.08 14.08 @
003 308.34 .00 .00 308.84 308.34 B
004 200.00 .00 .00 200.00 200.00
006 MN 1389.77 .00 .00 1389.77 1389.77
010 MN 525.00 .00 .00 525.00 525.00
Enter=edit ] I Append I [ Mext pags ] [ Previous page I
Goto [ Change quarter ] [ Quarter Totals ] Month Totals
| CompanyH [ 117282007 | Terminai Tooo | ovR

Use the commands to work with the information on the screen:
*  PressEnter to edit alineitem.
* PressA toadd alineitem.

Lineitems are identified by deductions codes, which are set up in the
Deductions function (see page 11-17).
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When you add or edit monthly deduction information, you can enter
amounts for three months for each deduction. Each field’'smask is
user-defined.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

If the deduction code is excluded from state withholdings (deferred
compensation), you must enter the state code. If you leave the State field
empty, the system assumes that the withholding is for federal deferred
compensation.

Press N to save your entries and move to the next screen you selected.

Press P to save your changes and return to the previous screen.

Press G to go to a specific line item, then enter the deduction code or use the
Inquiry (F2) command to select acode. This command is available only
when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Federal Tax History Screen

Payroll

Use the Employee Federal Tax History screen to add or edit federal tax earnings
and tax amount information for your employees. The Employee Federal Tax
History screen has two windows. Month Totals and Quarter Totals. Month totals
can be edited, while quarter totals are for viewing only. Only the Month Totals

screen is shown in the example; the Quarter Totals screen is similar.

The federal earnings and tax amounts are updated when you post checks.

X 2007 Employes Federal Tax History =NECHL X

Commands Edit Modes Other Scroll Commands Help
2xcz me|lmn[?2o|0e oK
Employze (D BOUDO1 Bourne, Linda C

Earnings
Code October November December --QTR 4-- —YTD--
EME 30883.92 .00 .00 30883.92 30883.82 E]
EOA 30883.82 .00 .00 30883.82 30883.82 @
FUT 28969.05 .00 .00 28969.05 28969.05 E]
FWH 28969.05 .00 .00 28969.05 28969.05 B
MED 30883.82 .00 .00 30883.82 30883.82 E]
0AS 30883.82 .00 .00 30883.82 30883.82 @
Tax Amounts
Code October November December -QTR 4-- —YTD--
EME 447.82 .00 .00 447.82 447.82 || =
EOA 1914.80 .00 .00 1914.80 1914.80| [ =
FUT 434.00 .00 .00 434.00 434.00 || ~
FWH 5624.45 .00 .00 5624.45 962445 | ||+
MED 447.82 .00 .00 447.82 4782 || =
0AS 1914.80 .00 .00 1914.80 1914.80| | =
Switch to Tax Amounts ” Enter=edit ] [ Append ] [ Next page ” Previous page I
Goto [ Change quarter ] [ Quarter Totals ] Month Totals
| companyH | 11282007 | Terminal TooD |OVR

Use the commands to work with the information on the screen:

¢ Press S to switch between the Earnings and Tax Amounts sections of the

screen.

¢  PressEnter to edit alineitem.

e PressA to add aline item.
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Lineitemsin both the Earnings and Tax Amount sections are identified by
federal tax authority codes, which are set up in the Tax Authority Setup
function (see page 11-5).

When you add or edit earnings information, you can enter amounts for three
months. Your changes are saved and take effect immediately.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to move to the next screen you selected.

Press P to return to the previous screen.

Press G to go to a specific lineitem, then enter the federal tax authority code
or use the Inquiry (F2) command to select the code. This command is
available only when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.

Payroll
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Employee State Tax History Screen

Payroll

Use the Employee State Tax History screen to add or edit state tax earnings and
contributions information for your employees. The Employee State Tax History
screen has two screens:. Month Totals and Quarter Totals. M onth totals can be
edited, while quarter totals are for viewing only. Only the Month Totals screen is

shown in the example; the Quarter Totals screen is similar.

The state earnings and tax amounts are updated when you post checks.

[E} 2007 Employee State Tax History =NICHL X
Commands Edit Modes Other Scroll Commands Help
2xuz|ne|mn][-e|/0e oK
Employee ID BOU0D01 Bourne, Linda C
Earnings
State Code October November December QTR 4- —YTD--
MN Sul 28969.05 .00 .00 28969.05 28969.05 @
MN SWH 28969.05 .00 .00 28969.05 28969.05 E]
Tax Amounts
State Code Cctober November December QTR 4 —YTD--
MN Sul 459.20 .00 00 459.20 459.20|| =
MN SWH 2043.61 .00 00 2043.61 204361|| =
-
-
-
=
Switch to Tax Amounts ” Enter=edit ] [ Append ] [ Next page ” Previous page I
Goto [ Change quarter ] [ Quarter Totals ] Month Totals
| companyH | 11282007 | Terminal ToOD |OVR

Use the commands to work with the information on the screen:

¢ Press S to switch between the Earnings and Tax Amounts sections of the

screen.
¢ PressEnter to edit alineitem.

¢ PressA to add aline item.
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Lineitemsin both the Earnings and Tax Amount portions of the screen are
identified by state and state tax authority codes. State tax authority codes are
set up in the Tax Authority Setup function.

When you add or edit earnings information, you can enter amounts for three
months; each field's mask is user-defined. When you add or edit tax amount
information, you can enter amounts for three months; each field’s mask is
user-defined.

Once you enter a state line, you cannot change the state code that
withholding isfor. If you need to enter a different state, press A.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

¢ PressN to move to the next screen you selected.

e PressP toreturn to the previous screen.

¢ PressG to goto aspecific line item, then enter the state tax authority code or
usethelnquiry (F2) command to select the code. This command is available
only when thereis more than one screen of items.

e Press C to change the current quarter.

¢ PressQ to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.
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Employee Local Tax History Screen

Payroll

Use the Employee Loca Tax History screen to add or edit local tax earnings and
contributions information for your employees. The Employee Local Tax History
screen has two windows: Month Totals and Quarter Totals. Month totals can be

edited, while quarter totals are for viewing only. Only the Month Totals screen is

shown in the example; the Quarter Totals screen is similar.

The local earnings and tax amounts are updated when you post checks.

[} 2007 Employee Local Tax History = il=)

Commands Edit Modes Other Scroll Commands Help

2xuz|ne|mn][-e|/0e oK
Employee ID BOU0D01 Bourne, Linda C
Eamings

State Lo Code October November December QTR 4- —-YTD--
B
()
&)
(=

Tax Amounts

State Lo Code Cctober November December QTR 4 -—-YTD-—
=
H
-
-
b4
g

Switch to Tax Amounts ” Enter=edit ] [ Append ] [ Next page ” Erevious page I
Goto [ Change quarter H Quarter Totals ] Month Totals

| companyH | 11282007 | Terminal ToOD |OVR

Use the commands to work with the information on the screen:

¢ PressTab to switch between the Earnings and Tax Amounts sections of the

screen.

¢ PressEnter to edit alineitem.

* PressA toadd alineitem.
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Lineitemsin both the Earnings and Tax Amount portions of the screen are
identified by state, locality, and local tax authority codes. Local tax authority
codes are set up in the Tax Authority Setup function.

When you add or edit earnings information, you can enter amounts for three
months; each field’s mask is user-defined.

The quarter totals and year-to-date totals are updated by the sum of the
values you enter for the three months.

Press N to move to the next screen you selected.

Press P to return to the previous screen.

Press G to go to a specific lineitem, then enter the state tax authority code or
usethe Inquiry (F2) command to select the code. This command is available
only when there is more than one screen of items.

Press C to change the current quarter.

Press Q to view quarter and year-to-date totals side by side. On the Quarter
Totals screen, press M to view month and quarter-to-date totals side by side.

Employee History Audit Log

10-46

The preferred way to change afield on a history screen isto enter a payroll
transaction or amanual check, and then post the item. If you manually change a
history field and then exit from the screen, the following message appears.

An Employee Maintenance Audit Log exists. You must print it or send itto a
file before you leave this function.

Select the output device.After the log is produced, the File Maintenance menu
appears.

Payroll
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Audit Log

08/09/2007 Euilders Supply Page 1
10:17 AM Euployee History - Audit Log

Employes BOUOOL

October Weeks Worked was changed from 4.34 to Z.34

End of Report
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Leave Adjustments

Usethe Leave Adjustments function to make positive and negative adjustments
to an employee’s sick and vacation pay. Any changes you make here will update
the PAHVxxx (Payroll Leave Adjustment History) file.

Leave Adjustments screen

Select Leave Adjustments from the File Maintenance menu. The Leave
Adjustments screen appears.

I 2007 Leave Adjustments 2| E i
Commands Edit Modes Other Help

'}?XE‘E‘H@‘?@‘@@ 0K Abandon

Employee ID BOUOO1 h)

Last Name Bourne

First Name Linda

Middle Initial C

Leave Type Vacation -

Description

Date 112802007 ()

Earning Cods VAC @

Adjustment -45.000

Remaining Leave
Wacation  119.500 Sick 96.000
| companyH | 11282007 | Terminal TOOD | OVR
Inquiry | 1. Enter the ID of the employee. The employee’s name appears.

2. Enter the leave type you want to adjust: Sick or Vacation.
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Inquiry |

10-50

Enter adescription for the adjustment. For example, you may want a reason
for the adjustment in the file.

Enter the date you make the adjustment.
Enter an earning code with an earning type of V for vacation or S for sick.

Enter the amount of the adjustment, using a plus (+)sign to add hoursand a
minus (-) sign to subtract hours.

Usethe Proceed (OK) command to save your changes. The cursor returnsto
the Earning Code field.

Use the arrow keys to move to the Leave Type field to enter another
adjustment for the employee, use the Abandon (F5) command to enter an
adjustment for a new employee, or use the Exit (F7) command to return to
the File Maintenance menu.

Payroll
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F

E Usethe Direct Deposit function to set up and maintain direct deposit information
Bl for employees who want their net pay to be directly deposited into their bank
accounts. Thisfunction isavailable only if you have Direct Deposit installed.

Direct Deposit Screen

Select Direct Deposit from the File Maintenance menu. The Direct Deposit
screen appears.

[ 2007 Direct Deposit | E
Commands Edit Modes Other Help
2xzne@mn[2e|0e ok ][ Apandon |
Employes ID BOUDO (8]
Last Name Bourne
First Name Linda
Middle Initial [
Direct Deposit Employee Split by Amount =)
Type Prenote In Account Number Routing Code Amount/Percent
Checking h KCOCOO0GOGEI34 000133333 180.25
Savings | XU XEETE 000133333 200.00
Paycheck =~ ] 95993.93
=) ] 00
3 ] 00
| E 00
Total 100350.24
| companyH | 11282007 | Terminal TOOD |OVR

Inquiry | 1. Select the employee ID whose direct deposit information you want to add or
edit.
Payroll
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If you want to set up the employee for direct deposit transactions, select the
Direct Deposit Employee box (or enter Y in text mode); if not, clear the box
(or enter N in text mode).

In the Split By field, enter A if the employee's net pay isto be divided by
monetary amounts. Enter P if the employee’s net pay isto be divided by
percentages.

Enter C if the account type is a checking account, S if the account typeisa
savings account, or P if the account type is a paycheck (for example, if any
remaining funds are to be paid by check).

If the bank has notified you that the prenctification file was successfully
received for the employee, select the Prenote In box (or enter Y in text
mode) to indicate that the employee’srecord is ready for direct deposit
transactions.

If the bank has not notified you about a successful prenotification file
transfer or if you have not yet sent the file for the employee, clear the box (or
enter N in text mode) to indicate that live vouchers should not be created for
the employee.

Enter the employee’s bank account number. You can enter up to six accounts
for each employee.

Enter the employee’s bank routing code.

If you change either of the above two fieldsin an existing direct deposit
record, the Prenote In field is cleared (or changesto No). A new
prenctification file must be processed before direct deposit transactions can
be processed for the employee.

If the employee’s direct deposit transaction is divided by amount, enter the

net amount of the employee’s pay that is directly deposited into each of the

specified bank accounts. If any net pay remains after distribution, the system
applies the remainder to the last authorized account.

Payroll
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If the employee wants a fixed amount deposited and a balance remains (as a
result of working overtime, for example), enter 9999999.99 in the Amount/
Percent field on the Paycheck line. The system then generates a check for
the employee for the deposit not directly deposited.

If the employee’s direct deposit transaction is divided by percentages, enter
the percentage of the employee’s pay that is directly deposited into each of
the specified bank accounts. The sum of the percentages you enter must
equal 100.

Usethe Proceed (OK) command to save your changes. The cursor returnsto
the Employee ID field. Enter anew employee ID for which to edit or add a
direct deposit record or use the Exit (F7) command to return to the File
Maintenance menu.
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Departments

Use the Departments function to add department and division records during
installation and when new departments are created, change descriptive data about
departments and divisionsthat arein the file, track pieces and hours worked, and
delete department and division records you no longer use. Department
information is stored in the PADPxxx (Department) file.

Along with transactions, manual or calculated checks also affect department
records. Do not use the Departments function to change the dollar amountsin a
department record. Instead, use the Payroll Transactions function or the Manual
Checks function to make adjustments so that you have an audit trail of the
changes.

Department Records

Divisions

Payroll

Department records store expenses posted from time tickets, salaries, vacation
and sick pay, FICA expense, SUI and FUTA accruas and other pay. Department
records also store employer withholdings and deductions calculated by the
system. This information updates expense accounts in General Ledger when you
run the Post Expense to GL function (see page 9-15).

Time tickets update the department in which the employee worked. Employer
withholdings and deductions are updated in either the home department or the
department in which the employee worked, depending on which option you
selected in the Resource Manager Options and Interfaces function.

Divisions are used to group some departments together for the purpose of
analysis and reporting. For example, division records summarize groups of
departments in the Department Report (see page 9-13).
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Departments

If you use divisions, each department ID must begin with the two-character
division ID. For example, if the ID of the salesdivisionis SA, departmentsin the
sales division could be identified as SA001 or SACITY.

Departments Screen

_ Inquiry

10-56

Select Departments from the File Maintenance menu. The Departments screen

appears.
X 2007 Departments =1L
Commands Edit Modes Other Scroll Commands Help
R ILEIEA Y o
Department 1D 100 h)
Name WAREHOUSE
GL Account GL Period Quarter Year
[ 50,000 000 542 750 B3]
Pieces 0 0 0 @
Overtime Pay 520000 134.25 00 218.15 E]
Bonus 520000 00 00 447 50
Travel Exp 520000 00 00 00
Cash Value 520000 00 00 00
Commissions 520000 00 00 00
Rpt Tips 520000 00 00 00
Regular Pay 520000 358.00 00 4786.02
Salaried Wage 520000 00 00 00
Sick Pay 520000 00 00 00
Vacation Pay 520000 00 00 00
Emplyr Medicare 520000 13.37 13.37 13.37 E]
Emplyr CASDI 520000 57.15 57.15 57.15 @
Unemp Ins 520000 57.15 57.15 57.15 E]
Entry { 001 of 016 )
Append Department ID ] [ Goto ] I Header ]
| company 1 [ 1128007 | Terminai Toon | ovr

Enter the ID of the department or division whose record you want to add or
change. If you use divisions, each department ID must begin with the
two-character division ID.

To delete a department or division record, enter the department 1D and then
use the Delete (F3) command. You cannot delete department records that
have amountsinthe GL Period column. An error message appearsif you try
to delete a department record that has balances.

Payroll
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Inquiry |

Payroll

4.

The Copy From field appearsif you enter anew department ID. Enter the D
of the department or division record you want to copy, or press Enter to skip
thisfield.

Enter or edit the department or division name.
If you enter anew division name, approve the entry, then enter the ID of
another department or division to work with or use the Exit (F7) command to

exit to the File Maintenance menu.

Use the Proceed (OK) command to move to scroll region on the screen.

Scroll Region

General Ledger period-to-date ba ances are amounts accumul ated since the last
time you posted expenses to General Ledger. Quarter-to-date and year-to-date
bal ances are amounts accumulated since the last time you completed quarter-end
and year-end maintenance.

The mask for thesefields is defined in Resource Manager; for more information,
see the Resource Manager User’s Manual.

The GL Period, Quarter, and Year fields accumulate numbers posted to the
department from time tickets.

Use the commands to work with the information on the screen:

Press Enter to edit alineitem. See “Editing aLine Item” on page 10-58 for
more information.

Press A to add aline item. See “ Appending a Line Item” on page 10-58 for
more information.

Press G to go to a specific line item, then enter the line item number or use
the Inquiry (F2) command to select the line item number. This command is
available only when there is more than one screen of line items.

Press D to move the cursor to the Department ID field to select a new
department or division.
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Press H to move the cursor to the Name field to edit the department or
division name.

Editing a Line Item

When you press Enter on the command bar to edit aline item, the Edit
Departments screen appears.

Inquiry | 1.

Maint |

Edit the account number associated with this line item. The Maintenance
(F6) and Inquiry (F2) commands are available if Payroll interfaces with
General Ledger.

Edit the amount accumulated since you posted expenses to General Ledger
in the GL Period field.

Edit the quarter-to-date amount for the line item in the Quarter field.
Edit the year-to-date amount for the line item in the Year field.
Usethe Abandon (F5) command to return to the Department ID field or the

Exit (F7) command to return to the File Maintenance menu. Your changes
are saved as you enter them.

Appending a Line Item

The Append Department Entries screen appears when you press A to add a
department entry.

“ Append Department Entries (== =
Commands Edit Modes Other Help

'}?‘3‘(E|E|-|?@|@@ oK Abandon

Type Withholding -
Withhalding Type Federal -

State Code N/A

Local Code N/A

Code EME [3]

GL Account @
GL Period .00

Quarter .00
Year .00
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Inquiry |

Inquiry |

Inquiry |

Inquiry |
Maint |

Payroll

Field

Type

Withholding Type

State Code

Local Code

Code

GL Account

GL Period

Quarter

Year

Description

Enter D if thelineitem isadeduction, E if itisan
earning, or W if it isawithholding.

Thisfield isactive only if you entered W in the Type
field.

Enter F if the withholding typeisfederd, Sif itis
state, or L if itislocal.

Thisfield isactive only if you entered W in the Type
fiedd and S or L inthe Withholding Type field.

Enter the state tax authority ID for the line item.

Thisfield isactive only if you entered W in the Type
field and L in the Withholding Type field.

Enter the local tax authority ID for theline item.

If you entered D in the Type field, enter the deduction
code for the line item.

If you entered E in the Type field, enter the earning
code for the line item.

If you entered W in the Type field, enter the
withholding code for the line item.

Enter the account number for the lineitem. The
Maintenance (F6) and Inquiry (F2) commands are
available if Payroll interfaces with General Ledger.

Enter the amount accumulated since you posted
expenses to General Ledger.

Enter the quarter-to-date amount for the line item.

Enter the year-to-date amount for the line item.

Use the Proceed (OK) command to save your entries and return to the

Departments screen.
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Payroll Information

Usethe Payroll Information function to set up and maintain state unempl oyment
reports, company address information for use in report headers, and degree
descriptions for use in employee personnel information records. Changes you
make here update the PAINxxx (Payroll Information) file.

Payroll Information Screen

Select Payroll Information from the File Maintenance menu. The Payroll
Information screen appears.

H 2007 Payroll Information SHICHL_ X
Commands Edit Modes Other Help
5@'?(E|E|-|?@|QQ 0K Abandon

@ Set Up State Unemployment Reports
~) Company Address
~) Degree Descriptions

Company H | 11/28/2007 Terminal TODD | OVR
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Payroll Information

Select the type of the information you want to work with, then use the Proceed
(OK) command to open the screen for that information type. You can set up or

maintain state unemployment report formats, the company name and address to
use in report headings, or the degree descriptions for use in employee personnel

information records.

Set Up State Unemployment Reports Screen

Use this screen to define and customize Quarterly State Unemployment Reports.

I 2007 Payroll Information S| 5 |t
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ 0K Abandon

State LN Minnesota

SelfAdjusting SUI Manth 1

Print Employees with Zero Earnings?

Round all numbers to nearest dollar?

Sort Report By:
7 Last Mame
@ Social Security Number

Indicate below the order in which you want these fizlds

to appear on your report. To exclude a field, enter 0.
Social Security No 1
MName 2
Total QTD Wages 0
Excess QTD Wages 3
Taxable QTD Wages 4
Weeks Worked 5
Hours Waorked 0

| Company H | 112812007 Terminal TOOO | OVR

Field Description

Inquiry | State

Enter the code for the state tax authority. This codeis

verified against the PACO (Codes) file. You can enter
report formats for as many states as you need.
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Field

Self-Adjusting SUI
Month

Print Employees
with Zero Earnings?

Round All Numbers
to Nearest Dollar

Sort Report By:

Description

State unemployment insurance (SUI) withholdings
are calculated on ayearly basis. Most states that
change the SUI rate during the year require that the
next check run self-adjust for the entire year, based on
the new percentage. Some states require that you
adjust the SUI withholdings only back to the month
that the rate changed.

Enter the number of the month that the change takes
effect. The SUI withholding amount is calcul ated
with the new rate from this month forward, but the
limit is still calculated from the beginning of the year.

If you want to exclude employees with no pay from
the State Unemployment Report, select the box (or
enter Y); if not, clear the box (or enter N).

If youwant all dollar amounts to be rounded to the
nearest dollar, select the box (or enter Y); if not, clear
the box (or enter N).

Select the order in which you want to print the report.
You can organize the report by employee last name or
by employee social security number.

Arranging the Report

The Quarterly State Unemployment Report has seven columns. To indicate the
order of the columns, enter anumber from 1 through 7 in each of thefields. If
you do not want the column to appear in the report, enter 0.

Social Security No
Name
Total QTD Wages

Excess QTD Wages

Employee’s social security number.
Employee’s name.
Total SUI wages paid to the employee for the quarter.

Quarter-to-date wages minus the state’s SUI wage
limit.
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Taxable QTD Wages  Total quarter-to-date SUI wages, up to the SUI limit.

Weeks Worked Number of weeks the employee worked, taken from
the number of quarter-to-date weeks worked in the
PAEHxxx (Employee History) file.

Hours Worked Number of hours the employee worked, taken from
the number of quarter-to-date hours worked in the
PAEHxxx (Employee History) file.

Use the Proceed (OK) command to save your entries. The cursor returns to the
State field. Enter the code for the next state you want to work with, or use the
Exit (F7) command to return to the Payroll Information selection screen.

Company Address Screen

Use this screen to define the company address as it should appear on reports.

I 2007 Payroll Information ERECH L X
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ 0K Abandon
Company Address
Builders Supply
Addr 1 4301 Dean Lakes Blvd
Addr 2
Addr 3
City Shakopes St |mn [8]  Zip 55379

| companyH | 11282007 | Terminai Tooo | ovr

1. Enter the company address as you want it to appear in reports.
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Inquiry | 2.

Enter the city, state, and zip code in which your company is located. The
Inquiry (F2) command is available in the state field.

Use the Proceed (OK) command to save your entries. The Payroll
Information selection screen appears.

Degree Descriptions Screen

Use this screen to set up degree codes and their descriptions for use on the first
Personnel Information screen in the Employees function. Degree codes identify
various educational degrees: a high school diploma, aB.A., and so on.

2007 Payroll Information = | [ ||
Commands Edit Modes Other Help
'}?XE‘E‘H@‘?@‘@@ ok |[ Abandon |

Degree Descriptions

Degree

Description Bachelor of Arts

| companyn | 11280007 | Terminai Toon | ovr

Inquiry | 1.

Payroll

Enter the degree code you want to add, change, or delete.
Enter or edit the degree code’s description.
Use the Proceed (OK) command to save your entries. The cursor returnsto

the Degree field. Enter the next degree you want to work with, or use the
Exit (F7) command to return to the Payroll Information selection screen.
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Recurring Entries

Usethe Recurring Entries function to set up or change recurring time tickets for

an employee.

Note: new recurring entries cannot be added for employees with an inactive
status. Recurring entries that are on file for an employee that becomes inactive

will generate awarning message if edited.

Recurring Entries Screen

Select Recurring Entries from the File Maintenance menu. The function screen

appears.
X 2007 Recurring Entries = | =
Commands Edit Modes Other Scroll Commands [nformation Help
2xuz|ne|mn][-e|0e o
Employee 1D JONOO1 4 Jonchim, Maria K (HOURLY)
Department 501 EXEC. SECRETARIAL
Cutoff Date 11/28/2007 Class SEC Rate 7.5000
Cutoff Run Dept Type Code Hours Rate Amount Pieces
Al 501 Pay REG 40.000 7.500 300.00 a @
Al 501 Ded 10 000 000 25.00 @
Entry (000001 of 000002 )
Enter = edit ” Add Trans ” Employee ][ First ][ Last ” Next ][ Previous ” Totals ]
| CompanyH [ 1126007 | Terminal Tooo [ovR

Payroll
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Inquiry

Maint

10-68

Enter the employee’s ID. The employee's name, department, cutoff date,
class, and pay rate appear.

Use the commands to work with the information on the screen:

Press Enter to edit the current recurring entry. See “ Editing a Recurring
Entry” on page 10-69 for more information.

Press A to add arecurring entry. See “ Adding a Recurring Entry” on
page 10-71 for more information.

Press E to enter arecurring entry for another employee. The cursor
moves to the Employee ID field.

Press F to view recurring entries for the first employee on file.
Press L to view recurring entries for the last employee on file.
Press N to view recurring entries for the next employee on file.
Press P to view recurring entries for the last employee on file.

Press T to view transaction totals for the employee. See “Viewing
Transaction Totals” on page 10-74 for more information.

When you are finished with the recurring entries for this employee, press E
and enter another employee ID for which to add recurring entries, or use the
Exit (F7) command to return to the File Maintenance menu.

Payroll
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Inquiry |
Maint |

Inquiry |

Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

Payroll

Editing a Recurring Entry

When you press Enter on the Recurring Entries screen to edit a recurring entry,
the Edit Recurring Entries window appears.

Edit Recurring Entries

Commands Edit Modes Other Information Help

S@XKE‘@|B|?@|@@ oK. Abandon

Tax Group

Dept

Job

Cost Code
Class

Seq Mo
Mote

Run Code
Earning Code
Hours
Rate
Amount
Pieces

MN (s

501 [a] EXEC.SECRETARIAL
Phase

SEC [E] Secretary
0

Al Cutoff Date @
REG ITI Regular Pay
40.000
7.500
300.00
0

Field

Tax Group

Dept

Job

Phase

Cost Code

Description

Press Enter to accept the current tax group, or enter a
different tax group ID.

Press Enter to accept the current department ID, or
enter adifferent department ID. The department name

appears.

If Payroll interfaces with Job Cost, press Enter to
accept the current job ID, or enter adifferent job ID.

If Payroll interfaces with Job Cost, press Enter to
accept the current phase ID, or enter a different phase
ID.

If Payroll interfaces with Job Cost, press Enter to
accept the current cost code, or enter a different cost
code.
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Recurring Entries

Field

Inquiry | Class
Maint |

Seq No

Note

Run Code

Cutoff Date

Inquiry | Earn Code/
Maint | Deduction

Hours

Rate

Amount

10-70

Description

Press Enter to accept the employee’s current labor
class, or enter adifferent labor class.

If you want to produce multiple paychecks for the
employee, enter the recurring entries for the first
paycheck under sequence number 0. Then enter the
recurring entries for the second paycheck under
sequence number 1, and so on.

Enter a description of the entry.

Press Enter to accept the current run code, or enter a
different run code.

Press Enter to accept the current cutoff date, or enter
adifferent cutoff date.

If you are entering arecurring time ticket, press Enter
to accept the employee's current earning code, or
enter adifferent earning code.

If you are entering a recurring deduction, enter the
deduction code.

Press Enter to accept the current number of hoursthe
employeeworked or that the deduction isbased on, or
enter adifferent number of hours.

If you are entering arecurring time ticket, press Enter
to accept the employee's current pay rate, or enter a
different pay rate.

If you are entering arecurring time ticket, the amount
of the timeticket appears. If you change this figure,
the rate is recal cul ated.

If you are entering a recurring deduction, enter the
amount of the deduction.

Payroll
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Field

Pieces

Description

If you are entering a recurring time ticket and the
employee did piece work, the number of piecesthe
employee produced appears. Press Enter to accept it,
or enter adifferent number.

To save your entries and exit to the Recurring Entries screen, use the Proceed

(OK) command.

Adding a Recurring Entry

The Enter Recurring Entries screen appears when you press A to add arecurring

entry.
Enter Recurring Entries =NICHL X"
Commands Edit Modes Other Information Help
L LR
Employee ID | JONOO1 % | Jonchim, Maria K (HOURLY)
Tax Group WN E]
Run Code 3 Cutoff [@ Dept 501 EXEC. SECRETARIA...
Job Phase Cost Code
Class SEC E] Sequence No 0 Pieces 0| Rate 7.500
Earn Code Naote Hours Rate Amaount
REG Regular Pay 2,000 7.500 15.00
Deduction Mote Hours Amount
Field Description
Inquiry
—— Employee ID Press Enter to accept the current employee ID or
enter adifferent employee ID for the recurring time
ticket.
Inqui
M Tax Group Enter the employee’'s tax group code.

Maint |

Payroll
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Recurring Entries

Inquiry |
Maint |
Inquiry |
Maint |
Inquiry |
Maint |

Inquiry |
Maint |

Inquiry |
Maint |

10-72

Field

Run Code

Cutoff

Dept

Job

Phase

Cost Code

Class

Sequence No

Pieces

Salary/Rate

Earn Code

Note

Description

Enter the run code for the recurring time ticket. The
system uses this field to determine which groups of
recurring entries to copy when you use the Copy
Recurring Entries function. You can set up run codes
for groups of employees for whom you want to copy
recurring time tickets, such as seasonal or part-time
employees.

Enter the cutoff date for the recurring time ticket.
This date determines which time tickets are copied
when you use the Copy Recurring Entries function.

Enter the employee's department ID.

If Payroll interfaces with Job Cost, enter the job ID.

If Payroll interfaces with Job Cost, enter the phase
ID.

If Payroll interfaces with Job Cost, enter the cost
code.

Enter the employee’s labor class code.

If you want to produce multiple paychecks for the
employee, enter recurring entries for the first
paycheck under sequence number 0. Then enter
recurring entries for the second paycheck under
sequence number 1, and so on.

Enter the number of pieces produced, if applicable.

The current information appears. You can change
hourly employee’s salary and rate, but not salaried
employees.

Enter the employee’s earning code.

Enter the description of the current earning code.

Payroll
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Inquiry |
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Field
Hours

Rate

Amount

Deduction
Note

Hours

Amount

Description

Enter the number of hours the employee worked.

If the employeeis hourly, enter the pay rate. If the
employee is salaried, accept the current rate.

Enter the amount paid for the time ticket. If you
change the calculated amount, the rate is recal cul ated.

Enter the code for the deduction.
If you want, enter a note about the deduction.

Enter the number of hours associated with the
deduction.

Enter the amount to be deducted.

Save your changes and enter anew recurring entry or use the Exit (F7) command.
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Recurring Entries

Viewing Transaction Totals

The Employee Transaction Totals screen appears when you press T on the

Recurring Entries screen.

HEmponea Recurring Entry Totals =HICHL X"
Commands Edit Modes Other Scroll Commands Information Help
» K = ‘ 2 ‘ EH B ‘ ? @ ‘ aa oK Abandon
Employee ID JONOD1 Jonchim, Maria K
------- HOUR®S--=-=-=-- -« - -« - - -PAY - - - - -
Code Posted Unposted Tatal Posted Unposted Tatal

Total

000

Press Enter to continue

40.000 40.000

Deductions
Rpt Tips
Pieces

300.00

25.00
.00
0

300.00

25.00
.00

The posted, unposted, and total hours and pay appear for each earning code
assigned to the employee. If there are more earning codes than fit on one screen,

you can scroll up and down to view additional earning codes.

Deductions, reported tips, and pieces appear at the bottom of the screen.

When you finish viewing employee transaction totals, press any key to return to
the Recurring Entries screen.
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Tables

Use the Tables function to set up and maintain the Payroll system tables. Tables
store information about the system, data, options, and default settings for other
applications. The following tables are related to Payroll:

e A457xxx

¢ ADJIMNxxx
¢ DCBxxx

¢ FREQxxx

¢ GLDEPxxx
e GLPAYXxx

e GTLIxxx

¢ MAXVSxxx
e PACTLxxx

e SICcexxx

e TCALCxxx
¢ USRDDxxx
¢ USRDFxxx

¢ VACcexxx

For information about each of these tables, see their individual descriptionsin
this section.

If you're having alignment problems with W2 forms that you print four per page
to adirect printer, use this function to add and set up the LASERW2 table. This
table fine-tunes form alignment for direct printers. See page 10-93 for more
information.

For information about shareable and unshared tables, see page 3-11.
Note: The OPTxxx and OP2xxx (Options) tables store options and interfaces

settings. Maintain the information stored in these tables through Payroll and
Resource Manager system functions, not through the table itself.
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Tables Screen

Select Tables from the File Maintenance menu. A blank tables screen appears.

B 2007 ODTB | B i
Commands Edit Modes Other Help
'}@XKE‘E|B@|?@ Q@ OK Abandon
Table ID E Description
Number of Cols 0 Column Length 0 Type
| companyH | 117282007 | Terminai Tooo |ovm
Inquiry | 1. Toadd or change atable, enter the Table ID. To set up a company-specific

table, enter the table ID plus the one-character to three-character company
ID. To set up aterminal-specific table, enter the table ID plus the four-
character terminal 1D. To delete the table, use the Delete (F3) command.

Inquiry | 2. If you entered a new table ID, the Copy From field appears. To copy a
company-specific or terminal-specific table, enter the table ID plus the
company ID and termina ID.
A set of tables comes with the sample company, Builders Supply. You can
copy the sampletables for acompany and then change the appropriate fields.
To copy a sample table, enter the table ID.

3. PressEnter to accept the current table Description or enter a different one.
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The number of columns, the length of the columns, and the type of characters
you can enter—al phanumeric (A), numeric with two decimal places (N), numeric
with three decimal places (3), or numeric with four decimal places (4)—appear.

457xxx Table

Payroll

If your company distributes any amounts from 457 or non-457 plansto
employees, you must report the amounts distributed on W2s. Previoudly, you
entered these amounts on the Employee Miscellaneous History screen in the
Employee History function.

Dueto changesin federal regulations, OSAS no longer reports those amounts on
W2s. Instead, Open Systems strongly recommends that you set up earning codes
to track any 457 and non-457 amounts as part of payroll processing.

EA 2007 DDTB | B i
Commands Edit Modes Other Help
» K t§|%|ﬂ B | T €& (@@ OK Abandon

Table ID 457 b Description 457 and Mon-457 Codes
Number of Cols 12 Column Length 3 Type A -

Earning Codes Non-457 Earning Codes

457 45n

| company 1 [ 1128007 | Terminai Tooo | ovr

After setting up earning codes, use the Tables function to enter the 457 and
non-457 plan codes you set up into the 457xxx table under the appropriate
heading. OSAS uses this table to determine which amounts are 457 or non-457
plan amounts and report them on W2s correctly.
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ADJMNxxx Table

The ADIJMNxxx table stores the earning code that is used when adjusting an
employee’s pay to meet federal minimum wage standards.

2007 DDTB S|
Commands Edit Modes Other Help
> K = | i | @ & | T €& (@@ OK Abandon
Table ID ADJMN LY Description Adjust to Minimum Wage Earmning Code
Number of Cols 1 Column Length 12 Type | =

Adjust Code

| companyH | 1172872007 | Terminai Tooo [ ove

When you enter the Table 1D, the rest of the ADIJMNxxx table appears.

Enter the earning code that will be used to adjust an employee’s pay to meet
federal minimum wage standards.
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DCBxxx Table

Due to changesin federal regulations, OSAS does not reports the Cost of DCB
amount you entered on the Employee Miscellaneous History screen in the
Employee History function on W2s. Instead, Open Systems strongly
recommends that you set up earning codes to track the amounts you paid for on-
site day carefacilities or that you reimbursed to employeesfor day care expenses;
and that you set up deduction codes to track amounts deducted from employee
paychecks for dependent care flexible spending accounts.

E 2007 DDTB | B i
Commands Edit Modes Other Help
%Xt§|ﬁ|ﬂ@|?@ aa OK Abandon
Table D DCB 4| Description DCB Codss

Number of Cols 12 Column Length 3 Type A -

Earning Codes Deduction Codes

DCB 1z

| company 1 [ 1128007 | Terminai Tooo | ovr

After you set up the earning and deduction codes to track Cost of DCB amounts,
use the Tables function to enter the codes you set up into the DCBxxx table under
the appropriate heading. OSA S uses thistable when generating W2s to determine
which amounts are Cost of DCB amounts and report them correctly.

FREQxxx Table

The FREQxxx table stores the number of hoursin apay period for each group
code for salaried employees.
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Tables

When you enter the Table ID, the rest of the FREQxxx table appears.

B 2007 DDTE S| B
Commands Edit Modes Other Help
2xz|ee|mm|ze|ee
Table ID FREQH b Description Frequency of Hours/Pay Period/Group Cd
Number of Cols 2 Column Length 12 Type N =
Group Code Hours/Period
.00 86,86
1.00 173.33
2.00 80.00
3.00 40.00
4.00 173.33
5.00 86,86
£.00 80.00
7.00 40.00
§.00 200.00
s.00 100.00
.00 .00
.00 .00
.00 .00
.00 .00
.00 .00
.00 .00
.00 .00
.00 .00
Company H | 11/28/2007 Terminal TOOD | OVR
Field Description
Group Code Valid group codes are 0 through 9.

Hours/Period

10-80

Do not change, delete, or rearrange the codes. The
system looks for the codes by their position in the
table; it assumes that group code 0 ison thefirst line,
group code 1 is on the second line, and so on.

For each group code, enter the number of hours that
arein apay period.
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GLDEPxxx Table

Payroll

The GLDEPxxx table stores the default accounts for earnings and employer-paid
deductions and withholdings used when new expenses for a department are
added by posting transactions or checks. If you post new transactions or checks
to the PADPxxx (Department) file that do not have a specified GL account, they
are posted to the default GL account, which you can edit, in the Departments
function. If Payroll does not interface with General Ledger, you must still build

this table because the account numbers appear in the posting report.

When you enter the table ID, the rest of the GLDEPxxx table appears.

2007 DDTE S| 5 |t
Commands Edit Modes Other Help

%XE|I}|H|?® e oK || Abanden |

Table ID GLDEF b Description General Ledger Default Department Accts

Number of Cols 2 Column Length 12 Type A -

Type GL Acct

Earnings 530000

Deductions 530000

Withholdings [530000

Company H | 11/28/2007 Terminal TOOO | OVR

Field Description
Type The three types of accounts appear. Do not change,

delete, or rearrange the types. The system looks for
the types by their position in the table; it assumes that
Earnings ison thefirst ling, Deductions ison the
second line, and Withholdings is on the third line.
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Field Description
GL Acct Enter the default GL account for each type.
GLPAYxxx Table

The GLPAYxxx table stores the General Ledger cash and advance EIC account
numbers used by Payroll. It is used when checks are posted to the GLIRxxx
(Journdl) file.

If Payroll does not interface with General Ledger, you must still build thistable
because the account numbers appear in the posting report. If Payroll interfaces

with Bank Reconciliation, however, the cash account is assigned from the bank
account in Bank Reconciliation.

When you enter the table 1D, the rest of the GLPAYxxx table appears.

B 2007 DDTE [E=EE
Commands Edit Modes Other Help
xe|loe|mn|-e|ee — ok [Abandon]
Table ID ] Description General Ladger Accounts
Number of Cols 2 Column Length 12 Type A -

Description GL Number

Cash 100000
Adv EIC Pymt |203000

Company H | 11/28/2007 Terminal TOOD | OVR
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Field Description
Description Enter a description for the accounts that cash
disbursed and advance EIC payments made, or press
Enter to use the current description.
GL Number Enter the account numbers for each purpose.
GTLIxxx Table

Payroll

If your company pays premiums for group-term life insurance over $50,000 for
current or former employees, you must report the taxable cost of excess coverage
on W2s as determined from tables provided by the IRS.

Formerly, OSA S reported the Cost of GTLI amount you entered on the Employee
Miscellaneous History screen in the Employee History function on W2s.
Because of new regulations, and to eliminate errors in W2s, Open Systems has
discontinued this practice and now strongly recommends using earning codes to
automatically track these amounts during payroll runs.
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B 2007 DDTB =SEE_X
Commands Edit Modes Other Help
R ILLILEIEEY
Table ID GTLIxx 4 Description GTLI Codes
MNumber of Cols 53 Column Length 3 Type A x|

Earning Codes

GTL

| companyH | 112872007 | Terminai Tooo |ovm

After you set up an earning code to track Cost of GTLI amounts, use the Tables
function to enter the earning codes you set up into the GTLIxxx table. OSAS uses
this table to determine which amounts are Cost of GTLI amounts and sum them
correctly into the amounts reported on W2s.

MAXVSxxx Table

The MAXVSxxx table stores the maximum number of hours an employee can
accrue for vacation or sick hours remaining. You must set up a MAXVSxxx table
for each company that uses the table.
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Payroll

When you enter the table ID, the rest of the MAXVSxxx table appears.

EX 2007 DDTE SRASIC X
Commands Edit Modes Other Help
2xu|ne|ean|-e|ee
Table ID VIAXVS 4 Description Maximum Vacation and Sick Hours
Number of Cols 2 Column Length 12 Type A -
Accrual Type Max Hours
VACATICN 120
SICE 100
Company H | 11/28/2007 Terminal TODD | OVR
Field Description
Accrual Type Enter the accrual type: Vacation or Sick.
Do not change the order of the rowsin the table. The
system expects Vacation to be on the first line and
Sick to be on the second.
Max Hours Enter the maximum number of hours an employee

can accrue for remaining vacation and sick time.
Hours accrue until this number is reached; then no
more can be accrued until the employee uses some
vacation or sick time. If you set this field to zero, an
employee can accrue vacation or sick hours
indefinitely.
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Tables

PACTLxxx Table

The PACTLxxx table storesthe current quarter, payroll number, and current year.
When you enter the table ID, the rest of the PACTLxxx table appears.

Description Value

B 2007 DDTB =l ]
Commands Edit Modes Other Help
xe|lee|an|-e|ee ok [Abancon]
Table ID 1 Description Payroll Control Table
Number of Cols 2 Column Length 12 Type A -

CURRENT QTR 4
PAYROLL # 54
CURRENT YEAR |2007

Company H | 11/28/2007 Terminal TOOO | OVR

Field

Description

10-86

Description

The descriptions of the information in the table
appear.

Do not delete lines or rearrange the descriptions. The
system looks for the descriptions by their positionin
the table; it assumes that the current quarter is on the
first line, the payroll number is on the second line,
and the current year is on the third line.
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Field Description

Value On thefirgt line, enter the number of the current
guarter. Thisvalueisupdated when you do quarter- or
year-end maintenance.

On the second line, enter the payroll number. This
value is updated when you post checks and isreset to
1 when you do year-end maintenance.

Onthethird line, enter the current calendar year. This
value is updated when you do year-end maintenance

SICccxxx Table

Payroll

The SICccxxx table (cc represents the sick code abbreviation) is used to
calculate the accrual rate of sick days for employees, based on the number of
years worked. If no time ticket hours are entered or manual checks are issued,
salaried employees accrue the minimum number of sick and vacation days.
Salaried employees sick hours are assigned from their group code in the
FREQxxx table.
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When you enter the table ID, the rest of the SICccxxx table appears.

2007 DDTB S| E ||
Commands Edit Modes Other Help

2xu|nema|-¢|(ee ok Avanden

Table ID Description Sick Pay Accruals Table

Number of Cals Column Length 12 Type A -

Up to Year Hrs/Hrs Wkd Max Hours Min Accrual

1 ] 160 3.33

3 .0z09 160 3.33

5 ] 180 3.34

EE B 160 3.34

Company H | 11/28/2007 Terminal TOOO | OVR

Field Description
Up to Year Enter the number of yearsworked by employees that

Hrs/Hrs Wkd

Max Hours

Min Accrual

10-88

the entries affect. For example, enter 1 for employees
with 1 year of employment, 3 for employees with up
to 3 years of employment, and so on.

The system multiplies this number by the number of
hours worked to calculate the total hours accrued.

Enter the maximum number of hours an employee
can apply to accrual amounts for each pay period.

The number in this field is the minimum number of
vacation hours an employee can accrue for each pay
period. If the number in the Hrs/Hrs Wkd field isless
than the number in thisfield after calculation, the
number in this field is used. If the calculation of the
accrual amount is less than the minimum accrual, the
minimum accrual is used.
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TCALCxxx Table

The TCALCxxx table determines the setting for the time card calculator in the
Payroll Transactions function. When you enter the table ID, the rest of the
TCALCxxx table appears.

B 2007 DDTE [E=EE
Commands Edit Modes Other Help
xe|loe|mn|-e|ee oK) [Abanden ]
Table ID Description Time Card Overtime Calculation
Number of Cols 2 Column Length 12 Type A -
Description Valus
OVERTIME BY WEEE
COVERTIME HRS 40
Company H | 11/28/2007 Terminal TOOD | OVR
Field Description
Description Enter Week if you want overtime to be calculated by
the week. Enter Day if you want overtime to be
calculated on a day-by-day basis.
Value Enter the number of regular hours reached before

overtimeis automatically calculated.

If overtime is calculated, a message notifies you that overtime has been
calculated, and the dollar amount of the overtime appears. You should enter the
overtime code as the next earning code.

Payroll
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Tables

USRDDxxx Table

The USRDDxxx table holds the user-defined label s that appear on the second
Personnel Information screen and the Key Date Report. When you enter the table

ID, the rest of the USRDDxxx table appears.

B 2007 DDTE S| )

Commands Edit Modes Other Help

%XE§|3|BE|?@

@e

Table ID USRDD LY Description
Number of Cols 1

User Defined Dates for Personnel Info.
Column Length 12 Type A x|

License
Last Phys
Driwver Lic
User Date 04
User Date= 05
User Dates Og
User Date 07
User Date= 08
User Dates 02

User Date 10

Company H | 11/28/2007 Terminal TOOO

QVR

Enter up to ten date labels.

USRDFxxx Table

10-90

The USRDFxxx table holds the user-defined label s that appear on the Employees

General Information screen and the first Personnel Information screen.

Payroll
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When you enter the table ID, the rest of the USRDFxxx table appears.

B 2007 DDTE S| )
Commands Edit Modes Other Help
2xu|ne|mn|2e|ee
Table ID USRDF LY Description User Defined Fields for El_'np. Screen_1
Number of Cols 1 Column Length 12 Type A x|

User Def Fld
Ins Coverage
User Label 2
User Labsl 3
Comments 1
Comments 2

Conments 3

Company H | 11/28/2007 Terminal TOOD | OVR

Six entries appear.

The first three appear on the Employees General Information screen. Enter the
labels you want to appear on the screen.

The last three appear on the first Personnel Information screen. Enter the labels
you want to appear on the screen.

VACccxxx Table

The VACccxxx (cc represents the vacation code abbreviation) table is used to
calculate the accrual rate per pay period of vacation time for employees based on
the number of years worked.
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When you enter the table ID, the rest of the VACccxxx table appears.

2007 DDTE S| 5 |t
Commands Edit Modes Other Help

2 K 1= | ® | 1] | € | A@ 0K || Abanden |

Table ID ACXX b Description “acation Pay Accruals Table

Number of Cols 4 Column Length 12 Type A -

Up to Year Hrs/Hrs Wkd Max Hours Min Accrual

1 o 1g0 o

3 .0417 160 £.67

5 .0&zg 1g0 10.01&

EE .0834 EEE 13.3334

Company H | 11/28/2007 Terminal TOOO | OVR

Field Description

Up to Year Enter the number of years worked by employees that
the entries affect. For example, enter 1 for employees
with 1 year of employment, 3 for employees with up
to 3 years of employment, and so on.

Hrs/Hrs Wkd The system multiplies the number in this field by the
number of hours worked to calcul ate the total hours
accrued.

Max Hours Enter the maximum number of hours an employee
can work to calculate the accrual amounts for each

pay period.
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Field Description

Min Accrual The number in this field is the minimum number of

vacation hours an employee can accrue for each pay
period. If the number in the Hrs/Hrs Wkd field isless
than the number in this field after calculation, the
number in thisfield isused. If the calculation of the
accrual amount is less than the minimum accrual, the
minimum accrual is used.

LASERW?2 Table

Payroll

If you're having alignment problems with W2 forms that you print four per page
to adirect printer (that is, a/dev/prn, /dev/Iptx/, /devicomx, or LPTx printer),
add the LASERW?2 table to Payroll. Thistable allows you to adjust the vertical
alignment of forms printed to direct printers.

Follow these stepsto set up the LASERW?2 table:

1

2.

Select Tables from the File Maintenance menu.

When the Tables screen appears, enter LASERW?2 as the Table ID to creste
the new table.

Press Enter to skip the Copy From field.
Enter a Description for the table; for example, 4-Up Laser W2 Adjustment.

Enter 2 as the number of columns, 12 as the Column Length, and A asthe
table’'s Type.

When you press Enter after selecting the table'stype, OSAS creates the
table and lists rows for the tables two columns.

Enter DESCRIPTION and DATA as the headings for the two columns.
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7. Intheleft column, enter Top Margin and 1/720” Down. In the right column,
enter the valuesto use for these settings. Adjusting these values allows you
to control the position of the form vertically on the page.

EX 2007 DDTB BT ==5)
Commands Edit Modes Other Help
xz|lne|mn|2e|ee — 0k [Abenden
Table ID W2 Description 4-UP Laser W2 Adjustment

Number of Cols 2 Column Length 12 Type A =

DESCRIFTION DATA

Top Margin
1/720"™ Down 80

| companyH | 11282007 | Terminal ToOD | OVR

e The Top Margin value controls the number of whole inches OSAS
moves from the top of the page before printing the first line on the W2.
The default valueis 2.

e The1/720" Down value controls the additional incremental distance
OSAS moves down from the top margin value before printing the first
line. Use this value to adjust the form up or down in fine increments.

The number you enter here becomes the numerator of the 1/720
fraction. For example, entering 80 moves the first line down an
additiona 1/9 of an inch, entering 180 moves the first line down an
additional 1/4 of an inch, and so on. The default valueis 80, the
maximum is 720.

8. Usethe Proceed (OK) command to save the new table.

10-94 Payroll



Tax Tables

Use the Tax Tables function to set up and maintain the Payroll system tax tables.
The tax tables are used to calculate state, federal, and local tax withholding and
are stored in the PATX (Tax Tables) file. Tax tables are preset in the system.

Because the tax tables vary, depending on the state(s) in which the company’s
employees live and work, the tables are not dealt with in detail in this manual.

Federal Tax Tables

Payroll

The following federal tax tables are used in the Payroll system:

The EIC table stores the percentages that are used to calculate the advance
earned income credits for eligible employees.

The FEDM and FEDS tables store the earnings base, tax base, and percentage
figures that are used to calculate federal tax.

The FICA table stores the percentage and maximum earnings limit for
employee and employer FICA calculations and the current federal minimum
wage. It aso storesthe DCB limit.

The FUTAxxx table stores percentage and maximum earnings limit for the
employer FUTA calculations.

The W2CODE table stores the code and the first four characters of the
description of the deferred compensation deductions to be printed in box 13
on employees W-2 forms.

The W2CODE?2 table stores deductions to be printed in box 14 on
employees’ W-2 forms.
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State Tax Tables

The following state tax tables are used in the Payroll system:

¢ TheSTXssm tables (ss represents the state abbreviation; m represents
marital status) store the earnings base, tax base, and tax percentages for each
state where withholding is required.

¢ The SUTssxxx table stores the percentage and earnings limits that are used
to calculate employer state unemployment tax.

e TheSTSss tables (ss represents the state abbreviation) store special fields
that appear on the Employees Tax Information screen and are required to
calculate state withholding.

e TheSOTss tables (ss represents the state abbreviation) are used to calculate
other state employee withholdings such as disability insurance.

Local Tax Tables

e TheLTXsslIm table stores the earning base, tax base, earnings limit, and tax
percentages for the locality where the withholding is required.

A Note on Tax Tables

Thelast entry in the first column of atax table must be 99999999.99, because the
Tables function goes to the next higher entry than the amount it is looking for
and then goes back one line.
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Formula Maintenance

Use the Formula Maintenance function to set up and maintain the formulas
needed to ca culate deductions and withholdings. (For a detailed explanation of
formulas and alist of valid variables, functions, and operations, see appendix C.)

Once aformula has been set up, you can edit it through the Employee Pay
Information screen (page 10-9), Deductions function (page 11-17) or
Withholdings function (page 11-23). Changes you make here update the
PAFMHDR (Formula Definitions) and PAFMLIN (Formula Line Detail) files.

If you build aformulawhile you are in the sample data path to test it, the
system stores the formulain the program directory, destroying the formula
that was created with your live data. If you try to do this, the following
warning appears. Building formula in sample data will erase live formula.
Y/N? Select Yes (or enter Y in text mode) to replace the existing formula.
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Formula Maintenance Screen

[ Inquiry |

10-98

Select Formula Maintenance from the File Maintenance menu. The Formula
Maintenance screen appears.

[} 2007 Formula Maintenance =NECHL X
Commands Edit Modes Other Scroll Commands Help
2xr|ne|mo][ze |00 oK
Formula ID PAK__SO1.RTN |%
Description | Alaska State Unemployment - Emplyee
Factor 1 0 Factor 2 Factor 3
Factor 4 Factor& Factor B
Variable Formula
Lioo1 TABLE2{1 1 RETVAL);REM "GET TAX PERCENT" @
Lioo2 TABLE2(1.2,RETVAL) E]
Lioa3 TAXEARN+YTDEARNINGS B
L1004 IF(LI003=LI002) TH(TAXEARN-(TAXEARN+YTDEARNINGS-LI0
LID0S (LI004*LI001)/100
L1006 IF(YTDEARNINGS>=LI002)TH(O)EL(LIO0S)
Lioo7 IF (LIO0G <0) THD)EL (LIOOG)
L1008 LI001*LI002/100
L1009 YTDWITHHOLDINGS+HLI007
LoD IF (LI009:>LI008) TH(LIDO7 - (LI009-LID08))EL LI00T)
Lo IF (LI010<0)THO)EL(LID10} =
Formula Ling { 001 of 011 )
[ Enter = edit ] [ Append I Goto [ Header ] [ Create Program I
[ companyH | 112812007 | Terminai Tooo [ ovr
Field Description
Formula ID If you are entering the Formula Entry screen through

the Employees Pay Information screen, Deductions
function, or Withholdings function, the formula ID
appears; if not, enter the formula ID.

The .RTN extension is not automatically appended to
the formulalD. You should add this extension to the
withholding formula names, and you must add it to
the deduction formula names.

Names for federal formulas should bein this format:
PFED_OAS.RTN, where OASDI withholding would
be used, for example.
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Payroll

Field Description

Names for state formulas should be in this format:
PMN_ _SUI.RTN, where MN would be the state and
SUl would be Employer State Unemployment
Insurance, for example.

Names for local formulas should be in this format:
PMNyyLWH.RTN, where MN would be the state and
yy would be the loca code.

Copy From Thisfield appearsif you entered anew formulalD.
Enter the ID of the formula from which you want to
copy information, or press Enter to skip thisfield.

Description Enter a description of the formula.

Factors 1-6 Formulafactors are variables used to change the base
rate in aformulawithout changing the actual formula.
Each formula can have six factors.

Enter up to six formulafactors.

Press PgDn to save your entries and move the cursor from the header section to
the scroll region.

Use the commands to work with the information in this region:

¢ PressEnter to edit aformulaline. See “Editing or Adding aLine” on
page 10-100 for more information.

¢ PressA toadd aformulaline. See “Editing or Adding aLineg’ on
page 10-100 for more information.

e PressG to go to aparticular line, then enter the formulaline number. This
command appears only if there is more than one screen of items.

e PressH to return to the header section of the screen.
e PressC to convert theformulato a program when you are finished editing or

entering aformula.
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Use the Create Program command anytime you enter or edit aformula. If
you do not use the Create Program command before exiting from the
Formula Maintenance function, the system automatically executes the
command when you use the Exit (F7) command to return to the File
Maintenance menu. If you use the Abandon (F5) command to return to the
header section of the screen, your changes are not saved and the formulais
not compiled into a program.

Editing or Adding a Line

When you press Enter or A on the command bar, the Line Entry screen appears:

Line Entry E‘i‘i_hj
Commands Edit Modes Other Help
» K r= | i=) | @ B | ? & | aae | OK || Abandon |

Line 1 |TABLE2(1,1,RETVAL);REM "GET TAX PERCENT"
Line 2

Each line in aformulacan be 100 characters long. You enter the line in two
“segments.” When you press Enter to exit the Line Entry window, the two lines
jointo form onelonger line, only thefirst 50 characters of which are displayed on
the Formula Maintenance screen. To delete oneline at atime, use the Delete (F3)
command.

See appendix C for a detailed explanation of how formulas work and for alist of
valid variables, functions, and operations.

When you are finished entering or editing aformula, use the Exit (F7) command

to save your changes (and create a program) and return to the File Maintenance
menul.
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Change Fields

Use the Change Fields function on the File Maintenance menu to change any
code from one value to another. The Change Fields function can change codes
within Payroll aswell asin other applications. To produce alist of fields
changed, use the Print Log feature. A sample of the |og appears on page 10-105.

When you select Change Fields from the File Maintenance menu, the Change

Fields screen appears:
ﬂ Change Fields = =
Commands Edit Modes Other Scroll Commands Help
2% na|mn|[o|0e oK
Field ID PA EMPLOYEE ID .
Print Log?

Criginal Value New Valug File Description Time Tag
LUKOOT LUKAD1 E] AR Sales Rep File Long =
ROS001 ROSS01 @ JO Master File Short =
E] JO Detail History Fils Long a

Payroll Checks Deduction Long

Payroll Checks Eamings F Long

Payroll Checks File Short

Payroll Checks Withholdin Long

Payroll Employee Deductoi Short

Employse History Deductio Short

Employse History Eamings Short

Payroll Employee History Shart
E] Employee Personnel File Short -
@ Payroll Employee Tax Info Short &
E] Employee History Withhold Short >

Line Mo (000001 of 000002 )
I Begin code change I [ Header I Field ID Years
Switch to tag I [ Enter = edit ] [ Append ] Mone Goto
| CompanyH | 11/28/2007 | Terminal TOOD | OVR
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Header

Inquiry |

Values

10-102

The screen contains three sections. The top Header section, which includes the
Field ID and Print Log? fields, is where you select the code or 1D to change and
whether to produce the printed log. The lower |eft Values section is where you
build alist of the values you want to change by specifying the old value and the
new value. The lower right Files section contains alist of the files that are
changed in the applications you installed on your system.

1. Enter the Field ID you want to change. You can change only Payroll fields
from the Payroll or Payroll with Direct Deposit menus. To change IDs and
codes from other applications, run the Change Fields function in the
respective application.

2. Select the Print Log? check box to print alist of the files that are changed.

3. After you enter the Field ID and indicate your preference for printing the log,
use the Proceed (OK) command to begin entering field values to change.

4. Toedit or add original/new valuesin this section, select aline and press
Enter to edit the current line. The Edit Original/New Values dia og box
appears. Press A to append another value to the list. The Add Original/New
Vaues dialog box appears.

5. Enter the current field value you want to change in the Original Value box.

6. Enter the new value that you want to use for thisfield in the New Value box.

7. Select acommand.

¢ PressS to switch to the File Description section to tag the files to
change during processing.

¢ PressEnter to edit the current line.

¢ Press A to append another value to the list.
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Press B to begin the change field process.

Press H to return to the header section to change the sel ection you made
for printing the log.

Press G to go to a particular entry. This option isonly available when
there is more than one page of entries.

Press F to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

Continue entering old values and new values until you have specified all of
the values you want to change in the Values section.

The files that contain the Field ID you selected appear in the File Description
section. You should change IDsin all of the files as a general rule. Exclude files
from the change process only when your reseller or support representative
instructs you to so.

9.

10.

The Time field gives you an idea of the relative time it takes to change the
fidd in agivenfile. Fileswhere this code or ID 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 fileisrated as Short or Long to
denote the estimated time required to change the field.

The Tag field denotes whether the file is affected by the copy process. Tag
the fileto change fields in thefile.

11. Select acommand.

Press S to switch to the Values section of the screen.

Press Enter to toggle afile asincluded or excluded from the copy
process.

Press A to tag al of thefiles.

10-103



CHAPTER 10 ¢ File Maintenance Change Fields

10-104

12.

13.

e PressN to untag al of thefiles.
¢ PressB to begin the change field process.

¢ PressH to return to the header section to change the selection you made
for printing the log.

e PressG togoto aparticular entry. This option isonly available when
there is more than one page of entries.

e PressF to choose anew field ID (this abandons any field changes you
entered, but have not yet saved).

When you have tagged the files you want to change, press B to begin the
change process. When the changes are complete, the log printsif you elected
to produce it.

Enter anew Field ID to change, or use the Exit (F7) command to return to the
File Maintenance menu.
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Change Fields Log

Payroll

02/1le/2007 Builders Supply Page 1
Z:46 PM Change Field Log

File MName RBecords PRead BRecords Conwverted Original Total Record MNew Total Records
DAEGH & 2 ? ?
ARSDH 4 u} 4 4
CIESH Could not open file.

DACDH u} u} u} u}
DACEH u} u} u} u}
DACHH u} u} u} u}
DACWH u} u} u} u}
DADEH 1t 1z 24 24
DAEDH 1t 1z =43 =43
DAEEH 1z in zg zg
DAEMH & 2 ? ?
DAEPH b4 1 1 1
DAEZH 9 & 14 14
DAEWH z7 24 Ee Ee
DAEXH u} u} u} u}
DAHCH 1t 1z zg zg
DAHDH 24 zl 4k 4k
DAHEH iz 1t 43 43
DAHVH u} u} u} u}
DAHIWH 632 &0 140 140
DAREH 2 u} & &
DATHH ? 4 £z £z
PATIH o o o o
DATEH u} u} u} u}
DAECGH.TD 9 & 14 14
DAECGH.UF z7 24 Ee Ee
DLDIH & 2 ? ?
DDWVHH 2 b4 2 2
DDVEH 2 b4 2 2
JOBEH z7 24 =43 =43
JOHIH 70 a8 123 123
Field ID DA EMPLOYEE ID

Original Walue
EOTO01
JENOO1
LUKOOL1

Hew Value
EOURNE
JENENS
LUTEALS
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E-Mail Defaults

Use the E-Mail Defaults function to set the default From and CC addresses,
subject line, and attachment status for e-mailed vouchers.

Select E-Mail Defaults from the File Maintenance menu. The E-Mail Defaults
screen appears.

B\ £-Mail Defaults [E=EE=
Commands Edit Modes Other Help
2xiz|pe|mn|-o|0e ok | [Abandon]
Vouchers:

From Address  sjohnson@builderssupply com

Use E-mail Address from Preferences if Present? i
CC Address payrollfiles@builderssupply. com
Subject Line Your payroll voucher

Send as Attachment? v

Status Bar | CompanyH [ 117262007 | Terminal OO0 | OVR

1. Enter the From Address asit should appear to the recipients of e-mailed
vouchers.

2. Alternatively, check Use workstation e-mail address for from address if
present? to use your workstation e-mail default for the from e-mail address.

3. Enter aCC Address to send a copy of all voucher e-mailsto a dedicated e-
mail address.

Payroll 10-107



CHAPTER 10 ¢ File Maintenance E-Mail Defaults

4, Enter adefault Subject Line for the voucher e-mails, if desired.

5. To send the voucher as an attachment to the e-mail, check the Send as
Attachment? box.

6. UsetheProceed (OK) command to save the information.
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Labor Classes 111
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Earning Codes 11-9
Earning Types 11-13
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Tax Groups 11-27
Enhanced Payroll Tax Codes
11-29

Payroll

Codes Maintenance

Labor Classes

Use the Labor Classes function to set up and maintain labor
classes. Labor classes can be used to group types of employees.
For example, you might set up labor class EXM for executive
managers, MIM for mid-level managers, and so on. The classes
you set up can be useful for report sorting.

Labor classes are stored in the PALCxxx (Labor Class) fileand
are used in the Employees function.

11-1






Labor Classes Screen

Inquiry |

Payroll

Select Labor Classes from the Codes Maintenance menu. The Labor Classes
screen appears.

2007 Labor Classes | E i
Commands Edit Modes Other Help
2xu|nema|-¢|(ee ok Avanden
Labor Class VGR | %
Description Management
Company H | 11/28/2007 Terminal TODD | OVR

1. Enter the labor class code.

2. Enter adescription of the labor class code.

3. UsetheProceed (OK) command to save your changes. The cursor returnsto

the Labor Class field. Enter another labor class code, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Tax Authority Setup

Use the Tax Authority Setup function to enter and maintain withholding codes
for federal, state, and local tax authorities for which employees need
withholdings. You can also set up the necessary formula names and tax table IDs
associated with each code. Changes you make here update the PACO (Codes)
file.

You can enter 15 employee and employer withholding codes for each federal,
state, and local tax authority.

Tax Authority Setup Screen

Select Tax Authority Setup from the Codes Maintenance menu. The Tax

AUthOI’Ity screen appears.
B 2007 Tax Autharity Setup =RECIL X
Commands Edit Modes Other Scroll Commands Help
2xuz|ne|man]|-e|ee
Tax Authority Federal
State Code N/A
Local Code N/A
Description Federal Withholdings
Employee Withholding Codes Employer Contribution Codes
No Code Formula Table ID No Code Formula Table ID
1 FWH PFED_FWH.RTN FEDM @ 1|EOA PFED_EOA.RTN FICA =
2|0AS PFED_OAS.RTN FICA @ 2|EME PFED_EME.RTN FICA ~
3|MED PFED_MED.RTN FICA B 3|FUT PFED_FUT.RTN FUTAx a
4|EIC PFED_EIC.RTN EIC
= -
& 2
(= =
Switch to employer withholdings ] [ Enter=edit ] [ Append ] Goto

| companyH | 11282007 | Terminal TooD | OVR
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Inquiry |
Inquiry |

11-6

In the Tax Authority field, enter F to work with federal tax authority codes,
S to work with state tax authority codes, or L to work with local tax authority
codes.

If you entered S in the Tax Authority field, the State Code field becomes
available. Enter the state code you want to set up or adjust.

If you entered L in the Tax Authority field, both the State Code and Local
Code fields become available. Enter the state code, then enter the local code
you want to set up or adjust.

Enter or edit the description of the tax authority. For example, if you are
working with a federal tax authority, enter the name of the withholding.

To move to the scroll region, use the Proceed (OK) command.
Use the commands on the command bar to move around the screen:

¢ PressS to switch between the Employee Withholding Codes and
Employer Contribution Codes sections of the screen.

¢ PressEnter to edit alineitem. See “Adding or Editing aLine Iltem” on
page 11-7 for more information.

¢ PressAtoaddalineitem. See “Adding or Editing aLine Item” on
page 11-7 for more information.

* PressGtogotoaparticular lineitem, then enter the lineitem number or
use the Inquiry (F2) command to select the line item number. This
command is available only if there is more than one screen of items.

Your changes are saved as you enter them. Use the Exit (F7) command when

you are finished to close the screen and return to the Codes Maintenance
menu.
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Adding or Editing a Line Item

Append Tax Authority Setup = | (5] |

Commands Edit Modes Other Help

'}?XEE‘@‘-‘?@‘@@ 0K Abandon

Mumber 1
Code FWH
Formula PFED_FWH.RTN (3

Table ID FEDM m

The Append Tax Authority Setup screen appears when you add or edit a tax
authority lineitem. You can add or edit 15 tax authority withholding codes for
both employees and employers.

Enter the code for the withholding tax. FHW, SWH, and LWH must be the first
employee withholdings.

Next, enter the name of the formulathat is to be used when calculating the
withholding. You must add the extension .RTN to the formula name so that the
system will not overwrite part of itself.

Then, enter the ID of the tax table that will be used when calculating the
withholding. If you are working with FWH, SWH, or LWH, these withholdings
usually depend on marital status. They can be overridden on the Employees Tax
Information screen (page 10-15). If the table must be company-specific (for
example, FUTA and SUI), thelast character of the table ID must be alowercase x.
To accommodate the full three-character company ID, you must limit the table
ID to five characters. If the system cannot locate the company-specific table, the
generic table is the default.

Your work is automatically saved as you enter it. When you are finished, use the

Abandon (F5) command to return to the Tax Authority field, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Earning Codes

An earning code stores pay rate information, the GL account number, the earning
type, and other information for a particular kind of work. If you enter an earning
code and the number of hours the employee worked when you enter time tickets
or manual checks, the system cal cul ates the employee’s pay based on the
information you enter here. You can have an unlimited number of earning codes.
Changes you make here update the PAECxxx (Earning Codes) file.

You can set up earning codes for types of work (for example, for assembly and
packaging) and for overtime or double-timework that automatically multiplies or
adds amounts to the base pay.

If your company provides group term life insurance, dependent care, 457 plan, or
non-457 plan benefits for employees, use earning codesto track these amounts as
part of normal payroll processing. Previoudly, you entered these amounts on the
Employee Miscellaneous History screen in the Employee History function, and
OSAS simply reported the amounts you entered on W2s. Due to changesin
federa regulations, and to eliminate errors, OSAS no longer uses these fields.
Instead, Open Systems strongly recommends that you set up earning codes to
track these amounts so that they are reported correctly as required.
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Earning Codes Screen

Select Earning Codes from the Codes Maintenance menu. The Earning Codes
screen appears.

X 2007 Earning Codes =) [
Commands Edit Modes Other Help

%XE;‘E‘BE

re|ee

Eaming Code DEL |%

Description Double Time
Include in Net Pay

Fixed Withhalding [F

Eaming Type [s] m QOvertime
GL Account 202000

Multiplier 2.0000
Add to Base 0000

‘Status Bar Company H 117282007 Terminal TOOD | OVR

Field Descriptions

Field Description

Inquiry | Earning Code Enter the earning code.

Description Enter a description of the earning code. The
description you enter here appears when you enter or
edit time tickets.

Include in Net Pay If the pay should be included in the employee’s
paycheck, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).
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Inquiry |

Payroll

Field

Fixed Withholding

Earning Type

Description

Including or excluding the pay from net pay does not
affect taxable income. To exclude an earning code
from taxable income, use the exclusion switchesin
your federal, state, and local withholding records.

If you are setting up an earning code to track Cost of
GLTI, Cost of DCB, 457 Plan or Non-457 Plan
amounts, clear this check box.

If you use afixed percentage for all withholding
(specified in the federal, state, and loca withholding
formulas), select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

If you do not use a fixed percentage, withholding is
calculated according to the regular federal, state, and
local tax routines.

Enter an earning type for the earning code. Each
earning code must be assigned an earning type. (For
more information, see page 11-14).

An earning code of type T has special meaning (Tips)
in the system. Tip amounts are accumulated in the
FICA Tips field for government reporting.

An earning code of type F aso has specia meaning
(Fringe) in the system. Any earning code of type F
that an employee receives throughout the year is
accumulated and printed as fringe on an employee’s
W-2 form. Use thistype for Cost of GTLI, Cost of
DCB, 457 Plan, and non-457 Plan earning codes.

Earning codes of type V or S determine the amount of
vacation and sick time taken during the year.

Any earning codes that use a user-defined type are
treated asregular pay, using the Multiplier and Add to
Base fields to determine pay.
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Field Description
Inquiry | GL Account Enter the number of the account to which the earning
Maint | code is posted. The Maintenance (F6) and Inquiry

(F2) commands are available if Payroll interfaces
with General Ledger.

The GL account is debited when you post checks for
the selected earning code. That account is credited in
the department when you post expense to GL.

Multiplier The number you enter in thisfield ismultiplied by the
employee’s base hourly pay rate. For example, you
enter an earning code with amultiplier of 1.2500.
Then you enter atime ticket for an employee who
usesthat earning code and whose base hourly pay rate
is$10 per hour. The system performsthe cal culations,
resulting in a pay rate of $12.50 per hour.

You must enter avalueinthisfield. If you do not
want to use amultiplier, enter 1.

Add to Base The number you enter in thisfield is added to the
employee’s base hourly pay rate. For example, you
enter an earning code with an Add to Base factor of
0000.50. Then you enter atime ticket for an
employee who uses that earning code and whose base
hourly pay rate is $10 per hour. The system adds the
factor to the employee rate, resulting in a pay rate of
$10.50 per hour for the employee.

If both a Multiplier and an Add to Base factor exist
for the earning code, the Add to Base factor isadded
to the employee’s base pay ratefirst. This new base
pay rate is then multiplied.

After you approve the entries, enter another earning code, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Earning Types

Use the Earning Types function to create groups of earning codes. The Payroll
system has nine preset earning types:

 Bonus

e Commission

e Fringe

¢ Miscellaneous

e Overtime

¢ Regular Earnings

e Sick

¢ TipsReported as Federal Earnings
e Vacation

You cannot change or delete the preset earning types, but you can set up
additional earning types. When you set up earning codes (see page 11-9), you
specify which earning type the code belongs to. For example, you might have
four kinds of bonus pay. You set up each kind of bonus pay as an earning code
and group them all under the Bonus earning type. Changes you make here update
the PAETxxx (Earnings Types) file.
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Earning Types Screen

Inquiry |

11-14

Select Earning Types from the Codes Maintenance menu. The Earning Types
screen appears.

2007 Earning Types = | ] |
Commands Edit Modes Other Help
L ILEIEIEY ok [Avanden

Earning Type HRY

Description

Add or Replace Salaried Wages for
Salaried Employees in Time Tickets? Add -

Earnings types B,CFM,0R,5.T.V are reserved for system use. Company H 1112812007 Terminal TODOD OVR

1. Enter the ID of the earning type you want to add or change.

Earning type T has special meaning (Tips) in the system. Tip amounts are
accumulated in the FICA Tips field for government reporting.

Earning type F also has specia meaning to the system. Any earning types F
that an employee receives through the year are accumulated and printed as
fringe on an employee’'s W-2 form.

Earning typesV and S are used to determine the amount of vacation and sick
time taken throughout the year.

Any other earning types that use a user-defined type are treated as regular
pay, using the Multiplier and Add to Base fieldsto determine pay.
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2. Enter adescription of the earning type.

3. Thelast field on the screen applies only to salaried employees for whom you
enter time tickets. Press A to add pay entered through time tickets to salary
amounts for this earning code. Press R to replace salary amounts with pay
entered through time tickets for this earning code.

4. When you save the earning type, the cursor returnsto the Earning Type

field. Enter the next earning type you want to work with, or use the Exit (F7)
command to return to the Codes Maintenance menu.
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Deductions

Use the Deductions function to work with Payroll deductions. Deductions are
assigned codes, which then can be referenced when you set up employees. You
can set up 999 deduction codes. Changes you make here update the PADDxxx
(Deductions) and PADXxxx (Deduction Exclusion) files.

If your company offers “ cafeteria plans’ or flexible spending accounts for
employee dependent care costs, use the Deductions function to set up a
deduction code to track the amounts deducted from employee paychecks and
report them on W2s as required. Then, use the Tables function to enter the new
codes into the DCBxxx table, and use the Withholdings function to exclude the
new deduction from federal FWH tax. Depending on your state’s regulations, you
may need to exclude the deduction from your state's SWH tax, aswell.

Select Deductions from the Codes Maintenance menu. This screen appears.

B 2007 Deductions S| 5
Commands Edit Modes Other Scroll Commands Help
IR LRI Y o
Deduction Codes
Mo Description Emplr?  Liability Acct Accr Ded Acct Def Comp Calc On
1 Medical Ins W 535000 W Gross Pay =
2 Dental Ins [ [s35000 [ |Gross Pay &)
3 |United Way [ [204000 [[]  |Gross Pay B
4|Credit Union [ |399500 [[]  |Gross Pay
5|Dues ] |g93s00 [[]  |Gross Pay
E 401K [[]  [205000 Gross Pay
7 IRA Plan [[]  |200000 [[]  |Gross Pay
& |Parking ] 801000 ] Gross Pay
9|Cash Advance ] 101000 ] Gross Pay
10 |Stock Plan [[]  [205000 [[]  |Gross Pay
11 Unifarm [[]  |so1000 [[]  |Gross Pay
] 5] =)
] ] 5]
0 0 =
Deduction ( 001 of 011 )
Enter = edit ] [ Append ] Goto Formula ] [ Exclude Eam. ] [ Copy Deduct. ]
| companyH | 11282007 | Terminai Tooo [ovr
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Inquiry |
Maint |

11-18

Use the commands to work with the information on the screen:

Press Enter to edit adeduction code. See“Editing or Adding aLineltem” on
page 11-18 for more information.

Press A to add a deduction code. See “Editing or Adding aLine Item” on
page 11-18 for more information.

Press G to go to a specific line item, then enter the deduction code or use the
Inquiry (F2) command to select the code. This command is available only if
there is more than one screen of deductions.

Press F to edit deduction formulas. The Formula Maintenance screen
appears. See page 10-97 and appendix C for more information on formulas

Press E to exclude earning codes from the selected deduction. See “Earning
Exclusions’ on page 11-19 for more information.

Press C to copy the selected deduction. See “ Copying Deductions” on
page 11-20 for more information.

Editing or Adding a Line Item

To edit or add aline item, follow these steps:

1

Enter a description of the deduction.

If thisis a deferred compensation deduction, the first four characters of the
description you enter are used as the deferred compensation description on
W-2 forms.

If the deduction isfor a401(k) program, you must enter 401K. If the
deduction is for dependent care benefits, you must enter DCB.

If the deduction is employer-paid, select the box (or enter Y in text mode); if
not, clear the box (or enter N in text mode).

Enter the number of the liability account to which the deduction is credited.

The Maintenance (F6) and Inquiry (F2) commands are available if Payroll
interfaces with General Ledger.
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Inquiry

Maint

Payroll

4. If thededuction is employer-paid, enter the expense account number. The
Maintenance (F6) and Inquiry (F2) commands are available if Payroll
interfaces with Genera Ledger.

5. If the deduction is deferred compensation or any other pretax deduction that
should be reported on employees’ W-2 forms (such as dependent care
benefits), select the box (or enter Y in text mode); if not, clear the box (or
enter N in text mode).

6. Enter G if the deduction is calculated on gross pay or N if it iscalculated on
net pay. Select G if this deduction is for dependent care flexible spending
accounts.

Earning Exclusions

You can exclude earning codes from a deduction. For example, you might set up
apay deduction for uniforms that applies to workers in a store and then exclude
particular earning codes for warehouse workers so that uniform costs are not
deducted from these employees’ pay.

When you press E on the Deductions screen to exclude earning codes from
deductions, the Earning Exclusions screen appears.

Earning Exclusions for Deduction 001 =RECL X
Commands Edit Modes Other Scroll Commands Help
» K t= | -} | 1] | ? & | aae OK Abandon
Earn Code  Description Exclude?
DBL Daouble Time u =
(5% Overtime Pay ] =
P01 Bonus ] ™
P02 Travel Exp
PO3 Cash Value ]
P04 Commissions
POS Rpt Tips B B
REG Regular Pay ] =
SAL Salaried Wage O |ifz]
Earning Code { 001  of 011 )
I Ente~Toggle I l All J I Mone I l Goto J

Use the commands to work with the information on the screen:
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Inquiry |

11-20

e PressEnter to toggle the earning code's exclusion status for the deduction.
The Exclude? check box status changes from selected to cleared (for
graphical screens) or from Yes to No (for text screens).

¢ Press A to exclude all earning codes from the deduction.

¢ PressN toinclude all earning codesin the deduction.

e Press G to go to a specific earning code, then enter the earning code or use
the Inquiry (F2) command to select the earning code. This command is
available only when there is more than one screen of earning codes.

Your changes are saved automatically as you enter them. When you are finished

with the Earning Exclusions screen, use the Exit (F7) command to return to the

line item scroll region of the Deductions screen.

Copying Deductions

When you press C on the Deductions screen to copy a deduction, the Copy
Deduction screen appears.

ﬂ Copy Deductions o[ = [ ]
Commands Edit Modes Other Help

2xiu|vne|Bn|? @8 @ [ o (Ao

Employee ID  From BOUo01 [iJ

Thru STO001 (8]
Group Code  From

Thru
Department 100 l?J
Part-time/Fulk-time/Both Both A
Married/Single/Both Buoth -
State MN [8]

Period Code Flags NNNNN
Dollar/Percent to be copied oo
Balance 00
Cwverwrite existing deduction? ]

1. Enter the range of employees to whose records you want to copy the
deduction.

2. Enter the range of group codes to which you want the deduction to apply.
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Inquiry |

Inquiry |

Payroll

10.

11.

12,

Enter the department to which you want the deduction to apply. Leave this
field blank to apply the deduction to all departments.

Enter P to apply the deduction to part-time employees, F to apply the
deduction to full-time employees, or B to apply the deduction to both types
of employees.

Enter M to apply the deduction to married employees, S to apply the
deduction to single employees, or B to apply the deduction to both types of
employees.

Enter the state code to which you want the deduction to apply.

Enter the period codes to which you want the deduction to apply.

Enter the dollar amount or percentage of the deduction you want to copy.

If the deduction has a declining balance, enter the amount in the Balance
box.

If you want to replace any existing deduction information with the same
number in your employee files, select the box (or enter Y in text mode). If
you want to leave existing deduction information asis, clear the box (or
enter N in text mode).

When you have finished entering information for the deduction you want to
copy, select the output device to print the Copy Deductions Log.

When you are finished entering and editing deductions, use the Exit (F7)
command to return to the Codes Maintenance menu.
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Deductions

Copy Deductions Log

11-22

0g/08/z007

10:58 amM

Enplaoyees

EOUOOL
GEROOL

End of Report

Deduction Code

ool
ool

Builders Supply

Copy Deductions Log

Period Codes

NHNHN
NHNNNN

Amonant

100,00
100,00

Page
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1
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Withholdings

Use the Withholdings function to set up and maintain federal, state, and local
withholding tax information for employees. You can exclude particular
deductions and earning codes from withholding and you can maintain formulas.
Changes you make here update the PAWIxxx (Withholdings) and PAWXxxx
(Withholding Exclusion) files.

Withholdings Screen

Payroll

Select Withholdings from the Codes Maintenance menu. This screen appears.

B 2007 Withholdings S|
Commands Edit Modes Other Scroll Commands Help

2xi|namn[-¢|0e oK
Tax Authority Federal Liability Acct
State Code N/A Accrued Taxes Acct
Local Code N/A Fixed Percent il
Withhalding Code EME |% Tax ID
Description Emplyr Medicare Weeks Warked Limit
Deduction  Description Exclusion? Earn Code Description Exclusion?
001 Medical Ins ] @ DBL Double Time ] =
002 Dental Ins ] E] ovT Cwertime Pay ] =
003 United Way ] B PO1 Bonus ] ~
004 Credit Union ] P02 Travel Exp
005 Dues 0 P03 Cash Value ]
005 401K 0 PO4 Commissions ]
007 IRA Plan ] F05 Rpt Tips ]
008 Parking ] E] REG Regular Pay ] -
009 Cash Advance ] @ SAL Salaried Wage ] b4
010 Stock Plan ] E] SIC Sick Pay ] =

Deduction (001 of 011 ) Earn Code ( 001 of 011 )

Enter=toggle ” All ” Naone ” Goto “ Switch to Eaming Codes “ Formula ]
| companyH | 1172872007 | Terminai Tooo [ ove

In the Tax Authority field, enter F to work with federal tax authority codes,
S to work with state tax authority codes, or L to work with local tax authority

codes.
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Inquiry |

Inquiry |

11-24

If you entered S in the Tax Authority field, the State Code field becomes
available. Enter the state code you want to set up or adjust.

The state code must be defined in the Tax Authority Setup function (see
page 11-5) before you set up the state/locality withholding.

If you entered L in the Tax Authority field, both the State Code and Local
Code fields become avail able. Enter the state code, then enter the local code
you want to set up or adjust.

Local codes must be defined in the Tax Authority Setup function before you
set up the state/locality withholding. In employee records, code 00 means
that there is no local tax.

Enter one of the taxation codes displayed at the bottom of the screen in the
Withholding Code field. The kind of tax code you can enter depends on
whether you are working with the federa, state, or local tax authority. These
codes are reserved by the system and should not be modified in the Tax
Authority Setup function.

EIC Earned Income Credit

EOA Employer OASDI

EME Employer Medicare

FUT FUTA

FWH Federal Withholding

MED Medicare

OAS OASDI Withholding

Sul Employer State Unemployment Insurance
SWH State Withholding

LWH Local Withholding
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Inquiry |
Maint |

Inquiry |
Maint |

Payroll

10.

11.

12.

The description of the withholding code you selected appears. Edit it, if
necessary.

Enter the account number of the liability account to which the withholding is
posted. If Payroll interfaces with General Ledger, use the Maintenance (F6)
or Inquiry (F2) commands to select the account number.

The Expense Acct field is available only if the withholding is
employer-paid. Select the account number of the expense account to which
the withholding is posted. If Payroll interfaces with General Ledger, use the
Maintenance (F6) or Inquiry (F2) commands to select the account number.

The Fixed Percent field is available only if the withholding is
employer-paid. If you are working with aFWH, SWH, or LWH record, enter
the percentage of pay to be withheld.

If you areworking with a FWH record, enter the employer’sfederal tax ID in
the Tax ID field. ThisID printson W-2 forms. Only the first 10 charactersare
used.

If you are working with a SWH or LWH record, enter your state or local tax
ID. If you are entering a SUI record, enter the tax |D you want to print in the
Quarterly State Unemployment Report.

The Weeks Worked Limit field isavailable only if you entered a state
withholding tax in the Tax Code field. Enter the minimum number of hours
an employee must work to qualify as one week of work, or enter 00 if the
state has no minimum.

If an employee works less than the minimum number of hours you enter
here, the Weeks Under Limit field in the employee's history record is
updated.

Press PgDn to save your entries in the header section and move to the scroll
region.

Use the commands to work with the entries in the scroll region:
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11-26

Press Enter to change the Exclusion? status of a deduction or earning
code. The check box status alternates between selected and cleared (in
graphical mode) or YES and NO (in text mode).

Press A to exclude all deductions or earning codes.

Press N to include all deductions or earning codes in the withholding.
Press G to go to a specific line item, then enter the deduction or earning
code or usethe Inquiry (F2) command to select the code. Thiscommand

appearsonly if there is more than one screen of items.

Press Tab to switch between the deductions and earning codes scroll
regions.

Press F to edit the withholding formulafor the withholding you are

working with. See page 10-97 and appendix C for more information on
formulas.
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Tax Groups

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

Tax Groups Screen

Sdlect Tax Groups from the Codes Maintenance menu. This screen appears.

ﬂ 2007 Tax Groups SHICHL X
Commands Edit Modes QOther Scroll Commands Help
2xiz w8 @029 00
Tax Group h)
Description Minnesota
State Locality  Withholding Code Employer/Employes
N Sul Employer =
MM SWH Employee F
-
[ companyH | 111282007 | Terminai Tooo [ovr
Inquiry | 1. Enter the ID of the tax group you want to add or change.

For the selected tax group 1D, a description appears. If you are entering a
new tax group, enter a description.
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2. Press PgDn to move to the scroll region.

3. Usethe commandsto work with the line itemsin the scroll region:

L]

Press A to add aline item. The Append Tax Groups screen appears.
Press D to delete the selected withholding code from the tax group.
Press G to go to a specific withholding code in the tax group. This
command is avail able only when there is more than one screen of tax

groups.

Press T to move the cursor to the Tax Group field to select a new tax
group.

4. Whenyou are finished entering and editing deductions, use the Exit (F7)
command to return to the Codes Maintenance menu.

Append Tax Groups Screen

EA Append Tax Groups = [ ) [

Commands Edit Modes Other Help

ﬁXE§|I§|ﬂ@|?@|@@ OK Abandon

State wi [a]
Locality TI
Withholding Code SDI b]

Employer/Employes

The Append Tax Groups screen appears when you press A on the Tax Groups
screen to add awithholding code to atax group.

Inquiry |

e Enter the state for the employee’s withholding code.

e Enter the local withholding code, if any, for the employee.

e Enter the withholding code to include in the tax group. Use the Proceed
(OK) command to save your changes and return to the Tax Groups screen.
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Enhanced Payroll Tax Codes

The Enhanced Payroll Tax Codes function matchesthe codes used internally by
the Aatrix FormsViewer to the tax codes OSA S uses to build tax forms correctly
when you use the Enhanced Payroll Tax Reports function (page 9-3). If you do
not use the Enhanced Payroll Tax Reports function to generate interactive tax
forms, you do not need to use this function.

Because FormsViewer uses different codes for tax withholding than does OSAS,
you heed to match the codes OSA S uses to those used by FormsViewer to
correctly generate tax forms. The tax codes OSAS uses have already been
matched to FormsViewer codes for you, but you need to check these mappings
(especially those with atype of Local) to make surethey use the correct codesfor
your system.

For example, anumber of mappingsfor local tax codes are set up and appear near
the bottom of the list. However, since you can use custom withholding codes to
track these tax amounts when they apply in your area, no withholding code is
specified for these mappings. If you are subject to these taxes, you must edit
these records to specify the withholding code to use so that tax reports are built
and generated correctly.

Periodically, new tax codes may be added. Contact OSA S technical support or

your Open Systems software provider when you need to add a new tax code for
information on the FormsViewer code to use.
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To view and change enhanced payroll tax codes, select Enhanced Payroll Tax
Codes from the Codes Maintenance menu. The Enhanced Payroll Tax Codes
screen appears and lists all code mappings.

& Enhanced Payroll Tax Codes

Commands Modes Other  Scroll Commands Help
2xiz|na|ma|-¢ (0@
Aatrie ID State  Locality 'W/H Code  Description O5A5 1D Type
: E 3000
1002 AR SwH AR - Withholding 3001 State @
1003 Lrd SwH 47 - withholding 3002 State E]
1004 Ca SwH C4 - Withholding 3003 State
1005 co SwH CO - withholding 3004 State
1006 CT SwH CT - Withholding 3005 State
1007 o SwH DC - withholding 3006 State
1008 DE SwH DE - withholding 3007 State
1009 G SwH G - withholding 3008 State
100 HI SwH HI - withholding 3009 State
1011 [ SwH 14 - Withholding 3ma State
1mz D SwH 1D - withholding 3011 State
1013 IL SwH IL - ‘ithhalding 3amz State
1014 IN SwH IN - withholding 33 State
105 kS SwH K5 - Withholding 3014 State E]
1016 K SwH Kt - Withholding 3ms State g]
1m7 L&, SwH L4, - ‘withholding 306 State @
LineMo[ 0001 of 0142 )
Enter = edit ] [ Append ] [ Goto ] [ Wirite ] |
| | Campany H [11/02/2005 | Terminal TOO0 [0V

Select a command:

« Toedit an existing tax code mapping, select the record to edit and press
Enter. To add a new mapping, press A or click Append. The Edit/Append
Enhanced Payroll Code screen appears. See page 11-31 for details.

« Togotoaspecific codein thelist, press G or click Goto.

e Whenyou finish, press W or click Write to save your changes and return to
the main menu.
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Adding or Editing Code Mappings

Payroll

To add anew tax code, press A or click Append on the Enhanced Payroll Tax
Codes screen. To edit an existing code, select the code to edit and press Enter.
The Append/Edit Enhanced Payroll Code screen appears—the title of this screen
changes depending on the command you selected.

| Edit Enhanced Payroll Code

Commands  Edit  Modes Other Help
2xzzean|-¢|0e

Aatrix 1D 1066

State Code MM (4]

Local Code

Wwithholding Code sul ()

Description MM - Unemplopment Company

0545 1D 3065

Type State v

Enter or edit the information in the fields on the screen, as needed.

¢ The code used by FormsViewer appearsin the Aatrix ID box. When a new
code is added, contact Open Systems for the ID you need to enter here.

e Select the State Code to associate with the FormsViewer code.

e Ifthetax codeisfor alocd tax authority, select the Local Code to use.

e Select the Withholding Code to associate with the FormsViewer code.

«  Enter or edit the code mapping’'s Description.

¢« TheOSAS ID isaunique number that is used to identify the code mapping to
FormsViewer. When a new code is added, contact Open Systems or your
software provider for information on the ID you need to enter here.

¢ Sdlect thetax code’s Type: State or Local.

When you finish, use the Proceed (OK) command to save your changes and
return to the Enhanced Payroll Tax Codes screen.
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Master File Lists

Printing a Master File List

The functions on the Master File Lists menu let you print lists
of the information you entered using the File Maintenance
menu. These lists do not contain any calculations, formulas, or
transaction amounts, but rather list only the basic file
information used in the Payroll system. If any of the
information on a master file list isincorrect, use the
appropriate function on the File Maintenance menu to correct
it, then reprint the master filelist.

You produce all master file listsin the same way. Use the
instructions below to print a master file list, modifying the
procedure as necessary for the list you are printing. For
example, if the screen for the list you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a master list:

12-1
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1. Select thelist you want to print from the Master File Lists menu. The
selection screen for that list appears. The Employee Detail List screenis
shown below as an example.

X 2007 Employee Detail List [=RlcR |
Commands Edit Modes Other Help
&?EZ|%|EE|?@|@@ QK HAbEmdun‘
Employee ID  From  BOUD01 ‘El
Thu | GEROO (8
Saort By: Print
@ Employee 1D Active Employees Only
Last Name Terminated Employees Cnly
Social Security Numnber @ Both
Department
Frint History?
Print User-Defined Fields? v
Print Documents? v
Print E-Mail Addresses? v
Frint Employees of Status Active -
| companyH | oanoro07 | Terminai Tooo | ove
Inquiry | 2. Select therange of information to include in the list in the From and Thru

fields. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

3. If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

4. If the screen contains options that control what prints on the list, select the

option corresponding to the type of information you want to print. You can
select only one print option.
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5. If the screen contains check boxes or Yes/No fields that control how
additiona information prints on the list, select the check box (or enter Y in
text mode) to use that option when printing the list. Clear the check box (or
enter N in text mode) if you do not want to use that option.

6. Select the output device to begin printing the list. See “ Reports” on

page 1-38 for more information. After you produce the list, the Master File
Lists menu appears.

Payroll 12-3






Employee Detall List

The Employee Detail List shows the information that is on file for each
employee, from basic personal datato quarter-to-date and year-to-date earnings
and deductions. The information in the list comes from the PAEGxxx (Employee
General Information), PADExxx (Employee Deductions), and PAESxxx
(Employee Federal/State/L ocal Withholdings) files. If you print history, these
additional files are used: PAEDxxx (Employee Deduction History), PAEExxx
(Employee Earnings History), PAEMxxx (Employee Miscellaneous History), and
PAEWxxx (Employee Withholding History).

Payroll 12-5



Sample List

09/z0/2007
3:38 PM

EOUOO1 Ftatus:
Bourne, Linda C
501 N Hamilton Ave

Aotive

Edina M
(612) 555-1212

Fex

EEOQ Class

Start Date

EBirth Date

Term Date

idj Hire Date

Dept

Labor Class
Corp.Officer
Seasonal Ewpl

Type (H or 3)
Exemwpt From OT
Adjust to Minimum
Group Code

Pay Periods Per Tear
Salary

Hourly Rate
Earning Code
Status
COverride Pay
Check Location
Work Phone
Extension
Fick Accrual Code
Vacation Acerual Code
Remaining Sick Leave
Remaining Vacation
Tax Group

E-Nail Address

W-2 Name

Deduction

001 Mediecal Ins
006 401K

003 United Way
004 Credit Union

Builders Supply
Employee Detail List

By Employee ID For Both Active and Terminated Employees

(Page 1)

55435

F
2

01/09/1998
06/07/1964

01/09/1998

500
Pr=

M ZERE S

1

7500.00

- 000
SAL

Full-time

.ao

(612) 555-5565

p:+:4
HE
9g.000

115.500

MH

Linda C Bourne

Scheduled Deductions

12345 Amount
VHNNE 10.56
PHNNI 4.50
PN 1.00
VHNNN s0.00

b XYX-¥¥-1090 e
Us Citizen Name
Job Title Admin. Asst. Work Phone
Supr ID LUKOO1 Home Phone
Supr Name G. Lukas Relation
Last Review 11/1z/2008
Next Review 11/1z/z2006 Degree Maj
Last Chk Date
Ins Coverage Family/Blue Cross
User Label 2
User Label 3
—-—- Pay Rate Change Information ---- ————————e
Date Reason 0ld Rate Date

.0oo

.0oo

.ooo

.0oo

.0oo

.ooo

.0oo

.0oo
ffffffffffffffff User-Defined Dates ———-—————————————
License User Date 06
Last Phys User Date 07
Driver Lic User Date 08
User Date 04 User Date 089
User Date 05 User Date 10

Balance
.00

.00

.00

.0o

Exn]
O

jile]

o

jole]

plr. Paid? Factor 1/4

.oooo

Page

Emergency Contact —-————-
Jirm Bourne
(612]567-3319
(61z)555-1212
Hushand

or

Bonus Information

Reason

Facror 2/5 Factor

.oooo

3/6

.000o0




Employee Comments List

Print the Employee Comments List to view the comments you have entered
about your employees.

Sample List

02/1le /2007 Builders Supply Page 1
3:20 PM Enployee Comments List
By Employee ID/Date

Enp I Employes Name Date Ref Comment

EOT001 EBourne, Linda C 02/16/2007 000 Linda's proposal helped win multi-million dollar contract.

End of Beport
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Employee Labels

Use the Employee Labels function to print mailing labels for checks, notices,
newsletters, and so on, or to print the names and addresses of employeesin a
reference list. Information printed on labels comes from the PAEGxxx
(Employee General Information) file.

Sample Labels

EOTOOL

LINDDA C EOURNE

£01 N HAMILTON AVE
EDTHA MM L5435

GEROOL

TINOTHY G GERARD
133230 E 2EZND AVE
MINMEAFPOLIS IMN EEOEE

JENOOL

EATHY M JENEINS
1Z00-Z4 WRIGHT BLVD
APT 40z

MINMEAFPOLIS MN EEOEE

JONOOL

MARIA E JONCHIM

3321 W L5Z AVE
MINMEAFPOLIS MN EEOEE

Payroll 12-9






Employee Direct Deposit Information

" pp

Use the Employee Direct Deposit Information function to produce a list of the
direct deposit transaction records. You can use the list to verify that you have

entered information correctly and to check prenotification status. Thisfunctionis

available only if Direct Deposit isinstalled.

Before the system creates the direct deposit file, the In column on the list must
have avalue of Y and the Out column must have a value of N. You can change
this status using the Create Prenotification File or Direct Deposit functions.

Sample Information List

02/1le/2007 Builders Supply Page 1

3123 PM Enployee Direct Deposit Information

Empl ID Enployee Name

Acct Type Out In Acct Number RBouting Code Amount  § or %

EOUOOL Bourne, Linda

Checking N T Z2345985983458E934 000133333 150.25 B3

Savings N T S83997E57748E275 000133333 Z00.00 B3

Paycheck 9993595_39 $

100250, 24 £

GEROOL Gerard, Timothy

Checking N T E43E33EE5345335332 000000012 io.00 %

Savings N T E24E533E3453E535352 000000012 io.00 %

Savings N T E43E53434535345332 0000000132 io.00 %

Savings N T E24E533E3535343352  0EE00O0LEE io.00 %

Checking N T E2E3L345353533334  0EE0O0LEE io.00 %

Checking N T E43E353E5353345332  0EE000LEE E0.oo %
io00.00 %

JONOoL Jonchim, Maria

Savings N T OZ13E6132Z21 OEE0DZ3241 Z00.00 B3
zoo.oo £

LUEOOL Lukas, George

Savings N T EE288E6ED ulaluyujulululee=y 7E.00 %

Checking N T Z3E134641 ulaluyujulululee=y z&.00 %
io00.00 %

STOoO0L Stockard, Albert

Savings N T 456729574 ooooooozs Loo.oo B3
Eoo.oo £

*** End of Report ***

Payroll
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Formulas List

Use the Formulas List function to review the deduction and withholding
formulas set up through the Formula Maintenance function and stored in the

PAFMHDR and PAFMLIN files.

Sample List

08/16/2007 Builders Supply Page 1

3:28 M Formulas List

Foruulae ID Description Factor 1 Factor Z Factor 3

Line No. Type Detail Factor 4 Factor & Factor &

PRK_ SO0L.ETN  Alaska State Unemployment - Euplyee L0000 L0000 L0000
L0000 L0000 L0000

001 u TABLEZ({l,1,RETVAL) ;REM "GET TAX PERCENT"

ooz u TABLEZ (1,2, RETVAL

003 u TAXEAIN+YTDEARNINGS

004 u IF(LI003>LI00Z) TH( TAXEARN- { TAXEARN+YTDEARNINGS-LIO0Z) ) EL { TAXEATH)

005 u (LID04*LI0L) /100

00s u IF (YTDEARNINGS>=LI002) TH{0) EL{LIOOS

007 u IF(LIO0E<0) TH(0)EL{LIO0E

o008 u LI0OL*LI0OZ/100

009 u TTDWITHHOLDINGS+LI007

010 u IF(LI008>LI008) TH{LIOO?- (LI0OS-LI0OS) ) EL(LIO07

011 u IF(LIOLO<0) TH{0)EL{LIOLO

PAK__SUI.LET: Alaska State Unemployment Ins. L0000 L0000 L0000
L0000 L0000 L0000

001 u TABLEZ (1,1, RETVAL

ooz u TABLEZ (1,2, RETVAL

003 u TAXEAIN+YTDEARNINGS

004 u IF(LI00Z>LI003) TH(LINO3) EL{LIODZ

005 u (LID04*LI0L) /100

00s u LI0O5-YTDWITHHOLDINGS

007 u IF (LI006>TAXEARN) TH{ TAXEAIN) EL{LIO0E

o008 u IF(LIO07<0) TH{0)EL{LIOOT

PAH__ SWH.RIN  hlaska State Withholding L0000 L0000 L0000
L0000 L0000 L0000

001 u (o)

Payroll
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Department List

Use the Department List function to review the departments set up for your

payroll application.

Sample List

Payroll

08/1s/2007
4:05 M

Builders Supply
Department List

Page

1

Dept. ID Department Name Type Code GL Account

io0 WAREHOTSE Earning owT Ezoooo
Earning POl EZ00oo
Earning POz EZ00oo
Earning jdujc) EZ00oo
Earning PO4 EZ00oo
Earning POE EZ00oo
Earning REG EZ00oo
Earning SAL EZ00oo
Earning sIC EZ00oo
Earning WAC EZ00oo
Withholding FED EME ESEZ0000
Withholding FED EQ0A  EE0O0O0
Withholding FED FUT ELEZ0000
Withholding MN SUI  SE0000

zon LRETAIL SALES Earning owT Eloooo
Earning POl Elo000
Earning POz Elo000
Earning jdujc) Elo000
Earning PO4 Elo000
Earning POE Elo000
Earning REG Elo000
Earning SAL Elo000
Earning sIC Elo000
Earning WAC Elo000
Withholding FED EME ELlo0000
Withholding FED EQ0A  ElO000
Withholding FED FUT Elo000
Withholding MN SUI  5lo0000
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Payroll Information List

Use the Payroll Information List function to review state unemployment report
setup, company addresses, and degree descriptions set up through the Payroll
Information function and stored in the PAINxxx (Payroll Information) file.

Sample List

02/1le/2007 Builders Supply Page 1
4:11 PM Payroll Information List

State Unemployment PReport Setup

State MN
Self-Adjust 2UI Month 1
Print employees with zero eernings? TES

RPound all numbers to the nearest dollar? TYES
Sort report by Social Security Number

Social Security Moo o
Hame o
Total QTD Wages [u]
Excess QTD Wages [u]
Taxzable QTD Wages [u]
Weeks Worked o
Hours Worked o

Company Address

Company Name Builders Supply
Address 1157 Walley Park Dr
Suite 105

Shakopee MN 55373

Degree Code Description

EBA Bachelor of Arts
ES Bachelor of Science
A Master of Arts

Hs Master of Science

End of Beport
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Recurring Time Ticket List

Use the Recurring Time Ticket List function to produce alist of the entries you
entered using the Recurring Entries function.

Sample List

0871672007 Builders Supply Page 1
4:14 PM Recurring Time Ticket List
By Employes
Euployes Type Fun Code  Tax Group Dept. Job Phase Cost Class ————— Earning-—-—— Rate Pieces
hu sl Hame Group Cutoff Note Code Sey. Code Description Hours Anount
JONOOL Jonchim, M K H Al m £01 SEC  REG DRegular Pay 7. 500 0
1 ooo 40.000 300.00
Pieces Totals 0
REG Regular Pay 40.000 300.00
Employes JONDOL Totals 40.000 300.00
ROS00L Bossini, L A H Al m £01 SEC  REG DRegular Pay 5750 0
1 ooo
Pieces Totals 0
REG Regular Pay 40.000 z30.00
Employes BOS00L Totals 40.000 z30.00
STO00L Stockard, A W H 2 m 100 SHP REG DBegular Pay 2.950 7E
1 ooo 40.000 3E2.00
Pieces Totals 7E
REG Regular Pay 40.000 3E2.00
Employes STODOL Totals 40.000 3E2.00
Pieces Totals 7E
REG Regular Pay 1z0. 000 288.00
Crand Total 1z0. 000 288.00
End of Report

Payroll
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Recurring Deductions List

Usethe Recurring Deductions List function to produce alist of deductions used
in the Recurring Entries function and the withholdings and amounts for the
deductions.

Sample List

08/1672007 Builders Supply Page 1
4:17 PN Recurring Deductions List
By Employes

Euployee Type Group Pun Cutoff Dept. --—-—- Deduction--- Hours Amount  HNote
ir Naue Code Description
JONOOl Jonchim M K H 1 Al 501 010 stock Plan .ooo Z5.00

010 Stock Plan .ooo EE.DO

Emp. JONOOL Totals -ooo EE.DO
ROS001 Rossini L A H 1 Al 501 010 Stock Plan .ooo £5.00

010 Stock Plan -ooo EE.DO

Emp. ROS001 Totals .ooo Z5.00
ETO001 Stockard A W H 1 ca 100 010 Stock Plan .ooo EE.DO

010 stock Plan .ooo Z5.00

Emp. S5TO00L Totals .ooo £5.00

010 stock Plan .ooo 75.00

Grand Total .ooo 75.00
End of Report
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Tables List

The Tables List function shows the number of columns, column length and type,
and datafor any or all Payroll tables.

Usethe Tables List function to review information entered into the Payroll tables
using the Tables function and stored in the PATBxxx file.

Sample List

02/1le/2007 Builders Supply Page 1
4:15 PM Tables List
Payroll with Direct Deposit

Table ID 457H Description 457 and Non-457 Codes

No. of Columns 1Z Column Length 3 Type 4

457 Earning Codes Non-4587 Earning Codes

457 4E5n

Table ID ADJMN Description Adjust to Minimum Wage Earning Code
No. of Columns 1 Column Length 1z Type 4

Adjust Code

LEG
Takble ID DCE Description DCE Codes
No. of Columns 1Z Column Length 3 Type 4
Earning Codes Deduction Codes
DCE 1z
Tahle ID FREQH Description Frecgquency of Hours/Pay Period/Group Cd.
No. of Columns £ Column Length 1z Type N

Group Code Hours/Period

.oo 86.66
1.00 173.33
Z.00 g0.00
3.00 40._00
4._00 173.33
E.00 86._66
&.00 g0.00
7.00 40._00
g.00 Z00.00
3.00 100.00

End of Beport
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GL Account Audit Report

The GL Account Audit Report List shows Payroll tables and data files with

invalid or missing GL account numbers.

Sample List

10/09/2007 Builders Supply Page 1

4:23 PH GL Account Audit Report

ipplication Description Interfaced to GL?

PA Payroll ves
File File Description Record Description Field Neme GL Account  Reason
PADDH Deductions Deduction Num 001 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 002 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 003 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 004 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 005 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 006 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 007 Lisbility Acct. 200000 Inactive
PADDH Deductions Deduction Num 007 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 008 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 009 Lisbility Acct. 100001 Inactive
PADDH Deductions Deduction Num 009 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 010 Lisbility Acct. 121 Not Found
PADDH Deductions Deduction Num 010 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 011 Lisbility Acct. 100001 Inactive
PADDH Deductions Deduction Num 011 Employer Exp. Acct. Hissing
PADDH Deductions Deduction Num 012 Lisbility Acct. 1 Not Found
PADDH Deductions Deduction Num 012 Employer Exp. Acct. 2 Not Found

End of Report

Payroll
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CHAPTER 13

Printing a Master Code List

Labor Classes List
Tax Authorities List
Earning Codes List
Deductions List
Withholdings List

Payroll

13-1
13-5
13-7
13-9
13-11
13-13

Master Codes List

Printing a Master Code List

The functions on the Master Codes List menu let you print
lists of the codes you entered using the Codes Maintenance
menu. These lists do not contain any calculations, formulas, or
transaction amounts, but rather list only the codes the system
uses to make the necessary calculations for employee payroll
and federal, state, and local taxes. If any of the information on
amaster code list isincorrect, use the appropriate function on
the Codes Maintenance menu to correct it, then reprint the
master code list.

You produce al master code lists in the same way. Use the
instructions below to print a master code list, modifying the
procedure as necessary for the list you are printing. For
example, if the screen for the list you want to print does not
contain check box options, ignore that step and continue to the
next.

Follow these steps to print a master list:
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Inquiry |

13-2

1. Select thelist you want to print from the Master Codes List menu. The

selection screen for that list appears. The Withholdings List screen is shown
below as an example.

2007 Withholdings List | S
Commands Edit Modes Other Help
I E LI
Print  Faderal Withholdings? Federal Withholdings ~ From ElC m
Thru 0AS E]
State Withholdings? State From  |AK [4]
Thru WY

State Withholdings ~ From  |sul 4]
Thu  |swH (3

Local Withholdings? E Locality From Y
Thru LY
Local Withholdings From LY
Thru LY
Sort By

@ Withholding Code
@ GL Account

Print exclusions? []

| CompanyH | 117282007 | Terminal To00 | OVR

If the screen contains options that control what information appearsin the
list, select the check box (or enter Y in text mode) to include the information
or clear the check box (or enter N in text mode) to exclude that information.

Select the range of information to include in thelist in the From and Thru
fidds. The Inquiry (F2) command is usually available for these fields to let
you select beginning and end range values from the list that appears.

Leave these fields blank to include all valuesin thelist.

If the screen contains options that control how information is sorted, select
the option you want to use to sort the information. You can select only one
sort option.

If the screen contains options that control what groups of information appear

in the list (employee deductions versus employer deductions, for example),
select the group you want to print. You can select only one print option.

Payroll
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6. Select the output device to begin printing the list. See “Reports” on
page 1-38 for more information. After you produce the list, the Master
Codes List menu appears.

Payroll 13-3






Labor Classes List

Usethe Labor Classes List function to view the labor classes and descriptions
stored in the PALCxxx (Labor Class) file. You set up labor classes using the
Labor Classes function on the Codes Maintenance menu. Usethelist asa
reference or to check your entries.

Sample List
0g/1la /2007 Builders Supply Page 1
4:Z8 PM Labor Class List

Lahor Class Description

MGE Management

Prs President

ZEC Becretary

SHP Shipping

e Vice President

End of Report
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Tax Authorities List

Use the Tax Authorities List function to view the federal, state and local codes
and descriptions stored in the PACO (Codes) file. You set up federal, state, and
local codes using the Tax Authority Setup function on the Codes Maintenance
menu. Usethe list as areference or to check your entries.

Sample List

ogsle/z007 Builders Supply Page 3
4:27 M Tax Authorities List
-—-Employee Tax Information--- --- Employer Tax Information---
State Locality Description Code Formula Table ID Code Formula Table ID
TH Tennessee SWH PTH__ SWH. RTH SUI PTHN__SUI.RTH SUTTHx
T Texas SWH DT__ SWH. RTH SUI PTH__SUI.RTH SUTTHx
uT Trtah STH DUT__ SWH.RTH STHUTS 81T PUT___SUI_RTHN SUTUT:x:
VA Virginia SWH DVA SWH.RTN STHVA SUT VA SUI_RTHN SUTVAx
T Vermont SWH PVT__ SWH.RTHN STXVTS SUT MYT__ SUT.RTN SUTVTx:
WA Washington SWH A SWH.RTH SUT MIA_ SUT.RTN SUTWAx
wI Wisconsin SWH PUI__ SWH. RTH STHWIZ SUI PWI__SUI.RTH SUTWIx
Lt West Virginia SWH PUV__ SWH. RTHN  STHWWV SUI PUV___SUI.RTH SUTWV:x
WY Wyoming SWH DWY__ SWH. RTN SUI MY__ SUI.RTHN  SUTWYx
End of Report

Payroll
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Earning Codes List

Usethe Earning Codes List function to view the earning codes and descriptions
stored in the PAECxxx (Earning Codes) file. You set up earning codes using the
Earning Codes function on the Codes Maintenance menu. Usethelist asa

reference or to check your entries.

Sample List

End of Report

087162007 Builders Supply Page 1
4:30 M Earning Codes List
By Earning Code

Barn. Include Fized Earn.  Add or Replace

Code Description in Het? TH Type Salary CL Account  Multiplier  Add to Base
DEL Double Time TES no 0 Add 202000 z.0000 oo
ovT Overtime Pay TES no 0 Add 202000 1. 5000 oo
POl Bonus TES TES n Add z0zaooo 1.0000 oo
POz Travel Exp TES no n Add z0zaooo 1.0000 oo
PO3 Cash Value no no F Add z0zaooo 1.0000 oo
P4 Conmissions TES no n Add z0zaooo 1.0000 oo
POS Ipt Tips no no T Add z0zaooo 1.0000 oo
REG Regular Pay TES no r Replace z0zaooo 1.0000 oo
SAL Salaried Wage TES no r Replace z0zaooo 1.0000 oo
3IC Sick Pay TES no ] Add z0zaooo 1.0000 oo
VAL Vacation Pay TES no i Add z0zaooo 1.0000 oo

Payroll
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Deductions List

Use the Deductions List function to view the deduction codes and descriptions
stored in the PADExxx (Employee Deductions) file. You set up deductions using
the Deductions function on the Codes Maintenance menu. Usethelist asa

reference or to check your entries.

Sample List

02/1le/2007 Builders Supply Page 1
4:31 PM Deductions List
By Deduction Mumber
411 Deductions

MNumher Description Liah. Acct. Expense Acct. Deferred Comp.? Employer Paid? Calculate On?

1 Medical Ins E3E5000 No No Gross Pay

Z Dental Ins E3E5000 No No Gross Pay

3 Tnited Way E04000 No No Gross Pay

£ Credit Thion 2339300 No No Gross Pay

£ Dues 2339300 No No Gross Pay

& 401K Z0Eooo TES No Gross Pay

7 IRA Plan Z00000 No No Gross Pay

a Parking 801000 No No Gross Pay

2 Cash Adwvance 101000 No No Gross Pay

10 Stock Plan E05000 No No Gross Pay

11 Tni form 801000 No No Gross Pay
End of Beport
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Withholdings List

Use the Withholdings List function to list the withholding codes and
descriptions stored in the PAWIxxx (Withholdings) file. You set up withholdings
using the Withholdings function on the Codes Maintenance menu. Use thelist

as areference or to check your entries.

Sample List

08/16/2007 Builders Supply Page 1
4:za MM Withholdings List
By Withholding Code
Withholding
Ruth. Code Description Liab. Acct. Expense Acct. Fized Pet. Tax ID Euployer WH? Weeks Worked Limit
Ca - SUI CA SUI Z03700 530000 oo TES
CA - SUH CA W/H 203400 1.00 12345678912 HO
FED - EIC Earned Income 7.00 HO
FED - EME Enplyr Medicare 203200 530000 -oo TES
FED - EOL Euplyr OASDI 203200 530000 oo YES
FED - FUT Unenp Ins 202600 530000 oo YES
FED - FUH Federal WH 202000 2000 77-7777777 Ho
FED - MED Euplye Medicare 203200 oo Ho
FED - OAS Euplye OASDI 203200 oo Ho
MN - SUTI MH Unemp Ins 203700 530000 .00 AR1Z34 TES
MN - SWH MW U/H 203400 7.00 46-3783545 Ho
End of Report

Payroll
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System Messages

Messages on the screen or in areport indicate an error or tell
you how to enter data or what is happening in the function you
are using. Self-explanatory messages are not listed.

A bank account is required.

You must enter a bank account 1D if Payroll interfaces with
Bank Reconciliation.

Access to File Maintenance denied.

Your access code is not set up to use the Maintenance (F6)
command in thisfield. You must be set up to accessthe File
Maintenance function associated with thisfield.

Bank account ID xxxxxx not found.

The bank account 1D you entered (if Payroll interfaces with
Bank Reconciliation) is not on file. Enter adifferent ID, or use
the Inquiry (F2) command to look up and select the ID from
the list that appears.

Basic Error = nn LINE = nnn Program = XxXXxx

A serious error has occurred. Write down the information that
appears and get help from a support technician.
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Cannot define file.

The Payroll system cannot create the work file it needs for magnetic media
production. Make sure that enough disk space is available and that the directory
you specified exists. If the problem persists, get help from a support technician.

Cannot delete during inquiry.

The functions on the Employee Inquiry menu are read-only. To delete employee
records, you must have access to the appropriate File Maintenance functions.

Cannot delete employee with history.

Before you can delete an employee record that has quarter-to-date and/or year-to-
date balances in reported earnings or tax withholdings, you must change the

ba ances to zero through the Employees function (page 10-1). Print W-2s for the
employee before you delete the record.

Records of terminated employees are deleted automatically during year-end
processing.

Cannot find last-year files for this company. You must run the year-end maintenance
function.

There are no last-year data files for the company. Press Enter to return to the
main menu. Then do periodic maintenance (page 9-57).

Cannot find (table name) table.
Cannot find (table name) tax table.

The system cannot find the table shown in this message. Use the Tables (page
10-75) or the Tax Tables (page 10-95) function to set up the tables.

Check has already been voided from Bank Reconciliation. Cannot void.

If you have not posted, you can remove the voided check from Bank
Reconciliation.
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Check history is not implemented.

You cannot print the Check History Register or use the Void Checks function
because you did not elect to save check history in the Resource Manager Options
and Interfaces function; the file contains no history. Use the Options and
Interfaces function to elect to save check history.

Check was not found in BRTRx file. Cannot void.

If Payroll interfaces with Bank Reconciliation, the check you want to void must
bein the BRTRx (Transactions) file before it can be voided.

Checks file is empty.

You cannot print payday reportsif the PACHxxx (Checks) fileisempty. Return to
the Payday Work menu and select the Calculate Checks function.

Code is not set up in PACO file.

Federal, state, and local tax codes must be set up in Tax Authority Setup
function (page 11-5).

Cost code has a type other than labor.

You must enter a cost code with atype of labor for thejob and phaseif Payroll
interfaces with Job Cost.

Diskette contains file(s), directory, or label.
The diskette you want to use for W-2 magnetic media has some fileson it or
contains a disk label. Use ablank, formatted disk that does not have alabel. See
page 9-37 for instructions and information about accepted formats.

Division ID not allowed.
You must enter adepartment ID, not adivision ID, for the employee.

Drive not available.
The disk drive ID you entered is not available on your system. Press Enter and

enter adifferent drive ID. If this message appears when you enter the correct
drive ID, get help from a support technician.
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Employee (ID) not found.

Before you can enter history for an employee, you must use the Employees
function (page 10-1) to set up arecord for the employee.

FICA table not found in PATX table.
You must build this table in the Tax Tables function (page 10-95).

(file name) for version 4.x could not be found. Unable to continue with conversion. (file name)
source file not found. Unable to continue with conversion.

Check the directory you are working in and copy the necessary file into the new
directory. See chapter 2 for more information about conversion.

FWH record missing from PAWIXx file. Cannot assign employer tax ID.
These codes must be entered in the Withholdings function (page 11-23).
GL account XXXXXXXXXXXX is not on file.

If Payroll interfaces with General Ledger, you must enter the correct account
number or add the account to General Ledger.

GLDEPx table was not found in XXXxxX.

You have posted new entries to the PADPxxx (Department) file, but no general
ledger account has been specified with the department. If the new entries do not
exist in the department, entries are posted to adefault general ledger account. If
you do not want entries posted to the default account, you must select a different
account.

Invalid period conversion table.
The CNVTxxx table for the company isinvalid (for example, because you are on
aquarterly system and you have not updated the table with corresponding data

for the next quarter). Use the Resource Manager Period Setup function to make
corrections.
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Invalid quarter in PACTLX table.

The current quarter you entered in the PACTLxxx tableisinvalid. Usethe Tables
function (page 10-75) to correct the table. Valid quartersare 1, 2, 3 or 4.

Job has phases.

If you try to add a payroll transaction for an employee and use the Inquiry (F2)
command to select a job, you must enter the phase associated with that job.

Last-year data files not found for company X.

The last-year data files have been erased manually or by closing them.
Must build (table name) table first.

You must build the table shown in this message before you can use this function.
No check on file for employee XXXxxXx.

You must calculate checks before printing. Usethe Calculate Checks (page 6-3)
or the Manual Checks (page 6-9) function.

You might also see thismessage if you try to edit an accrual for an employee who
does not have a check on file. You must use the Calculate Checks or the Manual
Checks functions.

No tax information located for this employee.

You must enter thisinformation on the Employees Tax Information screen (page
10-15).

NOTE: Check history is not implemented for this company. The record of federal tax liability
might be incorrect.

The PAHCxxx (Check History) file may not be present; it isrequired to provide
completeinformation in 941 reports.
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Option for Transaction History is not in use. Transactions will not be re-created in
Transaction file.

You did not elect to save payroll transaction history in the Resource Manager
Options and Interfaces function.

Quarter-end processing not valid in quarter 4. Use year-end processing instead.

You cannot use the Quarter-End Maintenance function if the current quarter in
the PACTLxxx tableis 4.

Record is in use.

Someone else is using the record you are trying to access. Press Enter to try
again.

SUI record for state xx not found.

The SUI record in the PAINxxx (Payroll Information) fileis not on file for the
selected state. Build the table through the Payroll Information function (page
10-61) or restore it from a backup, and try again.

The federal tax authority was not found in the PACO file.
You must enter thisinformation in the Tax Authority Setup function (page 11-5).

This function is not allowed with last-year data files.
Switch to current-year files first.

If you are trying to use a function that cannot be used with last-year data files,
switch to the current-year files.

Transaction history is not implemented.
You cannot print the Transaction History Report if you did not elect to save
history in the Resource Manager Options and Interfaces function. Use the
Options and Interfaces function to elect to save transaction history.

Unable to create sort file.

You may not have permission set up on your network.
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Unable to find original transactions in transaction history. Transactions will not be re-created
in Transaction file.

If the original transactions are not found in the PATHxxx (Transaction History)
file on a calculated check, transactions will not be re-created.

User-defined field record ‘USRDD’ not found in PATB file.
User-defined field record ‘USRDF’ not found in PATB file.

These user-defined files must be set up in the Tables function (page 10-75).

Warning: GLDEPXx table was not found in PATB. New department entries needing GL
accounts will not have GL accounts.

You must build thistablein the Tables function. (See page 10-75 for information
about the GLDEPxxx table.)

W2CODE was not found in PATB.

You must set up this table in the Tables function (page 10-75) before you print
W-2s.

Year-end processing not valid in quarters 1 - 3.

You can use the Year-End Maintenance function only if the current quarter in
the PACTLxxx tableis 4.

You must set up codes for federal withholdings first.

You must set up federal withholdings codes in the Tax Authority Setup function
(page 11-5).

You must set up TCALCx table before using time card calculator.

You must set up thistable in the Tables function.
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Common Questions

These commonly asked questions about the Payroll system are
divided into the following categories. Installation and Setup,
Daily Work, Payday Work, Periodic Processing, and Direct
Deposit.

Installation and Setup
How do | set up worker’s compensation codes?
Follow these steps to set up worker’s compensation codes:

1. IntheTax Authority Setup function (see page 11-5), enter
State as the tax authority.

2. Enter the state code.

3. Pressthe Tab key to move to the Employer Contribution
Codes screen.

4. Press A to append the code you will use (for example,
WKC).

5. Enter the formula name you will use (for example, PMN_
_WKC.RTN). The formula name must follow this format
and have the extension .RTN.

6. EnterthetableID, if necessary (for example, WKCMN).
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7. Usethe Exit (F7) command to return to the File Maintenance menu.

8. Inthe Withholdings function, select the state tax authority and the tax code
you entered for worker’s compensation. (See page 11-23 for information on
how to proceed with setting up the withholding.) When you have finished
setting up the withholding, exit to the File Maintenance menu.

9. IntheFormula Maintenance function, use the formulalD name you used in
the Tax Authority Setup function. (See page 10-97 for information on how
to proceed with setting up the formula.)

There are many ways to ca culate worker’s compensation. Depending on your
state, the formula could be based on labor class or sex. Contact your state tax
authorities for more information.

How do | use multistate or multilocal taxes?

Use the Tax Information screen in the Employees function (see page 10-1) to
add states and localities for which the employee may need withholdings. When
you enter or edit transactionsin the Payroll Transactions function (see page
5-1), specify the states and localities for the employee's withholding. If you use
the Manual Checks function (see page 6-9) to cal culate checks, specify the states
and locdlities on the first and third manual checks screens.

Why are my departments and my employee history blank?

You have not posted to departments or employee history. You can set up entries
for employees and departments, but the system automatically adds entriesin the
Post Transactions and Post Checks functions.

How can | set up a 401(k) match?
In the Deductions function, enter the employer deduction code. Then use the
Employees Salary Information screen (see page 10-1) to add the deduction code.
(For information on deductions, see page 11-17.)

How can | exclude earning codes from deductions?

In the Deductions function, select the appropriate deduction number and then
select the earning code(s) you want to exclude.

B-2 Payroll



Common Questions « APPENDIX B

I have an employee (for example, a minister) whom | need to exclude from
withholdings. How do | handle that?

In the Employees function (see page 10-1), select the employee you want to
exclude from withholdings. On the Tax Information screen, use the Withhol ding
Setup command and select the withholdings you want to exclude.

Daily Work

Can | enter time tickets for a salaried employee?

Yes, in the Payroll Transactions function (see page 5-1). You cannot enter a
time ticket that will exceed a salaried employee’swage. The system warnsyou if
aposted or unposted amount exceeds the employee's wage.

Can | enter one day in the time card calculator and have that day repeat for the rest
of the week?

Yes. In the Payroll Transactions Time Card Entry screen (see page 5-1), you can
enter an employee’stimein and time out five times.

Can | pay an employee a vacation and a bonus check in the same pay period?
Yes. If you need separate checks, you can change the sequence number in time
ticket entry or enter separate manual checks. The system accounts for multiple

checks in the PACHxxx (Checks) file when calculating withholdings and
declining balance deductions.

Payday Work

How can | void a check?

You can void only checks that have been posted. If the check has already been
posted, use the Void Checks function (see page 6-37).

To void amanual check that you have not posted, you must del ete the check
through the Manual Checks function (see page 6-9).
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To void a calculated check, you must post checks (see page 6-59). Then use the
Void Checks function to void it, or enter negative time ticketsin the Calculate
Checks function (see page 6-3) and recal culate checks.

You cannot delete a calculated check because those earnings have already been
posted to the departments.

Can | void a check from a previous version of Payroll?

No, because this version of Payroll contains additional information that previous
versions of Payrall did not have.

What happens if | delete or void a separate bonus check for an employee? Is the
other check recalculated?

The other check is not recalcul ated, but you can use the Calculate Checks
function (see page 6-3) or the Manual Checks function (see page 6-9) to
recal cul ate the deductions and withholdings on the check.

Periodic Processing

How do | print periodic quarterly reports for previous quarters?

On the report function screen, enter the quarter number for which you want to
produce the report.

Why aren’t federal withholdings printing on my W-2s?

If you have multistate employees or if you have additional deferred
compensation or local withholdings that will not fit on one W-2 form, a second
W-2 form might be printed. Federal guidelines specify that the federa earnings
information be printed on only one W-2 form.
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Direct Deposit

It looks as if the system has not calculated a direct deposit voucher for one
employee. Why not?

The system calculates direct deposit vouchers only for employees whose
Prenote In statusisY (or checked). The Prenote In field shows whether the bank
has approved the prenctification file for this employee. You can check the status
by producing the Employee Direct Deposit Information List. You can change this
information in the File Maintenance Direct Deposit function. If you make
changes through the Direct Deposit function, you must send the prenotification
file to the bank for approval.

Can | void a voucher?

No, and you cannot void a check that was created along with the voucher. You
must enter a negative manual check.

What is the direct deposit file called?

The default name for the direct deposit file is DDEPOSIT. XXX (XXX isthe
company ID). You can change the file name when you use the Create Direct
Deposit File function. The system appends your company 1D to the name you
enter. Contact your bank to see whether it requires a special file name.

Can | use Direct Deposit for manual checks?
Yes. See page 6-9 for instructions on using the Manual Checks function.

Can I split an employee’s check by percentage and amount?

You must select either the amount or the percentage you want to deposit in the
account.

How do | get my direct deposit file to the bank?
Contact your bank to find out whether to transfer the file by modem or on a

diskette. If the bank wants you to use a modem, you must use your
communication software to transmit the file.
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What standard is used to create the prenotification and direct deposit files | send to
the bank?

The files are created using NACHA (Nationa Automated Clearing House
Association) standards.
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APPENDIXC

Summary of Variables,

Payroll

About Formulas

The Payroll system uses formulas to calcul ate deductions and
withholdings based on earnings and/or tables. You can use
variables for numbers 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 a'so look up tax rates and other variable factorsin tax
tables.

A summary of valid variables, operations, and functionsis
below. If you are new to formulas or if you need to review
them, you will find several examples at the end of this
appendix.

The fields and commands avail able on the Formula
Maintenance screen are described on page 10-98.

Operations and Functions

Below isasummary of the variables, operations, and functions
you can use in setting up deductions and withhol dings.
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Variables

You can use positive or negative numbers (constants) in formulas. You can also

use these variablesin place of the numbers:

Variable
ADJEARN

ADJHR
ADMINS

ADJSUIEARN

ADJSUIWITH

DEDEXCL
DEDUCTIONTOT
EARNEXCL
EICCODE$
EMPFICAWH

EXEMPTIONS

EXTRAWH

FEDWITH

FIXEDEARN

FIXEDPCT

Description

Adjusted earnings for net pay deductions.?
Adjusted hours (minus exclusions).
Adjust to minimum wage flag.

Total SUI earnings before the Self Adjust Month
changed.

Total SUI withholdings before the Self Adjust Month
changed.

Total amount of deductions exclusions.

Total deductions for the current check.

Total amount of earnings excluded.

EIC code for each employee (N, E, or B).

Employee FICA Contribution (OASDI and Medicare).

Number of exemptions per employee; taken from the
PAESxxx file.

Extra withholdings for the employee; taken from the
PAEGxxx file.

Total employee federal withholdings (including
OASDI, Medicare, and EIC).

Total fixed earnings for the employee; taken from the
earning codes.

Fixed percent for the withhol ding; taken from the PAW-
Ixxx file.
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Variable

FIXEDWH

FWHWITH

GRANDTOTEARN

GRANDTOTGROSS

HOURS

LOCALWITH

MINWAGE

PAYPERIODS

PERIODCODE

REGHRS

STATEWITH

TAXEARN

TIPS

TOTEARN

UNCOLMED

UNCOLOASDI

YTDEARNINGS

YTDFICATIPS

Description

Fixed withholding amount; from the PAEGxxx file.

Employee federal withholdings (not including OASDI,
Medicare, and EIC).

Total gross earnings, not including earnings that are not
included in net pay.

Total gross earnings, including all earnings.

Total hours worked.

Total employee loca withholdings.

Minimum wage.

Total pay periods for the year; from the PAEGxxx file.

Current deduction run code for the group code the cur-
rent employeeisin.

Regular hours worked, excluding sick and vacation
hours.

Total employee state withholdings.

Taxable earnings per tax authority (total earnings minus
all exclusions).

Tips accumulated for the employee.

Total earnings.

Year-to-date uncollected Medicare.
Year-to-date uncollected OASDI.
Year-to-date earnings for the withholding.

Year-to-date FICA tips (used in employee OASDI to
figure FICA tips).
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Variable Description

YTDTIPS Year-to-date tips deemed as wages (used in employer
OASDI adjustments).

YTDWITHHOLDINGS  Year-to-date withholdings for the withholding.

a.For Gross, ADJERN is set to the same amount as GRANDTOTGROSS, minus
any earning code exclusions that may exist for that deduction. For Net, ADJERN
is set to GRANDTOTEARN. Then DEDUCTIONTOT, FEDWITH,
STATEWITH, and LOCALWITH are subtracted to account for all withholdings
up to that point. So if you have two net pay deductions, thefirst oneis calculated
and that amount is added to DEDUCTIONTOT. The second deduction will
follow the same process, with DEDUCTIONTOT having the updated deduction
total from the previous net pay deduction.

Formula Factors

Formula factors are variables used to change the base rate in a formula without
changing the formula. Each formula can have six factors. Factors can be used in
formulalines by entering FCn, where n isthe number of the factor.

For example, you can set up aformula that multiplies taxable earnings by a
percentage. The formula can be one linelong: TAXEARN * FCL. If you set
factor oneto .05, the employee’s taxable earnings will be multiplied by five
percent. Later you can change the factor or overrideit in the employee record.

Formula factors can be overridden for deductions on the Employees Salary
Information screen (see page 10-1) or for withholdings on the Employees Tax
Information screen (see page 10-95).

Formula Lines

Each line of aformulasetsthe value of avariable LiInnn (nnn isthe line number).
Lines are calculated in sequential order: line L1001 is calculated before L1002
and so on. You can use the results of previous lines with other variablesin later
formulalines. The result of the entire formulais the result of the last line you
defined.
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Operations

Formulas are calculated line by line. Calculationsin aline proceed according to
the standard order of mathematical operations: numbers are multiplied, then
divided, then added, and finaly subtracted. Below is atable of the valid
operations and the order in which they are performed (1 = performed first, 5 =
performed last).

Operator  Priority Description

- 1 Negative Sign

A 2 Exponentiation

* 3 Multiplication

/ 3 Division

+ 4 Addition

- 4 Subtraction

= 5 Equal to

<> 5 Not equal to

> 5 Greater than

< 5 Lessthan

>= 5 Greater than or Equal to
<= 5 Lessthan or Equal to

Cdculations are performed in the order listed in the table above, from left to
right. To change the calculation order, use parentheses to group parts of the
formulatogether. Calculation is done from theinnermost set of parenthesesto the
outermost set.

Functions
You can use two types of functions when constructing formulas: Tables Lookup

and Conditionals. Both are explained below.
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Tables Lookup

Usethe TABLE and TABLE2 functions to look up items in tax tables.

Use the TABLE function to look up information in atax table that is arranged
gradationally. The format for the command is TABLE (x, y, RETVAL), wherex is
theline (or gradation) in the tax table and y is the column number. (RETVAL isa
BB* command and must be included in a TABLE function.) The tax table the
TABLE function goes to is specified in the Tax Authority Setup function (see

page 11-5).

For example, you set up withholding SWH for the state of Minnesota. The
withholding has a formula assigned to it and refers to tax table STXMNM. In the
formula, you use the command TABLE (30000, 2, RETVAL). The system looks at
the first column of the tax table until it finds a gradation greater than 30000. It
then goes to the line before that one and returns the value found in the second
column of that line.

You can also use variablesin table lookups. You can, for example, use avariable
calculated in aprevious line to find the gradation in atax table—for example,
TABLE (L1002, 2, RETVAL).

You can use only one table lookup for aformulaline.

Use the TABLEZ2 function to look up information in atax table that is not
arranged gradationally. The format for the command isTABLE2 (x, y, RETVAL),
where x isthe row in the tax table and y isthe column number. (RETVAL isaBB*
command and must be included in a TABLE?2 function.) The tax table the
TABLEZ2 function goesto is specified in the Tax Authority Setup function.

For example, you set up withholding SUI for the state of Minnesota. The
withholding has a formula assigned to it and refers to tax table SUTMN. In the
formula, you use the command TABLE?2 (1, 2, RETVAL). The system returns the
value found in the first row and second column of the tax table.

You can also use variables in table lookups. You can, for example, use avariable
calculated in a previous line to specify alocation in atax table—for example,
TABLEZ2 (1, LI002+2, RETVAL).

You can use only one table lookup for aformulaline.
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Conditionals

You can use the IF(x) TH(y)EL(z) function (If-Then-Else) to evaluate formulas
conditionaly

[ 2007 Formula Maintenance =HICHL X
Commands Edit Modes Other Scroll Commands Help
2xr|me | mu|ze|0e oK
Formula ID PMN__SULRTN |%
Description Minnescta State Unemployment Ins
Factor 1 0.0000 Factor 2 0.0000 Factor3
Factor4 0.0000 Factor& 0.0000 Factorb
Wariable Formula
LIDo1 TABLE2(1,1 RETVAL) @
Lio02 TABLE2(1 2 RETVAL) E]
LI003 TAXEARN+YTDEARNINGS B
LIo0S (LI004*LI001)AM00
LID0G LID0S-YTDWITHHOLDINGS
Lioo7 IF(LI00G>TAXEARN) THTAXEARN)EL(LID0E)
LIooa IF(LI007 <0y TH(D)EL(LI0O7)
LIo0g TABLE2(2,1 RETVAL)
Lio1o ROUND{LI008*(LID09/100),2)
Lot IF(LI010<0)TH(D)EL(LIO10) B
Lio12 TABLE2(2 2 RETVAL) E]
LIo13 ROUND{(LIO08+LI011)%(LI012/100) 2) @

Formula Line { 004 of 021 )

Enter = edit ] [ Append ] [ Goto ] [ Header ] [Qreate Program]

| companyn | 11280007 | Terminai Toon | ovr

In the example above, lines L1001, L1002, and L1003 establish values. Line
L1004 then uses the If-Then-Else function to evaluate and select the value to use
in the rest of the formula.

Formula Examples

Payroll

To get an idea of how formulas and tables work together, read the examples
bel ow.

Federal Withholding
When you establish federal tax authoritiesin the Tax Authority Setup function,

you specify both the formula ID and tax table ID associated with the federal
withholding code.
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The federal withholding formula PFED_FWH.RTN uses the tax table FEDM:

B 2007 PATX

5 e

Commands Edit Modes Other Help

'}Z‘XE§|E|H|?®

aa

Table ID

FEDM

b Description

Number of Cols 3 Column Length

Over --—-— Base + % Over

.00 .00 .00

8000.00 .oo 10.00

23350.00 1535.00 15.00

70700.00 8637.50 25.00

133800.00 24412.50 28.00

203150.00 43830.50 33.00

357000.00 ©24601.00 35.00

99999998.99 3400.00 .00

.00 .00 .00

.00 .oo .00

.00 .00 .00

.00 .00 .00

.00 .oo .00

.00 .00 .00

Federal Income Tax: Married Table

12

Type

N

Company H

11/28/2007

Terminal TOOO | OVR
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The following formulais used to calcul ate federal withholding:

B 2007 Formula Maintenance E‘E‘Q
Commands Edit Modes Other Scroll Commands Help
IR IR o
Formula ID (PFED_FWH.RTN |4
Description | Federal Withholding Formula
Factor 1 Factor 2 Factor 3
Factor 4 0.0000 Factor& Factor B
Wariable Formula
TABLE(9S | B
Liooz LIOOT*EXEMPTIONS @
LI003 IF (FIXEDEARN:=0) TH (FIXEDEARN*FIXEDPCT/100) E]
Li0o4 TAXEARN-FIXEDEARN
LI005 (LIDD4*PAYPERIODS)-LID0Z
LI00& IF (LI005<0)TH{D)EL(LIO0S)
Lioo7 TABLE(LI006,1, RETVAL)
LI00G TABLE(LI006 2 RETVAL)
Li00g TABLE(LI006 3 RETVAL)
Li010 LI00S*{LI00E-LI007)/100
Lio11 (LID10+LI008)/PAYPERICDS B
Li012 LID11+LI003+EXTRAWH @
LI013 IF (FIXEDWH=0) TH (FIXEDWH) EL (LI012) @
Formula Line ( 001 of 015 )
I Enter = edit I [ Append ] I Goto I [ Header ] [ Create Program I
| companyH | 11282007 | Terminal TooD |OVR
Wariable Formula
Li014 IF (LI013<0)TH{D)EL(LID13)
LI015 IF (EXEMPTIONS=39) TH (D) EL (LIO14)
Formula Line { 014 of 015 )
1. Thetablelookup checksthefirst column of the FEDM tax table until it finds

anumber larger than 99999999.99. Because there can be no larger number,
the table returns the value found in the second column of the last line: 2800.
Variable L1001 is equal to 2800.
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10.

11

12.

13.

14.

Variable L1002 is the product of L1001 times the value of the variable
EXEMPTIONS (the number of federal exemptions claimed by the employee;
thisinformation is taken from the PAEGxxx file).

Line L1003 employs a conditional function. If the value of the variable
FIXEDEARN (the total fixed earnings for the employee) is greater than zero,
that value is multiplied by the value of FIXEDPCT (the fixed percentage for
the withholding tax), and then divided by 100. Variable L1003 is equal to a
fixed withholding dollar amount.

Fixed earnings are subtracted from taxable earnings.

Variable L1004 is multiplied by the total number of pay periods. Variable
L1002 is then subtracted from the product.

If the value of L1005 islessthan zero, zero is used. Otherwise, the value of
L1005 is used.

The table lookup uses L1006 to find the appropriate line of tax table FEDM,;
it then returns the value from column 1, which is L1007.

The table lookup uses L1006 to find the appropriate line of tax table FEDM,;
it then returns the value from column 2, which is L1008.

The table lookup uses L1006 to find the appropriate line of tax table FEDM,;
it then returns the value from column 3, which is L1009.

L1007 is subtracted from L1006. This number is then multiplied by L1009.
The product is divided by 100.

L1010 is added to L1008; the sum is divided by the number of pay periods.

L1011 is added to L1003 and the value of EXTRAWH (the employee's extra
withholdings, if any).

Line L1013 isequal to one of two values. If the employees fixed withholding
amount is greater than zero, it is equal to that number. If the employeesfixed
withholding amount is zero, L1013 is equal to the value of L1012

If the value of L1013 islessthan zero, the value of L1014 is zero. Otherwise,
the value of L1014 isequal to LI1013.
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15. The result of the entire formulaisthe result of itslast line. In this case the
result is based on a conditional. If the number of federal exemptionsis 99,
the result of the formulais zero; if not, the result of the formulais equal to

L1014.

State Unemployment Insurance

When you establish state tax authorities in the Tax Authority Setup function,
you specify both the formula D and tax table ID associated with the withholding

code.

The North Dakota state employer-side unemployment withholding formula

PND__SUI.RTN uses tax table SUTND.

B 2007 PATX | E
Commands Edit Modes Other Help
2xu|ne|Ban|-e|ee
Table ID SUTND 4 Description N. Dakota State Unemployment - Employer
Number of Cols 2 Column Length 12 Type 3 -
Percent Limitc
5.400 21300.000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
.000 .000
Company H 11/28/2007 Terminal TOOO | OVR
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The following formulais used to calculate North Dakota state employer-side
unemployment withholding taxes:

X 2007 Formula Maintenance =1L
Commands Edit Modes Other Scroll Commands Help
2xr|ne|mn][ze|ee o
Formula ID PND__SULRTMN |%
Description  |N. Dakota State Unemployment Ins
Factor 1 Factor 2 0.0 Factor 3 0.0000
Factor 4 Factor& 0.0 Factorb 0.0000
Wariable Formula
Lioo1 TABLE2{1,1 RETVAL) @
Liooz TABLE2{1.2,RETVAL) E]
Li003 TAXEARN+YTDEARNINGS B
Lio04 IF (LI002>LI003)TH{LIO03)EL(LI002)
Lio0s (LID04*LI001)/100
LIO0G LI00S-YTDWITHHOLDINGS
Lioo7 IF (LID06>TAXEARN) TH{TAXEARN)EL(LIDOE)
Lioos IF (LI007 <0)TH{D)EL(LIOOT)
Formula Line { 001 of 008 )
Enter = edit ] [ Append Gotc [ Header ] [ Create Program ]
| company 1 [ 1128007 | Terminai Toon | ovr

1. TheTABLE2 function looksfor thevalueinline 1, column 1 of the tax table,

which in this case equal's 5.40.

2. TheTABLE2 function looksfor the valuein line 1, column 2 of the tax table,

which in this case equals 21300.

3. TAXEARN (taxable earnings) isadded to Y TDEARNINGS (year-to-date earnings

for that withholding).

4. Line4 of theformulaemploysthe conditional function; in this casethe result

isthe smaller of L1002 or L1003.

5. Thevalueestablished in L1004 is multiplied by L1001; the product isdivided

by 100.

6. YTDWITHHOLDINGS (year-to-date withholdings) is subtracted from L1005.
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The conditional function is used to determine the value of L1007. If L1006 is

greater than TAXEARN, L1007 is equal to TAXEARN; if not, L1007 is equal to
L1006.

The result of the entire formulaisthe result of its last line. In this case the
result is based on aconditional. In this case if L1007 is less than zero, the

result of the formulaiszero. If L1007 is greater than zero, that is the result of
the formula.
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FormsViewer

Enhanced Payroll Tax Reporting

Open Systems has partnered with Aatrix Software to bring you
enhanced payroll tax reporting via FormsViewer, an interactive
application that streamlines tax reporting to save you time.
FormsViewer works by pulling your accounting data from
OSAS and placing it into the tax forms that you file with the
appropriate authorities. Once the dataisin the form, itis
completely editable, and color coded areas alert you when data
is required or where data can be changed. After approving the
form, you can then print and send it, or use the Aatrix eFile
service to electronically file the tax information.

This appendix introduces FormsViewer, details how it works
with OSAS to generate tax forms from your accounting data,
and describes how to use FormsViewer to generate tax reports
if you use OSASon UNIX, Linux, or Mac OS X. Finally, the
appendix ends with tips that you should keep in mind when
working with tax reports.
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How FormsViewer Works with OSAS

When you ingtall FormsViewer, the Enhanced Payroll Tax Codes function
(page 11-29) and the Enhanced Payroll Tax Reports function (page 9-3) are
added to the OSAS Payroll application. The first function matches the tax codes
OSAS uses with those used in FormsViewer so that tax reports are generated
correctly. The second produces atext file from Payroll check history for use with
FormsViewer and prompts you to select the tax form to create.

After you select the form, OSAS automatically launches FormsViewer (if you
use Windows) and opens that form. FormsViewer pulls datafrom the file and
placesit in the correct locations in the tax form, then presents you the compl eted
form for editing and approval. After you' ve approved the form, you can print it
and send it to the appropriate tax authority or use Aatrix’s optiona eFile service
to electronically file the tax information.

If you do not save check history in OSAS, the Enhanced Payroll Tax Reports
function generates ablank file. FormsViewer will still open and generate areport,
but the report will be blank; you will need to enter all information manually. For
best results, make sure to set the Payroll Save check history? option to Yes.

FormsViewer works only on Windows. If you use UNIX, Linux, or Mac OS X,
you heed to have at |east one Windows workstation on which to install
FormsViewer. Creating tax formsin amixed environment is atwo step process.
First, use OSAS on UNIX, Linux, or Mac OS X to create thefile, and saveitto a
diskette or a network location. Second, from the Windows workstation, launch
FormsViewer, and use FormsViewer’s tools to open the file from the diskette or
network location and create atax form. See “UNIX, Linux, or Mac OS X File
Import” on page D-11 for more information.

Registering FormsViewer

When FormsViewer opens the first time, it automatically opensin demonstration
mode. This mode is fully functiona (that is, there are no restrictions when you
use FormsViewer in demonstration mode), but registration messages appear
when you open FormsViewer and a“DEMO” watermark is printed on all tax
formswhen you print them. After you register FormsViewer, these messages and
watermark no longer appear, allowing you to file the reports you print.
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Registration for FormsViewer isvalid for one year. To activate or renew your
subscription and receive forms as they are updated, you need to enter a
registration key. Contact your Open Systems software provider for subscription
information or to obtain aregistration key.

To register FormsViewer, click Register on the dialog box that appears after you
launch FormsViewer to open aform. Enter your registration code and click
Enter, then click Done to return to the form you generated.

Although you can print out the forms you create with OSAS and FormsViewer
and send them to the appropriate tax authorities (depending on the state; some
states require you to file electronically. Check your state’s regulations carefully.),
you can also use Aatrix’s optional eFile service to electronically file the
information. When you use eFile, you can file faster, reduce deadline worries,
and eliminate the hassle of paper forms and magnetic media.

Before you can use eFile, you need to sign up with Aatrix and establish an ID and
password.

Manually Verify Tax Reports

Payroll

Due to differences between required information on reports and the way OSAS
records information, you need to manually verify or enter some required
information on the reports FormsViewer generates from your OSAS data.

The information you need to verify and enter includes pay period beginning and
ending dates and the number of employees reported in check runsfor state
unemployment insurance. Because OSA S does not record thisinformation, it will
not be pulled into the reports you generate, and must be entered manually. See
“Notes’ on page D-15 for more information.

In addition, be sureto check the W2 formsyou create in FormsViewer closely. If
you manually change information in the Employee History functionin OSAS,
the vaues on these forms may not be correct. See “W2 Forms” on page D-16 for
more information.
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Aswith al information that you file with tax authorities, check the tax reports
you generate carefully for accuracy. Although the information is pulled from
OSAS, it ispossiblefor it to be incorrect due to data entry errors or invalid
transactions. Because the reports you generate with FormsViewer are editable,
simply type in the correct information when you notice an incorrect va ue.

Payroll
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Installing FormsViewer

If you use OSAS on Windows, the FormsViewer isinstalled automatically in the
\progPA\EPTR directory when you install Payroll. Data and related files and
programs are stored in the \progPA\EPTRDATA directory.

If you use OSAS on UNIX, Linux, or Mac OS X, the Enhanced Payroll Tax
Reports function (page 9-3) and its components are automatically installed when
you install Payroll. However, the FormsViewer application itself is not—
FormsViewer works only on Windows. If you use OSAS on UNIX, Linux, or
Mac OS X, you need to manually install FormsViewer on a Windows
workstation that is separate from your OSAS system.

When you install FormsViewer on a separate Windows workstation, all
FormsViewer files are stored in the directory you specify during installation
(rather than in the \progPA directory asin the OSAS combined installation).

Follow these steps to install FormsViewer on a Windows workstation:

1. From aWindows workstation, start the operating system, and log in (if
necessary).

2. Inserttheinstallation CD-ROM into the drive. Theinstallation screen should
appear automatically. If it does not, do the following:

¢ Click Start and select Run.

¢ When the Run dialog box appears, type the | etter of the CD-ROM drive,
acolon, and abackslash. Then type autorun to start the installation
program. For example,

e:\autorun

e Click OK to launch the installation program.

D-5



APPENDIX D « FormsViewer Installing FormsViewer

3. Whentheinstallation screen appears, double-click Install Enhanced Payroll
Tax Reporting Viewer to launch the installation program.

SAS Enhanced Payroll ¥7.01

OPEN SYSTEMS® Accounting Software
.

Install Enhanced Payroll Tax Reporting Viewer

4. Whenthe OSAS Enhanced Payroll Tax Reporting Welcome screen appears,
click Next.

0SAS Enhanced Payroll Tax Reporting DZ|

Welcome to the InstallShield Setup Wizard.

The InztallShield® wWizard will install the 0545 Payroll Tax
Feporting software on your computer.

Itiz strongly recommended that you exit all programs
before running this Setup program.

Click Cancel to quit Setup and then close any programs
you have running. Click Mest to continue with the Setup
progranm.

Cancel
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Read the license agreement carefully, then click Accept to continue.

0SAS Enhanced Payroll Tax Reporting

License Agreement
Fleaze read the following license agreement carefully. '

Prezz the PAGE DOWH key to see the rest of the agreement.

SOFTWARE LICENSE AGREEMENT ~

PLEASE READ THIS LICENSE AGREEMENT CAREFULLY BEFORE LUSING THIS
SOFTWARE. BY CLICKING THE “"ACCEPT" BUTTON OR BY USING THIS
SOFTWARE, YOU AGREE TO BECOME BOUND BY THE TERMS OF THIS LICENSE.
IF*¥0U DO NOT AGREE TO THE TERMS OF THIS LICENSE, CLICK. THE "DECLINE"
BUTTON, DO NOT USE THIS SOFTWARE, AND PROMPTLY RETURM IT TO THE
PLACE WHERE vOU DBTAINED IT FOR & FULL REFUND.

v

Do you accept all the terms of the preceding License Agreement? If you choose Decline, the

zetup will cloze. Toinstall 05A5 Enhanced Paproll Tax Reporting, you must accept this
agreement.

< Back Accept | Decline |

Change the installation directory, if necessary, by clicking Browse and

navigating to the directory in which you want to install FormsViewer. Click

Next to continue.

0SAS Enhanced Payroll Tax Reporting

Choose Destination Location
Select folder where Setup will install files. '

Setup will inztall D5AS Enhanced Payroll Tax Reporting in the Destination folder.

Ta install to this folder, click Mext. To install to a different folder, click Browse and select
another folder.

Destination Folder

[r:%Program Files\OSASEPTRY
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7. Changethefolder in which to create a shortcut to FormsViewer and its
importer on the Start menu, if necessary, and click Next to continue.

0SAS Enhanced Payroll Tax Reporting

Select Program Folder
Fleaze select a program folder.

Setup will add program icons ta the Program Folder listed below. You may type a new folder
name, or select one from the Existing Folders list. Click Next to continue.

Program Faolder:
0545 Enhanced Payroll Tax Reporting

Existing Folders:

Administrative Tools
GenbBl Windows Client
General 6.0 Server
0545

0545 w7.0

Startup

< Back Mest > | Cancel |

The installation program begins copying and installing files. A status screen
appears to show you the installation’s progress.

0SAS Enhanced Payroll Tax Reporting

Setup Status

0545 Enhanced Payroll Tax Reporting Setup iz performing the requested operations.

[:%Program Files\OSASEPTRYwec_05AD20.dI

I— 29%

Cancel
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8. When theinstallation completes successfully, the Install Shield Wizard
Complete screen appears.

0SAS Enhanced Payroll Tax Reporting

InstallShield Wizard Complete

The InzstallShield Wizard has successfully installed DSAS
Enhanced Payroll Tax Reporting.  Click Finish to exit the
wizard.

I~ *es, | want to view the User's Manual [.pdf fils).

Finsh | |

Select the check box if you want to view the manual and click Finish to
compl ete the installation.

9. After completing the installation, double-click the OSAS Enhanced Payroll
Tax Reporting icon on your desktop (or launch it from the Start menu) to
open the FormsViewer importer. Use the importer to select the file to useto
create and process tax reports. See page D-11 for more information.
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UNIX, Linux, or Mac OS X File Import

FormsViewer works only on Windows. If you use OSAS on UNIX, Linux, or
Mac OS X, you need to install FormsViewer on a Windows workstation separate
from your OSAS system, then save the file you create to a diskette or network
directory and import the file on the Windows workstation. After you’ ve imported
the file, you can useit to process tax forms.

Follow these stepsto import the file you created with OSAS on UNIX, Linux, or
Mac OS X into FormsViewer on a Windows workstation:

1. After creating the file with OSAS, save that file to a diskette or network
directory. The message that appears at the bottom of the Enhanced Payroll
Tax Reports screen lists the directory in which the fileis saved.

2.  Moveto the Windows workstation on which you installed FormsViewer
(and insert the diskette into the drive, if necessary).

3. Double-click the OSAS Enhanced Payroll Tax Reports shortcut on the

desktop (or select OSAS Enhanced Payroll Tax Reports from the Start
menu) to launch the FormsViewer importer.
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4. When the selection screen appears, click Change Company.

Enhanced Payroll Tax Reports - [no company selected]

Change Company

Priocess Reports E

Previous Reports .

Prezz to open a previous report | 1142342004

5. If thefile you want to work with is already listed when the Company
Selection screen appears, select that file and click OK.

Company Selection

Select a company that you have previously opened. then
click OK. Or click Browse... to locate a different company.

X' Ccancel K Browse...

If the file you want to work with is not listed, click Browse. When the Open
dialog box appears, navigate to the directory containing the file you created
with OSAS on UNIX, Linux, or Mac OS X and click Open.

After you click Open, you are returned to the Company Selection screen and
the file you selected is listed. Click OK to continue.

6. When the selection screen reappears, click Process Reports.
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7.  When the Report Selection screen appears, select the report information.

Enhanced Payroll Tax Reports Selection

DEED-1/1D Reports
DEED-E74 Report Peri
15 Report

wiorksheet A [1st - 3rd Qtrg] g 10/ 1/2004 :lv

Wworksheet B (Quarterly)
Wworksheet C [Annual) e 11/15/2004 =

Usze thiz to report new hire
information.

SHow . ? o
Report Exit X Help 9

¢ IntheReport Selection box, select the type of report to work with. If
you select State, select the state for which to create the report.

e Select the report you want to create from the middle of the screen.
¢ Usethe boxeson the right side to select the dates for the report.

¢ Click Show Report to create the report and open FormsViewer.
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Opening

Saved
Reports

D-14

After you click Show Report, FormsViewer opens, pullsthe information the
report requires from the file you selected, and generates the report

I 084S Enhanced Payroll Tax Reporting - MN New Hire Report Ex
Fle Edit Wiew Company Help

Review | Edit My Copy State Copy 0
e 1
P T \ = o
Ll ' [ 1\, Red Fields must be filled before continuing. 2] ‘ =g L—‘
1 page Prev Step NestStep Print Save

Minnesota New Hire Reporting Form

Effective July 1, 1996 Minnesota Statute 256998 reguires all Minnesota Employers, both public and private, to report all
newly hired, rehired, or returning to work employees to the State of Minnesota withhin 20 days of hire or rehire date
Inforration about new hire reporting and online reporting is available on our website: www.mn-newhire.com

Send completed forms to: To ensure the highest level of accuracy, please print neatly in ™
Minnesota Mew Hire Reporting Center capital letters and avoid contact with the edges of the boxes.
PO Box B4212 The following will serve as an example:
St. Paul, MN 55164-0212
Faw: (551) 227-4591 or tollfree fax (300) 692-4473 | A ‘ B | = ‘ | 1 | 2 | 3 |
e GBT172004

EMPLOYER INFORMATION
Federal Employer 10 Number (FEIN) (Piease use the seme FEIN a5 the lsted employee’s quartenly wages wil be reported under)
‘77 ‘ ‘7777777
Employer Name:
‘EUILDERS SUPPLY ‘

Employer Address(Please indicate the addiess where the Income Withholding Orders showld be sent]
[1157 vALLEY PaRR DR |

Employer City: Employer State:  Zip Code (& digit)
‘SH.AKOPEE ‘ |MN ‘ ‘55379 ‘
Employer Phone: Extension: Employer Fax
(952) 496-2465 ‘ i R ‘(952) 496-2495 | L
For Help, press F1 DRAFT  Page 1 of 1 UM

Use the FormsViewer tools and commands to verify and complete the form.

Follow these steps to open areport you saved previously in FormsViewer:

1. Follow steps 3-5 above to open the FormsViewer importer and select thefile

to work with.
When the sel ection screen reappears, click Previous Reports. When the

Open Report dialog box appears, select the report you want to work with and
click Edit.
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Notes

Due to differences between required information on reports and the way OSAS
records information, you may need to manually verify or enter some required
information on the reports FormsViewer generates from your OSAS data. The
information you need to verify and enter includes pay period beginning and
ending dates and the number of employees reported in check runsfor state
unemployment insurance.

Pay Period Beginning and Ending Dates

Some state reports require that you enter the pay period beginning and ending
dates when you file the report. However, OSAS does not save the pay period
beginning and ending dates you enter when you generate checks to history
(instead, OSAS saves only the generated check date to history). You need to
verify and manually enter these dates when you generate the report.

Number of Employees

Some states require that employees must be still employed by a given date in the
month (generally the 12th, but laws vary from state to state) to qualify for state
unemployment insurance for that month. However, OSAS does not track the
number of employeesin apayroll run as of agiven date. OSAS does track the
number of employeesin apayroll run, but you must verify (and manually
change, if necessary) the number of employees for state unemployment reports.
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To create W2 forms with FormsViewer, OSAS pulls information both from
Payroll check history (for the mgjority of the values) and from employee history
(for example, the value printed in box 8 that OSAS does not track). Because you
can manually change any of the employee history values using the Payroll
Employee History function without those changes appearing in check history,
you nheed to check the W2 forms you generate using FormsViewer closely to
verify these values.

For example, you can manually change an employee’s federal tax amounts using
the Employee History function in Payroll. However, because federal tax values
are pulled from check history when you generate W2s, and not from employee
history, the values printed on the W2 will not reflect your manual changes and
could be incorrect.

To ensure that the values that are tracked by OSAS are correct, use the Manual
Checks function in Payroll to enter adjustments to correct values that arein
error. When you use the Manual Checks function, Payroll check history is also
updated, meaning that your changes will be reflected in the W2s you generate.

The values that OSAS does not track (Allocated Tips, for example) are dways
drawn from employee history to generate W2 forms. Since these values are not
calculated by OSAS and must be manually entered (and therefore do not appear
in check history), there should be no discrepancy between thisvalue in OSAS
and the value printed on the W2.
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Numerics

100% Use Auto, 10-35

401(k), 3-16, 7-11, 11-18
match, B-2

457 plans, 9-37, 10-36

457xxx table, 3-12, 10-75, 10-77

941 Workshest, 3-9, 9-58
function, 9-31
sample, 9-34

942
reporting, 9-37

A

access code
company-specific, 3-25
setting up, 3-6, 3-25
what to protect, 3-25
access codes
changing, 1-22
command, 1-22
entering, 1-22
setting up, 3-30, 3-31
Accrual Adjustments
function, 6-25
accrual of vacation/sick time option,
3-28
accruals of vacation and sick time, 6-14
ACH file, 1-17, 6-41, B-5
adding
employee record, 3-18, 10-1
scheduled deductions, 10-13
tables, 10-76
transactions, 5-9
address
company, 3-17
Address Lookup, 1-32, 1-37

address mapping, 1-32, 1-37
addresses, 1-32, 1-37
ADJIMNxxx table, 3-12, 10-75, 10-78

setting up, 3-12
adjusted hire date, 10-5
advance EIC payments, 10-36
adignment form

printing checks, 6-30
dlocation

daily method, 2-9

history method, 2-9

method of, 2-9

monthly method, 2-9

split methods, 2-10
alphabetical sorting, 3-2

of numbers, 3-2
audit report

for W-2 forms, 9-48

B

back up
all files at once, 3-26
before
closing last year, 3-26
periodic maintenance, 3-26
posting checks, 3-26
posting expenseto GL, 3-26
posting transactions, 3-26
before closing last year, 9-61, 9-62
before periodic maintenance, 9-59
before posting checks, 6-62
before posting expense to GL, 9-16
before rolling up leave balances,
9-51
datafiles, 3-26
diskettes, 3-26
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initial balances, 3-23
programs, 3-26
schedule, 3-26
setting up, 3-6
using operating system commands, 3-26
using Resource Manager, 3-26
when to, 3-26
backing up
datafiles, 3-31
operating system commands, 3-31
programs, 3-31
Resource Manager, 3-31
Backup function, 3-31
balances
setting up initial, 3-6, 3-21
bank information, 3-17
Bank Reconciliation
interface with Direct Deposit, 1-18
Payroll interface, 3-7, 3-8
batching, 1-18
BBx program, 10-99, 10-100
bonus, 11-13
Browse, 1-32
BRTRxxx file, 6-59

C

Calculate Checks
affect on department records, 10-55
changing, 6-11
function, 6-3
log, 6-7
multiple checks, 6-3
recalculating checks, B-4
restricting access to, 3-25
Change Fields
sample log, 10-105
screen, 10-101
changing
calculated checks, 6-11
earning information, 10-31
employee record, 3-18, 10-1
employee’ s pay rate, 10-10
factors, 10-14
manual checks, 6-11

IX-2

scheduled deductions, 10-13
tables, 10-76
withholding information, 10-31
check, 3-16
alignment, 3-7
calculation, 6-3
forms, 3-9
history, 3-9, 3-20, 3-21, 7-13, 7-17
printing, 3-17
recalculating, B-4
voiding, 3-9, B-3
Check History Register, 1-18, 3-9, 7-13
sample, 7-14
Check Register
function, 6-43
sample, 6-44
checks
printing on forms, 3-28
Checksfile, 1-16
Checks Log
printing, 6-30
sample, 6-31
Circular E, 10-18, 10-35
codes
access codes, changing, 1-22
establishing aformat, 3-3
setting up, 3-1
sorting, 3-2
Codes Maintenance, 1-4
commands
access code, 1-22
flags, 1-36
hot keys, 1-36
Proceed (OK), 1-2
commission, 11-13
company
access codes for, 3-25
deductions
setting up, 3-5
Company Address, 3-17, 10-61, 10-62, 10-64
company name on checks option, 3-28
company-specific table, 10-76
conditionals, C-5, C-7
conversion
alocating QTD figuresto MTD fields, 2-9
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before converting, 2-5, 2-6
set up table PASOCNVT, 2-6
setup considerations, 2-6
converting to OSASversion 7.5, 2-11
Copy Recurring Entries
function, 5-21
copying
employee salary information, 10-3
employee tax information, 10-3
sample table, 10-76
Create Direct Deposit File
function, 1-17, 6-41
Create Prenctification File
function, 1-19, 9-11
creating prenotification file, 3-30

D

daily tasks, 1-16
Daily Work, 1-4
data
entering, 3-29
data dictionaries, 2-1, 2-3
Data File Conversion
function, 2-5, 2-11
Data File Creation
function, 2-2, 2-4
datafiles
backing up, 3-26
conversion, 2-6
date fields, 1-31
DCB, 9-37, 10-35, 10-95, 11-18
DCBxxx table, 3-12, 10-75, 10-79
DDDIxxx file, 1-16
DDVHxxx file, 1-16
DDVKxxx file, 1-16
Deduction Codes
editing for manual checks, 6-16
entering for manual checks, 6-16
Deductions, 3-15, 3-16, 5-19
adding, 11-18
changing factors, 10-14
editing, 11-18
excluding, 3-14
formulanames, 10-98
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formulas, 10-12, 10-97
function, 11-17
information, 10-39
log, 11-22
overriding factors, 10-14
record of, 7-13
using the same number twice, 10-13
Deductions List
function, 13-11
sample, 13-11
deferred compensation, 3-16, 10-40, 11-18, B-4
Degree Descriptions, 3-17, 10-61, 10-62, 10-65
Delete
department record
with GL balance, 10-56
division record, 10-56
employee record, 10-1, 10-2
history, 9-60
manual checks, 6-14, 6-19
prior-year files, 9-61
table, 10-76
department 1Ds, 3-16
department records
information stored in, 10-55
Department Report, 3-16
function, 9-13
sample, 9-14
Departments, 3-16
deleting with GL balance, 10-56
function, 10-55
posting to, 3-10
setting up, 3-5
dependent care benefits, 9-37, 10-35, 10-95, 11-18
Depreciation Tables List
list, 10-105
Detail Leave Report
function, 7-15
sample, 7-15
Direct Deposit
before you install, 2-3
function, 10-51
installation, 2-3
setting up, 3-27
system requirements, 2-3
Direct Deposit file, 1-16
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transmitting, B-5
Direct Deposit periodic tasks, 1-18
Direct Deposit work flow

daily tasks, 1-16

periodic tasks, 1-18
divisionID, 3-16
divisions, 3-16, 10-55

E

Earned Income Credit, 3-14
Earning Codes, 11-13
adding in manual checks, 6-14
deductions, 3-16
departments, 3-16
editing in manual checks, 6-14
excluding, 3-14
function, 11-9
setting up, 3-5, 3-11
Earning Codes List
function, 13-9
sample, 13-9
Earning Exclusions, 11-19
Earning Types
bonus, 11-13
changing, 11-13
commission, 11-13
fringe, 11-11, 11-13, 11-14
function, 11-13
miscellaneous, 11-13
overtime, 11-13
preset, 3-10
regular earnings, 11-13
screen, 11-14
setting up, 3-5, 3-10
sick, 11-11, 11-13, 11-14
tips, 11-11, 11-13, 11-14
vacation, 11-11, 11-13, 11-14
earnings
in employee history, 2-9
information, 10-37
Earnings and Deductions Report
function, 7-5
sample, 7-5
Edit
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scheduled deductions, 10-13
Edit Register
function, 6-21
sample, 6-23
Education Report
function, 8-13
sample, 8-13
eFile, D-3
EIC, 3-14, 6-60, 10-18, 10-36, 10-82, 10-83
EIC tax table, 3-12, 10-95
EME, 3-14
Employee Birthday Report
function, 8-7
sample, 8-7
Employee Deductions History
inquiry, 4-16
screen, 10-39
Employee Detail List
function, 12-5
sample, 12-6
Employee Direct Deposit Information
function, 12-11
setting up, 3-30
Employee Earnings History, 2-9
screen, 10-37
Employee Federal Tax History
inquiry, 4-17
screen, 10-41
Employee History, 3-20
changing, 10-1, 10-46
function, 10-31
setting up, 3-6, 3-22
Employee History Inquiry
function, 4-13
Employee Inquiry, 1-4
Employee History, 4-13
General Information, 4-3
Personnel Information, 4-11
Salary Information, 4-5
Tax Information, 4-7
Employee Labels
function, 12-9
sample of standard size, 12-9
Employee Local Tax History
inquiry, 4-19
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inquiry screen, 4-19
screen, 10-45
Employee Miscellaneous History, 10-33
editing, 10-34
inquiry, 4-14
Employee State Tax History
inquiry, 4-18
inquiry screen, 4-18
screen, 10-43
Employees, 3-18
changing earnings or withholdings, 10-1
E-Mail Addresses, 10-6
Factor Entry window, 10-14
Federal Tax Information, 10-17
FICA withholding, 3-14
function, 10-1
Genera Information, 3-18, 10-3
Local Tax Information, 10-20
Personnel Information, 3-18, 3-19, 10-21
posting entries T-accounts, 6-60
Salary Information, 3-18
Scheduled Deductions window, 10-12
setting up, 3-5
State Tax Information, 10-18
Tax Information, 3-18, 3-19
withholding history, 2-9
employer
FICA, 3-14
liability information in manual checks, 6-17
Employer Bank Information, 3-17
setting up, 3-29
Employer Department Expense Report
function, 6-57
sample, 6-58
Employer’s Liability Report
function, 6-51
sample, 6-53
Employer’s Tax Guide, 10-35
Employer’s Tax Report
function, 6-49
sample, 6-50
employer-paid taxes/deduction option, 3-29
employer-paid withholdings, 3-14
Employment Anniversary Report
function, 8-9
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sample, 8-9
Enhanced Payroll Tax Codes, 11-29
Enhanced Payroll Tax Reports, 9-3, D-1
FormsViewer, 9-3, D-1
on UNIX, 9-7
on Windows, 9-4
tax codes, 11-29
text file, 9-3
Enter
manual checks, 3-22, 3-24, 6-11
entering data, 3-29
procedure, 3-29
tables, 3-30
EOA, 3-14
Equal Employment Opportunity classification, 10-4
excluding
deductions, 3-14
from deferred compensation, 10-40
from withholdings, 10-40
earning codes, 3-14, 11-11
from deductions, 11-19
exemptions 3-19, 10-17, 10-19, 10-20

F

F2 Inquiry
button, 1-32
flag, 1-37
F6 Maintenance
flag, 1-37
icon, 1-32
Factor Entry window, 10-14
factors, 4-6
entry, 10-14
for adeduction, 10-12
federal
tax amount information, 10-41
tax authority codes, 10-42, 11-6, 11-23
tax earnings, 10-41
tax information, 4-7
tax tables, 10-95
WitthIding, 3-11, 3-13, 3-14, 10-15, 10-95, 11-5
preset, 3-13
FEDM tax table, 3-12, 10-95
FEDS tax table, 3-12, 10-95
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FICA, 3-14, 3-20, 6-51, 7-13, 9-21, 9-22
tax table, 3-12, 10-95
tips, 10-36
File Maintenance, 1-4
files
backing up, 3-26
first or last name first option, 3-28
fixed withholding, 3-14, 3-15, 11-11
flags, in text mode, 1-36
forms for checks, 3-9
FormsViewer, D-1
creating forms on UNIX, 9-7
creating forms on Windows, 9-4
demonstration mode, 9-4
eFile, D-3
Enhanced Payroll Tax Codes function, 11-29
Enhanced Payroll Tax Reports function, 9-3
importing files from UNIX, D-11
installing for use with UNIX, D-5
registering, 9-4, D-2
formula
about, C-1
building, 10-97
calculations, C-5
conditionals, C-5, C-7
creating a program, 10-100
deductions, 10-12
examples, C-7
factors, 10-99, C-4
federal withholdings, C-7
for worker’s compensation, B-1
functions, C-1, C-5
locality code, 3-13
naming conventions, 10-98
operations, C-1, C-5
sample data path, 10-97
setting up, 3-5, 3-16
state code, 3-13
table of valid operations, C-5
tables lookup, C-5
tax authority setup, 11-7
variables, C-1, C-2
withholding, 10-15
Formula Maintenance
function, 10-97
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Formulas List
function, 12-13
FREQxxx table, 3-12, 5-2, 10-75, 10-79
screen, 10-80
setup, 3-12
fringe, 11-13, 11-14
FUT, 3-14
FUTA, 3-14, 3-20, 6-49, 6-51
FUTAXxXx tax table, 3-12, 10-95
FWH, 3-14, 11-25

G

Genera Information Inquiry
function, 4-3
Genera Ledger
last-year files, 6-39
Payroll interface, 3-7, 3-8
GL Account Audit Report, 12-25
GLDEPxxx table, 3-12, 10-75, 10-81
GLJRxxx file, 6-59, 6-62, 9-15, 9-16
GLPAY xxx table, 3-12, 10-75, 10-82
GLTIxxx table, 3-12
golden parachute payments, 9-37
graphical mode
drop-down menus, 1-29
function screens, 1-28
graphical main menu, 1-26
Inquiry button, 1-32
Maintenance icon, 1-32
MDI menu, 1-27
shortcut menu, 1-29
toolbars, 1-30
group codes, 3-19, 10-10
group term life insurance, 9-37, 10-35
GTLIxxx table, 10-75, 10-84

H

home department, 3-10
hot keys, 1-36

IDs
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establishing aformat, 3-3
setting up, 3-1
sorting, 3-2
include vacation/sick hoursin accrual calculation op-
tion, 3-28
incorrect miscellaneous entries
reversing, 5-2
incorrect time tickets
reversing, 5-2
initial balances, 3-21, 3-22, 10-31
setting up, 3-6
Inquiry (F2)
button, 1-32
flag, 1-37
Install Applications
function, 2-1, 2-3, 2-5
installation
local tax routines, 3-15
Payroll, 3-21
Payroll Tax Routines, 3-14
preparing data, 3-29
installing
Direct Deposit, 2-3
Payroll, 2-3
installing Payrall, 2-1
interfaces, 3-21
Direct Deposit, 3-27
Payroll and Direct Deposit, 3-27

J

Job Cost
Payroll interface, 3-7, 3-8
JOBSxxx file, 5-1
JOCDxxx file, 5-1
JOHIxxx file, 5-1

K

Key Date Report
function, 8-15
sample, 8-15

Payroll

L

Labor Classes, 3-18
function, 11-1
screen, 11-3
setting up, 3-5
Labor Classes List
function, 13-5
sample, 13-5
|aser forms, 3-9, 3-28
last or first name first option, 3-28
last-year files, 1-13, 5-17, 5-19, 5-27, 6-3, 6-63, 9-57
launching
OSAS in other operating systems, 1-21
OSASin Windows, 1-21
Leave Adjustments, 3-20
function, 10-49
setting up, 3-5
Lists
printing, 7-1, 8-1, 12-1, 13-1
LO1, 3-15
local tax
authority codes, 10-46, 11-6, 11-23
contributions information, 10-45
earnings, 10-45
information, 4-7
routines, 3-15
|local withholdi ng, 3-11, 3-13, 3-14, 3-15, 10-15, 10-20,
10-95, 11-5
local-other withholding, 3-15
LTXsslIm tax table, 3-12, 3-13, 10-96
LWH, 3-15, 11-25
LY extension, 9-57

M

magnetic media, 9-38, 9-41
output audit report, 9-48
main menu
graphical, 1-26
MDI, 1-27
navigating graphical, 1-26
navigating MDI, 1-27
navigating text, 1-33
text, 1-33
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toolbars, 1-31
Maintenance (F6)
flag, 1-37
icon, 1-32
Manual Checks
adding earning codes, 6-14
affect on department records, 10-55
calculated checks, 6-3
changing, 6-11, 6-12
unposted checks, 6-12
checkson file, 6-10
deleting, 6-12, 6-14, 6-17, 6-19
unposted checks, 6-12
earning code, 3-11
editing
deduction codes, 6-16
earning codes, 6-14
withholding, 6-17
entering, 6-11
deduction codes, 6-16
earning codes, 6-12
withholding, 6-17
erasing, 6-11
function, 6-9, 10-31, B-5
hours worked, 3-11
negative, 6-18
recalculating, 6-16
unfinished payday, 6-4
voiding, 6-18, 6-37
mapping, 1-32, 1-37
marital status, 3-13, 3-19, 10-17, 10-19, 10-20
Master File Lists, 1-5
Master Lists
printing, 7-1, 8-1, 12-1, 13-1
MAXV Sxxx table, 3-13, 10-75, 10-84
setting up, 3-12
MED, 3-14
Medicare, 6-49, 6-51, 7-13, 9-32, 9-37, 10-36
menus
drop-down menus, 1-29
graphical main menu, 1-26
MDI, 1-27
shortcut, 1-29
text main menu, 1-33

messages
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in text mode, 1-37
miscellaneous deductions, 7-9
Miscellaneous Deductions Journal

function, 5-19

sample, 5-20
miscellaneous entries

reversing incorrect, 5-2
miscellaneous payroll entries, 5-2, 5-27
modes

graphical, 1-25

text, 1-33
Monthly Withholding Report

function, 9-19

sample, 9-20
multilocal taxes, B-2
multiple checks, 6-3
multistate taxes, B-2

N

naming conventions
formulas, 10-98
navigating
graphical function screens, 1-28
graphical main menu, 1-26
MDI menu, 1-27
text function screens, 1-35
text main menu, 1-33
to directories and files, 1-32
negative
gross pay, 6-29
manual checks, 6-18
net pay, 6-29
Non-457 Plans, 9-37, 10-36
numbers
alphabetical sorting, 3-2

O

OAS, 3-14
OASDI, 3-20, 6-49, 6-51, 7-13, 10-36, 11-24
OP2xxx table, 10-75
operations
table of valid, C-5
option
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accrual of vacation/sick time, 3-28
first or last namefirst, 3-28
include vacation/sick hours in accrua calcula
tion, 3-28
Payroll transaction history, 3-27
post employer taxes/deductions, 3-29
post voided checks to Bank Reconciliation, 3-28
post voided checks to check history, 3-28
print company name on checks, 3-28
print company name on vouchers, 3-28
printing checks, 3-28
printing voucher stubs, 3-29
printing vouchers, 3-28
save check history, 3-28
time card calculator, 3-29
Options and Interfaces, 3-12, 3-22, 7-13, 7-17
screen, 3-8
setting up, 3-5, 3-7
shared or owned, 3-8
options and interfaces, 3-27
OPTxxx table, 10-75
OSAS
converting from 3.x and 4.x, 2-6
converting from version 5.x and earlier, 2-9
MDI menu, 1-27
modes, 1-25
graphical, 1-25
text, 1-33
setup considerations, 2-6
starting in other operating systems, 1-21
starting in Windows, 1-21
other pay, 5-2, 6-61
override
deductions, 5-6
factors, 10-14
pay, 3-19, 10-11
overtime, 11-13

P

PAS0CNVT table

purpose of, 2-6

set up before conversion, 2-6
PACDxxx file, 1-9, 1-12, 6-3, 9-57
PACExxx file, 1-9, 1-12, 6-3, 9-57
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PACHxxx file, 1-9, 1-12, 1-16, 6-3, 6-9, 6-37, 6-39,
6-59, 9-13, 9-57, B-3
PACOfile, 1-7, 3-5, 11-5, 13-7
PACTLxxx table, 3-12, 6-60, 9-57, 10-75, 10-86
PACWHxxx file, 1-9, 1-12, 6-3, 9-57
PADDxxx file, 1-7, 3-5, 9-57, 11-17
PADExxx file, 1-7, 1-12, 9-57, 12-5, 13-11
PADPxxx file, 1-7, 1-11, 1-13, 3-5, 5-27, 5-29, 9-13,
9-15, 9-16, 9-57, 10-55
PADXxxx file, 1-7, 9-57, 11-17
PAECxxx file, 1-7, 3-5, 9-57, 11-9, 13-9
PAEDxxx file, 1-9, 1-12, 1-13, 3-6, 4-13, 6-59, 7-5,
9-37, 9-57, 12-5
PAEExxx file, 1-10, 1-12, 1-13, 3-6, 4-13, 6-59, 7-5, 7-7,
9-19, 9-21, 9-25, 9-37, 9-57, 12-5
PAEGxxx file, 1-6, 1-12, 1-13, 3-5, 4-3, 4-13, 6-59, 7-5,
7-7,7-9, 7-17, 8-5, 8-7, 8-9, 8-11, 8-13, 9-19, 9-21, 9-25,
9-37, 9-38, 9-51, 9-57, 12-5, 12-9
PAEMxxx file, 1-10, 1-12, 1-13, 3-6, 4-13, 6-59, 9-21,
9-37, 9-38, 9-57, 12-5
PAEPxxx file, 1-6, 1-13, 3-5, 4-11, 8-5, 8-7, 8-9, 8-11,
8-13, 9-57
PAESxxx file, 1-6, 1-12, 9-57, 12-5
PAETxxx file, 1-8, 3-5, 9-57, 11-13
PAEWxxx file, 1-10, 1-12, 1-13, 3-6, 4-13, 6-59, 9-19,
9-21, 9-25, 9-37, 9-57, 12-5
PAEXxxx file, 1-8, 9-57
PAFMHDR file, 1-8, 3-5, 10-97
PAFMLIN file, 1-8, 3-5, 10-97
PAGDxxx file, 1-8
PAGHxxx file, 1-8
PAHCxxx file, 1-10, 1-12, 1-13, 6-37, 6-59, 7-13, 7-17,
9-31
PAHDxxx file, 1-10, 1-12, 1-13, 6-59, 7-13
PAHExxx file, 1-10, 1-12, 1-13, 6-59, 7-13
PAHVxxx file, 1-10, 3-5, 6-59, 7-15, 9-51, 10-49
PAHWxxx file, 1-10, 1-12, 1-13, 6-59, 7-13, 9-31
PAINxxx file, 1-8, 3-5, 9-27, 9-57, 10-61
PALCxxx file, 1-8, 3-5, 9-57, 11-1, 13-5
PARExxx file, 1-8, 9-55
PATB
copying to DDTB, 3-30
PATBxxx file, 3-5, 9-57, 12-23
PATGxxx file, 3-5
PATHxxx file, 1-10, 1-11, 1-12, 1-13, 5-27, 5-29, 6-37,
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7-9
PATPxxx file, 1-9, 1-11, 1-12, 5-27, 5-29, 6-3, 6-59
PATRxxx file, 1-9, 1-11, 1-12, 5-17, 5-19, 5-27, 5-28,
6-37, 9-13
PATXxxx file, 3-5, 9-58, 10-95
PAWIxxx file, 1-8, 3-5, 9-58, 11-23, 13-13
PAWXxxx file, 1-9, 9-58, 11-23
Pay Period Deduction Report
function, 6-55
sample, 6-56
Paycheck Received Report
function, 6-45
sample, 6-46
Paycheck Received Report function, 1-18
Payday Work, 1-5
Payroll
before converting, 2-5
before youingtall, 2-1
converting to version 7.5, 2-11
installation, 2-1, 2-3, 3-21
installing new version before converting, 2-5
interface
Bank Reconciliation, 3-7, 6-37, 6-38, 6-59,
6-60
Genera Ledger, 3-7, 6-37, 6-59, 6-60, 6-62,
6-63, 9-15, 9-16, 10-58, 10-59, 10-81,
10-82, 11-18
Job Codt, 3-7, 5-1, 5-8, 5-27
preparing to ingtall, 3-1
setup considerations, 2-6
system requirements, 2-1
Payroll Information, 3-17
function, 10-61
setting up, 3-5
Payroll Information List
function, 12-17
sample, 12-17
Payroll Posting Log
sample, 5-29
Payroll Reports, 1-5
Payroll Tax Routines, 3-14, 3-19
Payroll transaction history option, 3-27
Payroll Transactions
adding, 5-9
editing, 5-4
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function, 5-1
initial balances, 3-22
Periodic Maintenance
deleting history, 9-60
function, 9-57
Periodic Processing, 1-5
periodic tasks
procedures, 1-18
Personnel Information Inquiry
function, 4-11
Personnel Reports, 1-5
Personnel Roster
function, 8-11
sample, 8-11
Post Checks
before posting, 6-62
before voiding, 6-38
function, 1-18, 6-59
log, 6-64
update
earning information, 10-37
federal earnings, 10-41
local earnings, 10-45
state earnings, 10-43
Post Expense to GL
function, 9-15
log, 9-17
T-accounts, 9-15
Post Transactions
function, 5-27
log, 5-29
post voided checks to Bank Reconciliation option,
3-28
post voided checks to check history option, 3-28
posted checks
voiding, 6-37
Posting
prepost checklist, 5-27
prenotification file
setting up, 3-30
Print Checks
alignment form, 6-30
function, 6-29
log, 6-31
restarting, 6-30
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restricting access to, 3-25
print company name on vouchers option, 3-28
Print Direct Deposit V ouchers

function, 1-17, 6-33
printing

checks, 3-9, 3-17, 6-29
printing checks option, 3-28
printing on laser forms, 3-28
printing voucher stubs option, 3-29
printing vouchers option, 3-28
prior-year files

deleting, 9-61
Proceed (OK) command, 1-2
productivity reports, 1-14
Profit Sharing Census

function, 7-17

sample, 7-17
programs

backing up, 3-26
Purge Recurring Entries

function, 9-55

Q

quarter-end maintenance, 9-58, 9-59
Quarterly Employer’s Tax Report
function, 9-21
sample, 9-23
quarterly reports, B-4
Quarterly State Unemployment Report, 10-63
function, 9-27
sample, 9-29
Quarterly Withholding Report
function, 9-25
sample, 9-26

R

recurring
deductions
setting up, 3-6
time tickets
setting up, 3-6
Recurring Deductions List
function, 12-21

Payroll

sample, 12-21
Recurring Entries
function, 10-67
Recurring Time Ticket List
function, 12-19
sample, 12-19
Remove Prior Year Files
function, 9-61
reports, 1-5
Resource Manager
backing up, 3-31
Data File Conversion function, 2-5, 2-11
Data File Creation function, 2-2, 2-4
Install Applications function, 2-1, 2-3, 2-5
Options and Interfaces, 3-27
restarting Print Checks, 6-30, 6-34
reversing
incorrect miscellaneous entries, 5-2
incorrect time tickets, 5-2
right-click menu See shortcut menu, 1-29
Roll Up Leave Balances
function, 9-51
sample log, 9-53

S

Salary Information Inquiry
function, 4-5
Salary Review Report
function, 8-5
sample, 8-5
save check history option, 3-28
Scheduled Deductions, 4-5, 10-14
window, 10-12
scheduled deductions, 6-6
screens
graphical function, 1-28
graphical main menu, 1-26
navigating graphical, 1-28
navigating text function, 1-35
OSAS MDI menu, 1-27
text function, 1-34
text main menu, 1-33
SDI, 9-27
setting up
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access codes, 3-30, 3-31 SOTsstable, 3-12

Direct Deposit tables, 3-29 state withholding, 3-14

employee direct deposit information, 3-30 STSsstable, 3-12

employer bank information, 3-29 STXssm table, 3-12

options and interfaces, 3-27 SUTssxxx table, 3-12

prenctification file, 3-30 tables, 3-5, 3-11

tables, 3-30 tax authorities, 3-5, 3-13
setup, 3-1 tax groups, 3-5

457xxx table, 3-12 tax tables, 3-5, 3-11

access codes, 3-6, 3-25 TCALCxxx table, 3-12

ADJIMNxxx table, 3-12 USRDDxxx table, 3-12

backup schedule, 3-6, 3-26 USRDFxxx table, 3-12

checklist, 3-5 VACccxxx table, 3-12

company address, 3-17 W2CODE table, 3-12

company deductions, 3-5 W2CODE2 table, 3-12

DCBxxx table, 3-12 withholdings, 3-5, 3-13, 3-14

deductions, 3-15 setup steps, 3-29

degree descriptions, 3-17 shortcut menu, 1-29

departments, 3-5, 3-16 SICccxxx table, 3-12, 10-75, 10-87

earning codes, 3-5, 3-11 screen, 10-88

earning types, 3-5, 3-10 sick accruals, 3-9, 6-14, 6-25, 6-26, 6-27, 7-15, 9-51,

EIC table, 3-12 10-5, 10-11, 10-87

employee history, 3-6 sick leave, 10-49

employees, 3-5, 3-18 Sick Leave and Vacation Report

employer bank information, 3-17 function, 7-7

federal withholdings, 3-14 sample, 7-7

FEDM table, 3-12 sick time

FICA table, 3-12 deleting, 9-60

formulas, 3-5, 3-16 S01, 3-14

FREQxxx table, 3-12 S02, 3-14

FUTAXxxx table, 3-12 SO3, 3-14

GLDEPxxx table, 3-12 Socia Security Administration, 9-37

GLPAY xxx table, 3-12 Socia Security tax, 9-32

GLTIxxx table, 3-12 sorting

initial balances, 3-6, 3-21 alphabetical, 3-2

labor classes, 3-5, 3-18 codes and IDs, 3-2

leave adjustments, 3-5 principles of, 3-2

local withholding, 3-15 SOTsstax table, 3-12, 3-13, 10-96

LTXsslim table, 3-12 splitting earnings, 5-6

MAXYV Sxxx table, 3-12 starting

PACTLxxx table, 3-12 OSAS

payroll information, 3-5, 3-17 in other operating systems, 1-21

recurring deductions, 3-6, 3-24 in Windows, 1-21

recurring time tickets, 3-6, 3-24 state

SlICccxxx table, 3-12 other withholding, 3-14
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unemployment, 10-96
unemployment insurance, 3-14, 10-19
unemployment reports, 3-17, 10-62
Withholdings, 3-11, 3-13, 3-14, 10-15, 10-18, 10-35,
10-95, 10-96, 11-5
preset, 3-13
state tax
authority codes, 10-44, 11-6, 11-23
contributions, 10-43
earnings, 10-43
information, 4-7
tables, 10-96
STSsstax table, 3-12, 3-13, 10-96
STXssm tax table, 3-12, 3-13, 10-96
SUlI, 3-14, 3-20, 6-49, 6-51, 9-27
SUTssxxx tax table, 3-12, 3-13, 10-96
SWH, 3-14, 11-25

T

table of valid formula operations, C-5
Tables
457xxx, 3-12, 10-75, 10-77
adding or changing, 10-76
ADJIMNxxx, 3-12, 10-75, 10-78
company-specific, 3-30, 10-76
copying a sample, 10-76
DCBxxx, 3-12, 10-75, 10-79
deleting, 10-76
FREQxxX, 3-12, 10-75, 10-79
function, 10-75
GLDEPxxx, 3-12, 10-75, 10-81
GLPAY xxx, 3-12, 10-75, 10-82
GLTIxxx, 3-12
GTLIxxx, 10-75, 10-84
Lookup, C-5
MAXYV Sxxx, 3-12, 3-13, 10-75, 10-84
OWN, 3-12
PACTLXxxXx, 3-12, 10-75, 10-86
PATB, 3-30
setting up, 3-5, 3-11, 3-29, 3-30
SICcexxx, 3-12
TCALCxxX, 3-12, 10-75, 10-89
USRDDxxx, 3-12, 10-75, 10-90
USRDFxxx, 3-12, 10-75, 10-90
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VACcexxX, 3-12, 10-75, 10-91
TablesList
function, 12-23
sample, 12-23
T-accounts
for posting checks, 6-60
Post Expenseto GL, 9-15
Tax Authorities List
function, 13-7
sample, 13-7
Tax Authority Setup, 3-5, 3-13, 3-14, 3-15
function, 11-5
screen, 11-5
tax forms
creating on UNIX, 9-7
creating on Windows, 9-4
FormsViewer, D-1
Tax Groups
setting up, 3-5
Tax Information Inquiry
function, 4-7
tax reports, 9-3
Tax Tables
EIC, 3-12, 10-95
federal, 10-95
federal withholding, 3-11
FEDM, 3-12, 10-95
FEDS, 3-12, 10-95
FICA, 3-12, 10-95
function, 10-95
FUTAXxX, 3-12, 10-95
local withholding, 3-11
LTXsslIm, 3-12, 3-13, 10-96
setting up, 3-5, 3-11
SOTss, 3-12, 3-13, 10-96
state, 10-96
state withholding, 3-11
STSss, 3-12, 3-13, 10-96
STXssm, 3-12, 3-13, 10-96
SUTssxxX, 3-12, 3-13, 10-96
W2CODE, 3-12, 10-95
W2CODEZ2, 3-12, 10-95
TCALCxxx table, 3-12, 5-14, 10-75, 10-89
terminal-specific table, 10-76
terminated employees, 10-1, 10-2, 10-5
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text mode
command line, 1-37
commands, 1-36
flags, 1-36
function screens, 1-34
main menu, 1-33
messages, 1-37
third-party sick pay, 9-37
time card calculator, 3-9, 5-11, 10-89, B-3
time card calculator option, 3-29
Time Card Entry, 5-13
Time Ticket Journal
function, 5-17
sample, 5-18
time tickets, 3-11, 3-16, 5-17, 5-27, 10-55
for salaried employees, B-3
record of, 7-9
reentering, 6-37
reversing incorrect, 5-2
tips, 9-22, 10-35, 11-11, 11-13, 11-14
FICA, 10-36
toolbars, 1-30
function screens, 1-31
main menu, 1-31
transaction history, 3-8, 3-20, 3-21, 3-22, 5-27
Transaction History Report, 3-8
function, 7-9
sample, 11-22
Transactions
automatic batch numbers, 3-10
using batching, 3-10
transmitting ACH file, 1-17
transmitting direct deposit file, B-5

U

unemployment insurance, 3-14
user-defined |abels, 10-90

USRDDxxx table, 3-12, 8-15, 10-75, 10-90
USRDFxxx table, 3-12, 10-75, 10-90

Vv

vacation
accruals, 3-9, 6-14, 6-25, 6-26, 6-27, 7-15, 9-51,
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10-5, 10-11, 10-91
leave, 10-49
time
deleting, 9-60

Vacation and Sick Leave Report

function, 6-27

sample, 6-28
V ACcecxxx table, 3-12, 10-75, 10-91
Void Checks

audit log, 6-40

function, 6-37

manual checks, 6-37

marked in Check History Register, 6-37
voiding

checks, 3-7, 3-9, B-3

manual checks, 6-18

posted checks, 6-37

printed checks, 6-37
Voucher file, 1-16
Voucher History file, 1-16
voucher stubs

printing on forms, 3-29
vouchers

printing, 1-17

printing on forms, 3-28

voiding, B-5

w

W-2 Forms, 3-16, 10-1, 10-35, 11-18, 11-19, 11-25

alignment, 9-40

audit report, 9-48

closing last year, 9-61

federal withholdings, B-4

format, 9-39

magnetic media, 9-41
W2CODE tax table, 3-12, 10-95
W2CODE? tax table, 3-12, 10-95
withholding codes, 11-7

employee, 11-6

employer, 11-6
withholding formula names, 10-98
Withholding Report

function, 6-47

sample, 6-48
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Withholdings, 3-14, 3-16
additional, 10-19
calculating deductions, 10-97
Earned Income Credit, 3-14
employee FICA, 3-14
Employee Inquiry, 4-9
employer FICA, 3-14
employer-paid, 3-14
federal, 3-11, 3-13, 3-14, 10-15, 10-95, 11-5, 11-23,
11-25
fixed, 3-15
formulas, 10-15
function, 11-23
in employee history, 2-9
in manual checks, 6-17, 6-18
local, 3-11, 3-13, 3-14, 3-15, 10-15, 10-20, 10-95,
11-5, 11-23, 11-25
local-other, 3-15
order, 3-14
preset federal codes, 3-13
preset state codes, 3-13
record of, 7-13
setting up, 3-5
state, 3-11, 3-13, 3-14, 10-15, 10-18, 10-35, 10-95,
10-96, 11-5, 11-23, 11-25
state-other, 3-14
unemployment insurance, 3-14
worker’'s compensation, 3-15
Withholdings List
function, 13-13
sample, 13-13
worked department, 3-10
worker’s compensation, 3-15
formulafor, B-1
setting up codes, B-1
workstation date, 1-23

Y

year-end maintenance, 9-37, 9-57, 9-58, 9-59, 9-61
year-end tasks, 1-13
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