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Introducing The Payroll System

Using This Guide

Welcome

Sincethisisprimarily areference manual, we havetried to makeit easy for youto find
theinformation you need. It isimportant that you first read the 'I ntroduction' section of
this manual prior to proceeding further. It will familiarize you with data input
conventions using TOP, will help you to utilize 'On-Line Help', will explain printer
selection, how to use the TOP menu system and how to set up user servicesto benefit
your company.

This guide is divided into four parts:
Part 1: Introducing the Payroll System

The Payroll System includes provisions for flexible pay schedules, deductions, tax
tablesandtax reporting, vacation and sick |eave schedul es, worker'scompensation, W2
printing and wage distribution to the General Ledger.

Part 2: Defining the Payroll Control System

The Payroll Definition Menu allows you to customize your employee number format,
set up earning and miscellaneous deduction codes, view file sizing specifications,
establish federal and state tax tables, wage General Ledger distribution, sick and
vacation schedules and set menu password restrictions.

Part 3: Operating the Payroll System

Detailed information is contained for each employee in the Employee Masterfile.
Information includes personnel data, figuresfor year-to-date earnings, deductionsand
taxes.

Y ou can view all checksissued on the computer for each quarter of theyear. Monthly,
quarterly and yearly reporting for earnings and taxes can be produced on demand, as
well asemployee masterfilelists. W2 formsare printed before closing the current year.

ThePay Cyclefeatureallowsyouto run each payroll for morethan onetype of payroll,
such as, weekly, bi-weekly, semi-monthly, monthly and annually simultaneously.
Automatic application can be used to automatically generate time cardswith an option
to edit theinformation if need be. Federal and state taxes are automatically generated
and reflected on various formats. Employeetax information if listed at the end of each
payroll for worker's compensation, FUTA, SUTA, etc.

Labor hours and dollars can be posted directly to the Job Cost module by job number
and employee number.

Part 4: Payroll Options Menu

The Payroll OptionsMenu allowsyouto use the calendar and cal cul ator features, view
the General Ledger Chart of Accounts and display the employees by number or by
name.

9



Introducing The Payroll System
Payroll Menu Structure

| PRO/S

Setting:  Edit Print Help
Total order PTus 2000.d

Menu: MATN Your Company Mame Term: TO

Time: 2:53 PM Payrol Date: 07/24,/2000

Fayroll Main Menu
a Definition Menu

E. Payrall System Menu
C. Payraoll Report Menu

— PSR Options Menu 3.0
A. Calendar

. Calculator

. Chart of accts
Employees

. Employee by Nme

momm

Visual PRO/S HER ual PRO/S HEE
Settings  Edit Print  Help Settings Edit Print Help
Total order Plus 2000.d Total order Plus 2000.d
Manu: DEFIN Your Cnmpan{ Name Term: T0 Menu: REFORT Your Cnmpan{ Natte Term: T0
Time: 4:12 PM Date: 07/20/2000 Time: 12:35 PM Date: 07/24/2000
Payroll Report Menu
i, A Employee Cross-Reference List
B. Payroll Parameters B. Employee Masterfile List
C. File swzmg/nesumg
0. Earning code maintenance
E. Deduction code Maintenance
F. Tax Jurisdiction Code Maintenance
G, Tax Tahle Maintenance
H. Tax Rate and Distribution maintenance
I. G/L pistribution Interface
3. workers' Compensation Code Maintenance
K. Premium Rate Maintenance
L. vacation Schedule Maintenance
M. Union Code Maintenance
N, Earned Income Credit Table maintenance
0. Bank Account maintenance
P Password Maintenance .
Enter option (CTRLY = Help): [ ] Enter option (CTRL+Y = Help): []
[Visual PRO/S HEER [visual PRO/S [_To]x]
Seltings Edit Print Help Settings Edit Piint Help
Total order Plus 2000.d Total order Plus 2000.d Masimize
Menu: SYSTEN Yaur Company Name Term: T0 Menu: CYCLE Your Compary Name Term: T0
Time: 4:12 PM Payrol Dpate: 07/20/2000 Time: 4:13 PM Payrol pate: 07/20/2000
payroll s sen Menu — Pay Cycle Men ———————————————————
[T Perscnne -11e hateen: : [ ThanzTy
B. T venn B 05 DLa EMLry
C. Month-End Processing Menu C. Earnings Audit Report
0. Quarter-End Pracessing Menu D. Deductions Audit Report
E. Year-End Pracessing meny E. Data Entry Earmings Register
F. Data Entry Deductions Register
G. manual check pata Entry
H. Manual check Audit Report
1. Earnings Update
3. pre-check Register
K. Check print
L. Check Register
M. Check Upaate
W, Employer's Expense Report
Enter option (CTRL+Y = Help): [ ] Enter option (CTRL+Y = Helpd: [ ]

10



Introducing The Payroll System

isual PRO/S

Seings Edit Print Help
Total order Plus 2000.d

MEnU: MONTH

our cumpanx Name
Time: 4:13 Pm Payrol

Term: 7O
Date: 07/20/2000

Visual PRD/S
Seltings Edit Piint Help
Total order Plus 2000.d

wonth-End Processing Menu
’7 Hanth-End 1zaton
manthly Earnings Reqister
monthly workers' compensation Report
union Comtribution Report
Month-End Update
Check recanciliation

E.
[«
D.
E
F.

enter option (CTRL+Y = Help): []

Menu: QUART Your campan* Name Term: TQ
Time: 4:13 M Payrol pate: 07/20/2000
Quarter-End Processing Menu
’7 QU End Intialization
B. QUarterly Earnings Register
C. quarterly Tax STTus Report
D. quarterly 941 Report
E.

Quarterly W-2 Forms Print

enter option (CTRLFY = Helpy: []

isual PRO/S

Settings Edit Print Help
Total order Plus 2000.d

MEl: YEAR Your campanx Mane: Term: T0
Time: 4:13 pw pPayrol pate: 07/20/2000
n.
8.
C. Form 1089-MisC Formatter
0. Form 1099-Misc Print
E. Form W-Z Formatter
F. Form w-2 print
G.

Year-end Update

Enter option (CTRL+Y = Help): [ ]
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Payroll Definition Menu

Company Maintenance

Payroll Parameters

File Creation and Information

Earning Code Maintenance

Deduction Code Maintenance

Tax Jurisdiction Code Maintenance

Tax Table Maintenance

Tax Rate and Distribution Maintenance
G/L Distribution Maintenance

Worker's Compensation Code Maintenance
Premium Rate Maintenance

Vacation Schedule Maintenance

Union Code Maintenance

Earned Income Credit Table Maintenance
Bank Account Maintenance

Password Maintenance



Defining The Payroll System

Payroll Definition Menu

Overview

The Payroll Definition Menu lets you define your employee number format, system
parameters, view file sizing specifications, earning and miscellaneous deduction
codes, General Ledger account numbers for department distribution and maintain
annual tax tables for federal and state taxes.

Workman's compensation codes are assigned to each employee in order to provide
monthly and quarterly compensation reports.

Checks printed from the Payroll module are written to a bank reconciliation file in
combination with checks written in the Accounts Payable module. Thisallowsyou to
reconcile your bank statement at the end of each month.

Other featuresinclude the capability to calculate Earned Income Credit, 401K deduc-
tions, sick and vacation plans and shift differential premiums.

[l visual PRO/S [_ o] %]

Settings Edit Print Help
[— Total order Plus 2000.d
M

gnu: DEFIN vour Company Mame Term: TO
Time: 4:12 FM Payral pate: OF/20/2000

— Payroll pefinition
f.  Compamy Mastertile Malntenance
Fayroll Parameters
Fi elsizingfkesjzing
Earning cade maintenance
peduction Code Maintenance
Tax Jurisdiction Code Maintenance
Tax Table Maintenance
Tax Rate and pistribution mMaintenance

workers' Compensation Code Maintenance
Fremium Rate Maintenance

vacation schedule Maintenance

Union Code Maintenance

Earned Income Credit Tabhle Maintenance
Bank Account Maintenance

. Password Maintenance
nter option (CTRL+Y = Helpd: [ ]

A
]
C
D
E
F
G
H.
I. /L bistribution Interface
]
K
L
1
i
O
P
E
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Defining The Payroll System
Company Masterfile Maintenance

[l visual PRO/S BEER

Settings Edit Print Help
COMPANY MASTERFILE MAINTEMANCE

MAME:  Your Company hName
ADDRESS: 3646 E. Ray Road
Suite B16-128
Phoenix, AZ 85044
FEDERAL ID MNO:
STATE ID MO:

CITY ID MO:

IS THE DATA CORRECT? (CR-M)

Procedure
1. Choose Company Masterfile Maintenance from the Payroll Definition Menu.
2. 1sThe Data Correct? (Y)es, (N)o or (C)ancel:

Note: If you aresetting up your systemfor thefirst time, thename and
address fields will default from the company masterfile.

Type Y if the data displayed is correct. The system will return you to the Payroll
Definition Menu.

TypeN to enter your company nameand addressfor thefirst timeor to edit any changes.
Go to Step 3.

Type C to cancel and return to the Payroll Definition Menu without saving changes.
3. Company Name:
Type your company name up to thirty (30) characters and Enter.

Note: The company name prints on inventory reports and screen
headings.

4. Address:

14



Defining The Payroll System

Thecursor movestothefirst of four addresslines. Y ou can enter up to twenty-four (24)

characters on each line. Press the Enter key after you complete each line.

Note: The Federal, Sate and City | D numbersare'information only'
fields.

5. Federal 1D Number:

Type your federal tax ID number up to twelve (12) characters and Enter.
6. State ID Number:

Type your state tax |D number up to twelve (12) characters and Enter.
7. City ID Number:

Type your city tax ID number up to twelve (12) characters and Enter.

8. Is The Data Correct? (Y)es, (N)o or (C)ancel:

TypeY to accept the data and return to the Payroll Definition Menu.
Type N to return to the company name field for editing. Go to Step 3.

Type C to end and return to the Payroll Definition Menu without saving changes.

15



Defining The Payroll System
Payroll Parameters

Overview

The Payroll parameters tell the system the format of the employee number, decisions
of activating automati c application, sick and vacation schedul es, EIC tabl es, preprinted
check stock and check reconciliation. Thecurrent quarter and year i sestablished, multi-
state capabilities and year-to-date payroll history files for each employee.

Do not changetheitem code format after you have entered inventory items. Changing
these fields can cause data corruption.

Procedure
[l visual PRO/S [_ o] x]

Settings Edit Print Help
Your Company Mame
PAYROLL PARAMETERS

EMPLOYEE MO. FORMAT: SEGMENT SEG SEG
DESCRIPTION 3IZE TYPE
01,  Employee Number 3 M
02,
03,
04,
MASK © i

IS THE DATA CORRECT? (CR-N-EWD-LIST)

1. Choose Payroll Parameters from the Payroll Definition Menu.

Note: The parameter screen displays. If you areinitially setting up
the parameters, the cursor displaysat thefirst input field. If you are
reviewing the parameters, proceed to Step 36.

Employee No. Format:

Employee numbers can have up to nine (9) apha-numeric characters in up to four
segments. A mask (i.e. ##H##-##) showsyour finished format for employee number. The
mask is displayed using the# character for employee numbers and the block character
for apha-numeric item numbers.

2. Segment Description:

16



Defining The Payroll System

Type up to asixteen (16) description of thefirst segment of the employee number and
Enter.

3. Segment Size:

Segment sizeisthe number of digitsin the first sesgment. Type the segment size (1-9)
and Enter.

4, Segment Type:
Type N+ the Enter key if the segment is numeric.
Type A+ the Enter key if the segment is aphanumeric.

Note: Repeat steps 2 through 5 for each segment you define.
5.1s The Data Correct? (CR-N-END-LIST):
Pressthe Enter key if the segments are correct. Proceed to Step 6.
Type N+ the Enter key to edit the segments and return to Step 2.

Type END+ the Enter key to abort parameter maintenance and return to the Payroll
Definition Menu.

Type LIST+ the Enter key to print a hardcopy of the Payroll parameters.

[lvisual PRO/S [_To] x]

Settings Edit Print Help
TOUr Comparry Mame
PAYROLL PARAMETERS
1. IMTERFACE DIRECTLY TO GEMERAL LEDGER? (v-N) Y
2. G/L DIST. BY EMPLOYEE NO.? (¥-N) M
3., SEGMEMT MUMEER FOR DISTRIBUTION CODE:
4. SIZE OF DISTRIBUTICN CODE: 2
5. DISTRIBUTIOMN CODE DESCRIPTION: DEPARTMENT
6. CLOCK SORT OPTION USED? (¥-N)
7. PRECISION FOR EARMING RATES: (2 THRU 4)
8. SALARY EXPRESSED AS MONTHLY™ (Y—Nj
G, EARMED IMCOME CREDIT DEDUCTICN CODE:
10, IS AUTOMATIC APPLICATION USED? (Y-M)
11. IS VACATION SCHEDULE USED? (¥-N)
12, IS UNION CODE USED? (v-N)
13. IS THERE CHECK RECOMCILIATION? (v-M)
14, CHECK RECOMCILIATION ACCOUMT: (A THRU Z)
15. wW-2'S PRINTED QUARTERLY? (¥—N)
16. IS5 THERE PREPRIMTED CHECK STOCK? (¥-N)

=

< EPAEAAOE N

IS THE DATA CORRECT? (CR-M-EWD-LIST)

6. Interface Directly to General Ledger (Y-N):

Type Y+ the Enter key to post earning transactions to the General Ledger ( requires
General Ledger to be set up).

17
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Type N+ the Enter key to bypass the General Ledger interface.
7. G/L Dist by Employee No.? (Y-N):

Type Y+ the Enter key if a segment of the employee number is used to determine
distribution posting to the General Ledger. Proceed to Step 7.

Type N+ the Enter key if you do not want to use a segment of the employee number
for transactions. Proceed to Step 9.

8. Segment Number for Distribution Code:

Type the segment of the employee number that you want to use for distribution and
Enter.

Note: If you answered Y to parameter question 6, you must choose
which segment will be used to determine the G/L distribution.

9. Size Of Distribution Code:

This number automatically displays after answering parameter question seven (7).
10. Distribution Code Description:

Type up to a sixteen (16) character distribution code description and Enter .

Note: If youanswered Yto parameter question 6, youwouldtypically
use the title of the segment you are using for distribution. If you
answered N, you can usedivision or department for the description.

11. Clock Sort Option Used? (Y-N):
Type Y+ the Enter key if time clock numbers are assigned to your employees.
Type N+ the Enter key if you do not want to use the clock sort option.

Note: The clock sort option allows you to print time card labels and
employee lists by clock numbers.

12. Precision For Earning Rates (2 thru 4)::

Typethenumber of decimal pointsyouwant for employee'srateof pay (2-4) andEnter.
13. Salary Expressed as Monthly (Y-N):

Type Y+ the Enter key to be able to enter the employee's monthly salary rate.

Type N+ the Enter key not to use monthly salary rates.

Note: If you chooseto use monthly salary rates, the systemautomati-
cally divides the monthly amount to cal culate the type of pay cycle
you process, i.e. weekly, biweekly, etc.



Defining The Payroll System

14. Earned Credit Deduction Code:

Type zero (0)+ the Enter key if none of your employees are eligible for EIC Earned
Income Credit.

Typeadeduction codeyouwill usefor EIC deductionin'Deduction Code M aintenance'
on the Payroll Definition Menu and press the Enter key.

15. Is Automatic Application Used? (Y-N):

Type Y+ the Enter key if you want to activate the program that makes this option
available at the beginning of each pay cycle to automatically generate time cards for
salaried employees.

Type N+ the Enter key not to use automatic application.
16. Is Vacation Schedule Used? (Y-N):

Type Y+ the Enter key if you want the system to automatically calculate sick and
vacation time accrual per pay cycle.

Type N+ the Enter key not to automatically generate accruals.
17. IsUnion Code Used? (Y-N):

Type Y+ the Enter key to allow you to calculate union contributions and generate
monthly union reports.

Type N+ the Enter key not to use the union code program.
18. Is There Check Reconciliation? (Y-N):

TypeY +theEnter key if youwant to havethe payroll checkswriteto amonthly check
reconciliation file.

Type N+ the Enter key not to activate check reconciliation. Go to Step 20.
19. Check Reconciliation Account (A thru Z):

Type aletter for the payroll bank account code and Enter.

20. W-2's Printed Quarterly? (Y-N):

Type Y+ the Enter key to be able to print W2's quarterly.

Type N+ the Enter key not to print W2's quarterly.

Note: The systemwill delete terminated employeesduring 'Quarter-
End Processing' if this parameter is active. Otherwise, the W2's get
printed at the end of the calendar year.

21. Is There Preprinted Check Stock? (Y-N):

Type Y+ the Enter key if your company name and address are preprinted on your
payroll checks.
19
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TypeN+ the Enter key to havethe system print the company name and address on your
checks.

22. s The Data Correct? (CR-N-END-LIST):
Pressthe Enter key if the parameters are correct. Proceed to Step 23.
Type N+ the Enter key to edit the parameters and return to Step 6.

Type END+ the Enter key to abort parameter maintenance and return to the Payroll
Definition Menu.

Type LIST+ the Enter key to print a hardcopy of the Payroll parameters.

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Comparny Name
PAYROLL PARAMETERS

17. INC PREM HOURS IN UNION CONTRIBUTION? (v-N) N
18. CURRENT PAYROLL QUARTER: 03
159, CURRENT PAYROLL YEAR: 0o
20. MULTI-STATE PAYROLL? (v-N) ¥
21. LOCAL TAXES? (v-N) ¥
22. STANDARD STATE CODE: AZ
23. STAMDARD LOCAL CODE:

24, TAX DEDUCTION INQUIRY PASSWORD:

25. INC WAC EARNINGS IN WORKERS COMP? (v-N)
26. INPUT HOURS BASED ON DAY OF WEEK? (¥-N)
27. RETAIN YEARLY HISTORY? (¥-N)

28. LASER FORMAT CHECKS? (v-M)

28, STATE CODES W/MAX DISABILITY:

= <

IS THE DATA CORRECT? (CR-N-EWD-LIST)

23. Inc Prem Hours In Union Contribution? (Y-N):

Type Y+ the Enter key if you answered Y to union code in step 17 and you want
overtime hours to be included the union contribution calcul ation.

Type N+ the Enter key not to include overtime in union contribution calculation.
24. Current Payroll Quarter:
Type the current payroll quarter you are presently in and Enter.

Note: Quarter numbersare 1,2,3 and 4 and correspond to the end of
the month for March, June, September and December .

25. Current Payroll Y ear:




Defining The Payroll System

Type the last two digits of the current calendar year and Enter.

26. Multi-State Payroll? (Y-N):

Type Y+ the Enter key if your payroll process involves more than one state.
Type N+ the Enter key if your payroll isjust for one state.

27. Local Taxes? (Y-N):

Type Y+ the Enter key if your payroll includes any local taxes.

Type N+ the Enter key if your state is exempt from any local taxes.

28. Standard State Code;

Type atwo (2) character default state code for your state and Enter.

Note: Use the standard U S Postal Service abbreviations, such as,
AZ, NM, CA, etc.

29. Standard Local Code;

Type atwo (2) character default local code for your city and Enter.
Press the Enter key if you do not have alocal code.

30. Tax Deduction Inquiry Password:

Note: You can password protect access to employee's earnings and
tax records. The system will ask for this password before you can
view the screens that display the earnings information.

Press the Enter key if you do not want to enter a password.
31. Inc Vacation Earnings in Worker's Comp? (Y-N):

Type Y + the Enter key to include vacation earnings in the gross wages for worker's
compensation calculation.

Type N+ the Enter key if only regular and overtime earnings areto beincluded in the
worker's compensation calculation.

32. Input Hours Based On Day of Week? (Y-N):
Type Y + the Enter key to input hours for each day of the pay period.
Type N+ the Enter key to input total hours for the pay period.

Note: Thispromptwill display onlyiftheJob Cost moduleisinstalled
on your system.

33. Retain Y early Check History? (Y-N):

21
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Type Y+ the Enter key if you want to accumulate all checks written for the calendar
year.

Type N+ the Enter key if you do not want to accumulate check history.
34. Laser Format Checks:

Type Y+ the Enter key isyou are using laser check forms.

Type N+ the Enter key isyou are using preprinted check forms.

35. State Codes W/Max Disability:

Typeatwo (2) character state codefor each statethat imposesalimit on other taxesand
Enter. You can enter up to five state codes, side by side.

Pressthe Enter key if no state in your jurisdiction imposes a limit on taxes.
Press the Spacebar to remove a state code from the list.
36. Is The Data Correct? (CR-N-END-LIST):

Pressthe Enter key if the parametersare correct. The system will automatically create
the General Ledger interface and return to the Payroll Definition Menu.

Type N+ the Enter key to edit the parameters and return to Step 23.

Type END+ the Enter key to abort parameter maintenance and return to the Payroll
Definition Menu.

Type LIST+ the Enter key to print a hardcopy of the Payroll parameters.
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File Creation And Information

Overview

File Creation And Information lets you view individual data files in your Payroll
system. All of the datafiles are structured as multi-keyed files, which means that you
do not have to increase the size of the files because they are dynamic (automatically
increasein size asdataiswritten to each file). The screen displaysthe file description,
file name, key size, byte size of each individual record within the file and the number
of records used in each file.

[lvisual PRO/S BEE

Settings Edit Print Help
Tour COmpany Mame
File Creation and Information

FILE SIZE SPECIFICATIONS:

1. MAX MUMBER OF EMPLOYEES (w-2'S): 25
Z.  M&X NUMBER OF EMPLOYEES PER PAY CYCLE: 5
3, MiX NUMBER OF CHECKS PER MONTH: 200
4. MAX NO. OF MANUAL CHECKS PER PERIOD: 25
5. AVE NUMBER OF EARNINGS PER EMPLOYEE: 5.0
6.  AVG NUMBER OF DEDUCTIONS PER EMPLOYEE: 5.0
7. VG /L DISTRIBUTIONS PER EMPLOYEE: 5.0
8. TOTAL NUMBER G/L DISTRIBUTION CODES: 5
9, TOTAL MUMBER OF STATES: g
10. AVG NUMBER STATES PER EMPLOYEE: 1.0
14, TOTAL MUMBER OF VACATION SCHEDULES: 1
15, AWG WORKERS' COMP CODES PER STATE: 5

IS THE DATA CORRECT? (CR-M-EMD-LIST)
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Overview

The Earning Code Maintenance program allowsyou to set up different type of earning
plans for your employees. Earning types are usually regular wages, overtime wages,
vacation, sick, bonus, commission, etc.

Y ou also have to define how each type of earningsis calculated: by units (hours), by
percentage or by afixed amount. Y ou can define how the taxes should be calculated
for each earning: federal, state, both federal and state or no tax at all.

[l visual PRO/S [_ O] ]

Settings Edit Print Help
Your Company Mame
EARMIMG CODE MAINTEMWAMCE DATE: 07/ /20,2000

EARMINMG CODE: 01 DESCRIPTION: REGULAR

REPCRT TITLE: REGLLAR

EARMING TYPE (0-57: 0 W/H TAX CODE (v-5-E-N): ¥
FED Tax CODE (0-3): 0
STATE Tax CODE (0-3): 0

ALTERMATE CHECK CODE (A-E):
AUTOMATIC DEDUCTION CODE:

CALCULATION METHOD (U=UNIT,P=PERC,F=FIXED): U UNIT FACTOR: 1.00

I5 THE DATA CORRECT? (Y-MN-DELETE)

Procedure
1. Select Earning Code Maintenance from the Payroll Definition Menu.
2. Earning Code:
Type atwo (2) character numeric earnings code type and Enter.
Note: The Payroll allowsyou to set up to fifteen (15) earning codes.
3. Description:
Type up to asixteen (16) character earning code description and Enter.

Note: This description displays on all Payroll inquiry screens for
each earning.
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4. Report Title:

Typeatitlefor thisearning code of two (2) linesof ten (10) characterseach and Enter .
Note: Thistitleisprinted asa column heading on Payroll reports.

5. Earning Type (0-5):

Type aone (1) digit type code and Enter.

Note: Thebottomof your screen displaysthe earning type codesthat
need to be used for regular earnings, overtime earnings, vacation,
sick and miscellaneous. Miscellaneous type would be used for
commissions, travel expense, etc. so it won't affect earnings for
worker's compensation.

6. W/H Tax Code (Y-S-E-N):

TypeY+theEnter key if you want federal, state and local/city taxes are deducted for
this earning code.

Type S+ the Enter key if withholding taxes are calculated and a supplemental
calculation method is used (i.e. a percentage defined in 'Tax Table Maintenance') for
this earning code.

TypeE+theEnter key if nowithholding taxesareto be cal cul ated for thisearning code
but are still considered wages.

TypeN+theEnter key if nowithholding taxesareto becal cul ated for thisearning code
and earnings are not considered wages.

7. Fed Tax Code (0-3):

Type 0+ the Enter key if both employee and employer contribute to federal tax
deductions.

Type 1+ the Enter key if only the employee contributes to federal tax deductions.
Type 2+ the Enter key if only the employer contributes to federal tax deductions.

Type 3+ the Enter key if there should be no federal tax deductions for the employee
or the employer.

8. State Tax Code (0-3):

Type O+ the Enter key if both employee and employer contribute to state tax
deductions.

Type 1+ the Enter key if only the employee contributes to state tax deductions.
Type 2+ the Enter key if only the employer contributes to state tax deductions.

Type 3+ the Enter key if there should be no state tax deductions for the employee or
the employer.
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9. Alternate Check Code (A-E):
Type aletter A-F if this earning needs to print on a separate check and Enter.

Note: You can print up to six (6) checks for each employee per pay
cycle using alternate check codes. Any earnings that are given the
same alternate code will print on the same check separate fromthe
default check. Otherwise, the systemwill print a separate check for
each alternate check code. For example, an employee may want to
have his bonus, vacation pay, etc. be separate from their default
check for tax purposes.

10. Automatic Deduction Code:
Type a deduction code and Enter.
Press the Enter key if you are not defining the earnings as an automatic deduction.

Note: For most ear ningsthisfield should beleft blank. You can label
an earning type to be deducted after taxes by entering a miscella-
neousdeduction codeinthisfield. Thisdeduction must already be set
up in 'Deduction Code Maintenance' on the Payroll Definition
Menu. Besureto set up theear ning and deduction codewiththesame
calculation method. For example, if the earning cal culation method
is (F)ixed, the deduction must also be (F)ixed.

11. Calculation Method (U=Unit, P=Percent, F=Fixed):

TypeU+theEnter key if thisearning codeisbased on unit of measure(i.e. hours, etc.).
Type P+ the Enter key if this earning code is based on a percentage of earnings.
Type F+ the Enter key if this earning code is a fixed amount.

12. Unit Factor:

Type a unit factor if you selected U in Step 11 (i.e. 1.0 for regular earnings, 1.5 for
overtime earnings) and Enter.

Type apercentage of earningsin ##.00 format if you selected Pin Step 11 and Enter.
Type afixed amount in the format of ###.00 if you selected Fin Step 11 and Enter.

Note: If each employee has a different fixed amount, leave the
amount field zero.

13. Is The Data Correct? (Y-N-DELETE):

Type Y+ the Enter key if the earning code is correct. Return to Step 2.

Type N+ the Enter key to edit the information. Return to Step 3.

Type DELETE+ the Enter key to remove the earning code and return to Step 2.
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Deduction Code Maintenance

Overview

The Deduction Code Maintenance program allows the user to establish special
deductions, other than taxes, that you will routinely subtract from your employee's
payroll checks. Deductions usually include insurance, employee advances, 401K, etc.

Y ou also define how often the deduction should be made and how the deduction is
calculated, such as, fixed amount, percentage of gross earnings, percentage of net pay,
etc.

[l visual PRO/S [_ O] x]

Settings Edit Print Help
Your Company Mame

DEDUCTION CODE MAINMTEMANCE DATE: 07/20,/2000
DEDUCTION CODE: 02 DESCRIFTION: 401K
REPORT TITLE: 401K

DEDUCTION PERIODS (12345): 12345
DEDUCTION LIMIT: .00

CALC METH (U=UMIT/HOUR,F=FI®ED $,N=MET %): & % OF GROSS: .00
{WAGE PERCENTS: P=REGULAR,G=GROSS)

DEDUCTION TAX STATUS EXEMPT CODE: F

IS THE DATA CORRECT? (¥-M-DELETE)

Procedure

1. Select Deduction Code Maintenance from the Payroll Definition Menu.
2. Deduction Code:

Type atwo (2) character numeric deduction code type and Enter.

Note: The Payroll allows you to set up to fifteen (15) deduction
codes.

3. Description:
Type up to a sixteen (16) character deduction code description and Enter.

Note: This description displays on all Payroll inquiry screens for
each deduction..
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4. Report Title:

Type atitle for this deduction code up to two (2) lines of ten (10) characters each and
Enter.

Note: Thistitle is printed as a column heading on certain Payroll
reports.

5. Deduction Periods (12345):

Typethenumber of payroll periodsyou want thisdeduction subtracted fromthe payroll
check and Enter.

Note: The numbers 1 through 5 represent the possible payroll
periods in a month, with a minimum of one per month (monthly
payroll) and a maximum of five (weekly payroll). If you want this
deduction to be subtracted on every payroll, enter 12345. For
example, if you have a semi-monthly payroll, you would enter 12. A
monthly payroll would be only 1.

6. Deduction Limit:

Typethemaximum deduction limit and Enter or pressthe Enter key if thereisnolimit
for this deduction.

7.CalculationMethod (U=Unit/Hour, F=Fixed $, N=Net %, Wage Percents: P=Regular,
G=Gross):

Type U+ the Enter key if the amount of this deduction is based on hours worked.
Type F+ the Enter key if this deduction is afixed amount.

Type N+ the Enter key if this deduction is based on a percentage of the net check
amount.

Type P+ the Enter key if the amount of this deduction is based on a percentage of
regular earnings only.

TypeG+theEnter key if theamount of thisdeductionisbased on apercentage of gross
earnings.

8. Deduction Tax Status Exempt Code:

Type N+ the Enter key if the amount of this deduction is never subtracted from
earnings considered taxable.

TypeF+ theEnter key if theamount of thisdeduction is subtracted from taxable gross
earnings before calculating federal withholding tax only.

Type S+ the Enter key if theamount of thisdeduction is subtracted from taxable gross
earnings before calculating state withholding tax only.
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Type C+ theEnter key if theamount of thisdeduction isaways subtracted from gross
taxable earnings before any and all taxes are calculated for any jurisdiction.

Type X+theEnter key if theamount of thisdeduction isaways subtracted from gross
taxable earnings before any and all federal taxes are cal culated but your state does not
consider this deduction exempt from all taxes.

TypeA+theEnter key if theamount of thisdeduction isaways subtracted from gross
taxable earnings before any withholding taxes are calculated.

9. Is The Data Correct? (Y-N-DELETE):

Type Y+ the Enter key if the earning code is correct. Return to Step 2.

Type N+ the Enter key to edit the information. Return to Step 3.

Type DELETE+ the Enter key to remove the earning code and return to Step 2.

29
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Tax Jurisdiction Code Maintenance

Overview

The Tax Jurisdiction maintenance program allows you to set up the tax code for
Federal, State and any Local tax, if applicable. Y ou must define how withholding tax
will be calculated for each jurisdiction and workman's compensation programs.

Y ou must first set up the Federal jurisdiction, followed by the State and then any local
tax codes. Once these jurisdictions are set up and a Payroll has been processed, you
should not delete any tax jurisdiction records.

[l visual PRO/S [_ o] x]
Settings Edit Print Help
¥OUr COmMpany Mame
TAX JURISDICTION CODE MAINTERARZE DATE: 0F/24/2000
FEDERAL CODE: UNITED STATES

STATE CODE:

WITHHOLDIMG TAX CALCULATION STERPS:

STEF: 0L. 01 ANMUALIZE
02, 03 DEPENDENT EX
03, 07 Tax TABLE

VALID STEPS:

01 ANNUALIZE 05 DEPEMDENT ExX (% PERC OF FED
02 SUBTRACT FED 06 w/HOLDING EX 10 MO Tax

03 STAMDARD DED 07 Tax TABLE

04 PERSOMAL Ex 08 SURTAX

IS5 THE DATA CORRECT? (Y-MN-DELETE)

Procedure
1. Choose Tax Jurisdiction Code Maintenance on the Payroll Definition Menu.

2. Federal Code:
Press the Enter key to set up the federal tax jurisdiction code. Proceed to Step 5.

Note: The systemwill prompt you for atitle of the jurisdiction code,
such as United States.

3. State Code:

Typeatwo (2) character state tax jurisdiction code and Enter or type ?+ the Enter key
to display the State Code Selection window.
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Note: Usethestandard USPostal Servicetwo-letter abbreviationfor
state codes. Systemwill prompt you for a statetitle for thistax code.

Press F8 to return to the Payroll Definition Menu.
4. Loca Code:

Note: Thisfield displaysonly if you answered yesto Local Taxes?in
the 'Payroll Parameters on the Payroll Definition Menu.

Type atwo-letter abbreviation for the local tax jurisdiction (city, municipality, etc.)
and Enter. System will prompt you for alocal tax title for this tax code.

5. Withholding Tax Calculation Steps:

Note: The bottom half of your screen displays the possible calcula-
tion steps you can assign to a tax jurisdiction code. The processing
stepsareappliedinthesameorder that they are entered. These steps
are processed during the 'Earnings Update' on the Payroll Pay
Cycle Menu.

Type the number for each applicable step and Enter.

Press F4 after assigning all of the steps for this tax code.

6. Is The Data Correct? (Y-N-DELETE):

Type Y+ the Enter key if the tax datais correct. Proceed to Step 7.

Type N+ the Enter key to edit the tax information. Return to Step 2.
Type DELETE+ the Enter key to remove this tax code. Return to Step 3.

Note: Thefollowingisan explanation for each of thetax calculation
steps defined in Sep 5:

Annualize: Gross pay is converted to an annual figure before
withholding taxes are calculated. All pay cycles will be converted
fromweekly, monthly, semi-monthly, etc. to an annual figure. Taxes
are calculated on the annual figure and then converted back to each
pay cycle amount.

Subtract Federal: The amount of federal income taxes due is
subtracted fromthetaxablegrossincomebeforetaxesarecal culated
for thisjurisdiction. An amount or percentagewill beenteredin'Tax
Table Maintenance'.

Standard Deduction: A standard deduction is allowed per tax
payer. An amount or percentage and a mini murm/maxi mumamounts
will be entered in the next entry screen.
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Personal Exemption: Personal exemptionsareallowed and will be
enteredinthenext entry screen for the maximumexemptionsallowed
and the amount for one personal exemption..

Dependent Exemption: Dependent exemptions are allowed and
will be entered in Step ?? for the maximum number of dependents
allowed and the amount for one personal dependent.

Withholding Exemption: Withholding exemptionsareallowed and
you will enter the deduction amount for one dependent exemptionin
Sep ?2.

Tax Table: Tax tables are used to cal cul ate the taxes due. You will
enter thetablein 'Tax Table Maintenance' on the Payroll Definition
Menu.

Surtax: An additional surcharge is added for the tax calculation.
The surcharge amount will be entered on the next entry screen.

Percent of Federal: Thetaxesdue arebased on a percentage of the
federal income taxes paid. The percentage rate will be entered in
'Tax Table Maintenance' on the Payroll Definition Menu.

No Tax: No income taxes are paid for thisjurisdiction.
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[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame

TaX JURISDICTION CODE MAINTERARCE DATE: 0OF/24,/2000
FEDERAL CODE: UWITED STATES
STATE CODE:
EMPLOYEE Tax 1: S0 SEC EMPLOYVER Tax 1: S0C SEC
Tax 2: MEDICARE Tax 2 MEDICARE

WAC OR TAX 3: FUTA

MAax MO, OF DEFEMDENT EXEMPTIONS: 10
DEDUCTION PER DEPENDENT: 2800, 00

FEDERAL MIMIMUM WAGE: .00

IS THE DATA CORRECT? (¥-M-DELETE-LIST)

7. Employee Tax 1:

Type the name of any tax, other than withholding tax, that the employee paysfor this
jurisdiction and Enter.

Note: For thefederal jurisdiction, type SOC SEC for social security
tax.

8. Employee Tax 2:

Type the name of any tax, other than withholding tax, that the employee paysfor this
jurisdiction and Enter.

Note: For the federal jurisdiction, type MEDICARE for Medicare
tax.

9. Employer Tax 1:

Type the name of any tax, other than withholding tax, that the employer paysfor this
jurisdiction and Enter.

Note: For thefederal jurisdiction, type SOC SEC for social security
tax.

10. Employer Tax 2:

Type the name of any tax, other than withholding tax, that the employee paysfor this
jurisdiction and Enter.

Note: For the federal jurisdiction, type MEDICARE for Medicare

tax. 33
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11. W/C or Tax 3:

Type uptoan eight (8) character namefor theworkers compensation program for this
jurisdiction and Enter (i.e. W/C INS).

Note: For the federal jurisdiction, enter FUTA for Federal Unem-
ployment Tax.

Press the Enter key if workers' compensation is not applicable for this jurisdiction.

Note: The next six prompts may or may not display according to
which tax calculation steps you selected in Step 5.

12. Max No. of Dependent Exemptions:

Type the maximum number of dependent exemptions allowed and Enter.
13. Deduction Per Dependent:

Type the amount of deduction allowed per dependent and Enter.

14. Max No. of Personal Exemptions:

Type the maximum number of personal exemptions allowed and Enter.
15. Can Persona Exemption Exceed Dependents? (Y-N)

Type Y+ the Enter key if the number of personal exemptions claimed can exceed the
number of dependent exemptions claimed.

Type N+ the Enter key if the number of personal exemptions cannot exceed exemp-
tions claimed.

16. Deduction Per Withholding Exemption:

Type the deduction amount allowed for each withholding exemption and Enter.
17. Surcharge Percentage:

Type the surcharge percentage amount and Enter.

18. Federal Minimum Wage:

Type the amount of the federal minimum wage and Enter (optional).
19. Is The Data Correct? (Y-N-DELETE-LIST):

Type Y+ the Enter key if the tax datais correct. Proceed to Step 3.
Type N+ the Enter key to edit the tax information. Return to Step 7.
Type DELETE+ the Enter key to remove thistax code. Go to Step 3.
Type LIST+ the Enter key to list the tax jurisdictions to a printer.
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Tax Table Maintenance

Overview

The Tax Table Maintenance program sets up the withholding tax calculation figures
and tables for each tax jurisdiction you established in "'Tax Jurisdiction Code Mainte-
nance'. The Federal tax tables are entered from the annual tablesin the yearly Circular
E sent out by the federal government. State tax tables should be provided to you from
your state government and local taxes from your city government.

Tables should be maintained every year before a payroll is run for the new year or
whenever tax dollars or percentages are updated.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
Your Company Mame

TAX TABLE MAINTENANCE DATE: 08,/03,/2000
© TAX CODE FEDERAL:  STATE: ks KANSAS STATE
TABLE MO: 01 SINGLE/HEAD OF HOUSEHOLD
LOW IMCOME EXEMPTION LIMIT: 100. 00
STAMDARD DEDUCTION CODE (P=PERC F=FIXED]: F
STANDARD DEDUCTION AMOUNT: 2000, 00
PERSOMAL EXEMPTION AMOUNT: 22.15
PERCENTAGE OF FEDERAL TAX: 5. 00%
SUPPLEMENTAL TAX RATE: 1. 00%

15 THE DATA CORRECT? (¥-M-DELETE-LIST)

Procedure

1. Choose Tax Table Maintenance on the Payroll Definition Menu.
2. State: Enter Code-CR for Federal-LIST-END:

Press the Enter key to input single and married federal tax tables.

Type a two-letter abbreviation for a state you entered in 'Tax Jurisdiction Code
Maintenance' and Enter or type ?+ the Enter key to display the State Code Selection
window.

Type LIST+ the Enter key to list the tax tables to a printer.

Type END+ the Enter key to return to the Payroll Definition Menu.
35
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3. Table No:

Type atax table number and Enter or type ?+ the Enter key to display the Tax Table
Number Selection window.

Note: The systemwill prompt you for a title for thistax table. Type
uptoathirty (30) character titleand Enter. Only ten (10) characters
of the title will display on other screens.

4. Low Income Exemption Limit:
Pressthe Enter key if there are no exemption limits.
Typetheincomelevel below which employees do not have taxes deducted and Enter .

Note: Thenext four promptsmay or may not display accordingtothe
steps you selected in "Tax Jurisdiction Code Maintenance'.

5. Standard Deduction Code (P-Perc, F=Fixed):

Type P+ the Enter key if the amount of the allowed standard deduction is based on a
percentage.

Note: The systemwill prompt you for thelower limit, upper limit and
percentage rate.

Type F+ the Enter key if the standard deduction is a fixed amount.

Note: The system will prompt you for the fixed amount of the
standard deduction.

6. Standard Deduction Amount:

Type the amount of the standard deduction and Enter.

7. Personal Exemption Amount:

Type the amount of the personal exemption and Enter.

8. Percentage of Federal Tax:

Type the rate used for the percentage of federal tax calculation and Enter.
9. Supplemental Tax Rate:

Type atax percentage rate to use when not using the usual tax calculation steps and
Enter (i.e. 20%).

Note: The next two (2) steps display only if you selected 'Subtract
Federal' as a calculation step for this jurisdiction code.

10. Limit on Subtract Federal Withholding? (Y-N):
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Type Y+ the Enter key if thereisamaximum limit for the federal withholding figure
that is subtracted to calculate taxes for thisjurisdiction. Y ou will be prompted for the
amount.

Type N+ the Enter key if thereis no maximum limit for this jurisdiction.
11. Subtract Federal Withholding (P=Perc, F=Fixed):

Type P+ the Enter key if the amount of federal withholding to subtract is based on a
percentage of the federal withholding figure. Y ou will be prompted for the amounts.

TypeF+theEnter key if theamount of federal withholding to subtractisafixed figure.
Y ou will be prompted for the amount.

12. IsThe Data Correct? (Y-N-DELETE-LIST):
Type Y+ the Enter key if the tax datais correct. Proceed to Step 3.
Type N+ the Enter key to edit the tax information. Return to Step 4.

TypeDEL ETE+theEnter key toremovethistax codeformthesystem. Returnto Step
3.

Type LIST+ the Enter key to list the tax table information to a printer.
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[l visual PRO/S [_ o] x]

Settings  Edit Print Help

YOUr COMparty Name

TAX TABLE MATINTENANCE DATE: 07/24/2000

TaX CODE  FEDERAL: STATE: UNITED STATES
TABLE NO: 02 MARRIED

SEQ AT LEAST LESS THAN AMOUNT  PLUS  FPERC

0l B4 50, 00 48400, 00 15.00%

0z 48400, 00 101000, 00 025250 28, 00%

03 L1000, ao 1EE00G0, G 21020, 50 31, 00%

04 166000, 00 292800, 00 41170, 50 36, 00%

05 292800, 00 AMD OVER. .. 86854, 40 30, 00%

IS THE DATA CORRECT? (¥-M-DELETE-LIST)

13. At Least:

Type the minimum earnings for the first step and Enter.

Press F4 to end table input limits and proceed to Step 15.

14. Percent:

Type the percent of tax to be calculated for this earnings range and Enter.

Note: Thesystemwill automatically cal culatethefiguresfor theLess
Than and Amount columns. You can enter up to fifteen (15) lines of
earnings limits. For higher salaries, the system calculates the
amount of taxes based on the last percentage entered.

15. IsThe Data Correct? (Y-N-DELETE-LIST):

Type Y+ the Enter key if the tax datais correct. Proceed to Step 3.

Type N+ the Enter key to edit the tax information. Return to Step 13.
Type DELETE+ the Enter key to remove this tax code. Return to Step 3.
Type LIST+ the Enter key to list the tax table information to a printer.
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Tax Rate and Distribution Maintenance

Overview

The Tax Rate and Distribution Maintenance program is used to enter General Ledger
account numbers for your accrual liability accounts for payroll. You have to define
percentage rates and maximum contribution amounts for any employee or employer
taxes you defined in 'Tax Jurisdiction Code Maintenance'.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame

TAX RATE AND DISTRIBUTION MAINTEMANCE DATE: 07/24,/2000
Tax CODE  FEDERAL: STATE: UNITED STATES
COMPANY IO MO B9-123456
G/l ACCOUNT RATE TAX LIMIT

WITHHOLDING TAX: 205-000
EMPLOYEE TAX: S0C SEC 204-000 6,20 % F6200.00

MEDICARE 204-000 1.45 % 0095095,00
EMPLOYER TAX: S0C SEC 204-000 6,20 % Fa200.00

MEDICARE 204-000 1.4% %  000509,00

FUTA, 207-000 LBO % 7000, 00

IS THE DATA CORRECT? (¥-M-DELETE-LIST)

Procedure

1. Choose Tax Rate and Distribution Maintenance on the Payroll Definition Menu.
2. State: Enter Code-CR for Federal-LIST-END:

Press the Enter key to access the federal distribution information.

Type a two-letter abbreviation for a state you entered in "Tax Jurisdiction Code
Maintenance' and Enter or type ?+ the Enter key to display the State Code Selection
window.

Type LIST+ the Enter key to list the tax distribution to a printer.
Type END+ the Enter key to return to the Payroll Definition Menu.
3. Company ID No.:

Type the company identification number for thistax jurisdiction and Enter.
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Note: The company ID number will print on pay cycle reports and
W2 forms at the end of the year.

4. Withholding Tax:

Typethe General Ledger account number for the withholding tax for thisjurisdiction
and Enter or type ?+the Enter key to display the Account Number Selection window.

Note: If you areaccessing thefederal distribution record, youwould
enter the G/L account number for federal withholding tax. All state
jurisdictionswill have their own state withholding tax G/L account
numbers.

5. Employee Tax / Employer Tax:

Typethe General Ledger account number for thistax jurisdiction and Enter or type ?+
the Enter key to display the Account Number Selection window.

Note: The headings that you established in 'Tax Jurisdiction Code
Maintenance' for each jurisdiction will display on your screen:

The federal record will prompt you to enter the Social Security,
Medicare and Federal Unemployment (FUTA) G/L account nunm-
bers, along with the percentage rate and tax limit for each account
number. This information is provided in your Circular E at the
beginning of each year.

Each state record will display the headings you established in "Tax
Jurisdiction Code Maintenance'. The staterecordswill prompt you
to enter Sate Unemployment (SUTA), Workers Compensation, SDI,
etc. G/L account numbers,, along with the percentage rate and tax
limit for each account number. Thisinformationisprovided by each
state government and workers' compensation rates are provided by
your carrier.

6. IsThe Data Correct? (Y-N-DELETE-LIST):

Type Y+ the Enter key if the tax datais correct. Return to Step 2.

Type N+ the Enter key to edit the tax information. Return to Step 3.
Type DELETE+ the Enter key to remove this tax code. Return to Step 2.

Type LIST+ the Enter key to list the tax account number distribution information to
aprinter.
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G/L Distribution Maintenance

Overview

This program allows you to enter General Ledger liability and expense account
numbersfor distribution of payroll expenses. Accountsareestablished for earningsand
voluntary deduction codes, cash account, employer's payroll expense and worker's
compensation for each department within your company. If you do not have depart-
mental breakdown of payroll earnings and expense, use the Company Control record
00 for all departments.

[l visual PRO/S [_ o] %]
Settings Edit Print Help
YOuUr Comparny Mame
/L DISTRIEUTION INTERFACE DATE: 07/24/2000
DEPARTMENT 10 DESCRIPTION: OFFICERS SALARIES
PASSWORD MULTI w/C7 Cv-M): ¥
ACCRUED PAR: 102-000 EMPLR TX ExP: &17-000
P/R CASH: 102-000 W/C TAX ExXP:  620-000
EARMIMG EXPENSE:
1. REGULAR 619-000
02. OVERTIME 618-000
03, WVACATION 519-000
04, COMMISSION £19-000
05, SICK PAY 619-000
0&. LIFE INS &14 -000
07. BOMUS 519-000
15 THE DATA CORRECT? (¥-M-DELETED

Procedure
1. Choose G/L Distribution Maintenance on the Payroll Definition Menu.
2. Division/Department Code (Enter Code-LIST-END):

Note: If youareusingthisprogramfor thefir st time, the code number
of 00 automatically displays along with the description 'Company
Control'. Thisis a default record that cannot be deleted from the
system. There must be at |east one department code set up for payroll
earnings/deductions G/L distribution.

Type a department/division number and Enter.
Type LIST+ the Enter key to print the distributions to a printer.

Type END+ the Enter key to return to the Payroll Definition Menu.
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3.I1sThisA New Entry? (Y-N):

Type Y+ the Enter key to continue to set up this division/department. Go to Step 4.
Type N+ the Enter key to return to Step 2.

4. Description:;

Type up to atwenty-eight character division/department description and Enter.

5. Multi W/C? (Y-N):

Type Y+ the Enter key if employees are ever covered by more than one workers
compensation program during a single payroll cycle.

Type N+ the Enter key if employees are not covered by more than one workers
compensation code in a payroll cycle.

Note: If you set up more than one division/department code, the G/
L account numbers from the Company Control record display on
your Sscreen.

6. Accrued P/R:

Typetheliability account number for the accrued payroll account and Enter or type ?+
the Enter key to display the Account Number Selection window.

Press the Enter key to accept the default account number from Company Control.

Note: This account number must be the same for all divisions/
departments.

7. PIR Cash:

Type the asset account number for the payroll cash account and Enter or type ?+ the
Enter key to display the Account Number Selection window.

8. Emplr Tax Exp:

Type the employer tax expense account number and Enter or type ?+ the Enter key
to display the Account Number Selection window.

Press the Enter key to accept the default account number from Company Control.
9. W/C Tax Exp:

Typethe expense account number for worker's compensation and Enter or type ?+the
Enter key to display the Account Number Selection window.

Press the Enter key to accept the default account number from Company Control.
10. Earning Expense:

Note: The earning codes you set up in 'Earning Code Maintenance'
display on your screen with their descriptions.
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Typetheexpenseaccount number for each earning codeand Enter or type ?+theEnter
key to display the Account Number Selection window.

Press the Enter key to accept the default account number from Company Control.
12. Is The Data Correct? (Y-N-DELETE):

Type Y+ the Enter key if the distributions are correct. Proceed to Step 13.

Type N+ the Enter key to edit the information. Return to Step 4.

Type DELETE+ the Enter key to removethisrecord form the system. Return to Step
2.
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[l visual PRO/S [_ O] %]

Settings Edit Print Help
Your Company Mame

G/L DISTRIEUTION INTERFACE DATE: 0F/24/2000
DEPARTMENT 10 DESCRIPTION: OFFICERS SALARIES
PASSWORD : MULTI w/C7? v-n): ¥

ACCRUED P/R: 102-000 EMPLR TX ExP: 617-000

P/R CASH: 102-000 W/C TAX EXP:  620-000

VOLUNTARY DEDUCTIONS:

01, INSURANCE 615-000

02. 401K 211-000

03. WAGE GARNISH 210-000

04, E.I.LC. 212-000

05. LIFE INS 614-000

06. sDI 213-000

IS5 THE DATA CORRECT? (Y-MN-DELETE)

13. Voluntary Deduction:

Note: The deduction codes you set up in 'Deduction Code Mainte-
nance' display on your screen with their descriptions.

Typethe account number for each deduction code and Enter or type ?+ the Enter key
to display the Account Number Selection window.

Pressthe Enter key to accept the default account number. The same account number
displays for al remaining deduction codes.

15. Is The Data Correct? (Y-N-DELETE):
Type Y+ the Enter key if the distributions are correct. Proceed to Step 2.
Type N+ the Enter key to edit the information. Return to Step 13.

Type DELETE+ the Enter key to removethisrecord form the system. Return to Step
2.
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Worker's Compensation Code Maintenance

Overview

Worker's Compensation Code Maintenance allows users to define different types of
codes by individual state jurisdiction codes. Each code had a cal culation method for
wages and overtime premium wages. The percentagerateis per one hundred dollars of
earned wages.

The 'Monthly Worker's Compensation Report' is printed as part of Month-End
Processing and lists each state, compensation code and the amount to be contributed
for that current period. Worker's compensation dollarsis cal culated during the payroll

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
WORKERS' COMPEMSATION CODE MAINTEMAMCE DATE: OF/24,/2000

TAX CODE FEDERAL: STATE: AZ ARTZOMA STATE

W/C INS CODE: 8810

DESCRIFPTION:  OFFICE / CLERICAL

CAL METHOD (U=UNITS,P=PERC, F=FIXED): P
PREM CAL (M=NONE,F=FACT,S=STRAIGHT): F
CALCULATION RATE: . 52000%

CONTRIEUTION LIMIT (MAQP): N AMOUNT ;

IS THE DATA CORRECT? (Y-M-DELETE-LIST)

ocess and is printed, by employee, on the 'Employer's Expense Report' on the Pay
Branwdure

1. Choose Worker's Compensation Code M aintenance on the Payrol | Definition Menu.
2. State:

Typeanew two (2) character state code and Enter or type ?+ the Enter key to display
the State Code Selection window.

Note: Thestatecodemust already be set upin'Tax Jurisdiction Code
Maintenance' on the Payroll Definition Menu or the system will
prompt you with this warning: "This state is not set up for W/C
deduction. CR to Continue".
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3. W/C Ins Code:

Type an identification number for the worker's compensation program and Enter .
4. Description:;

Type up to atwenty-eight (28) character insurance code description and Enter.
5. Cal Method (U=Units, P=Perc, F=Fixed):

Type U+ the Enter key if the calculation for this codeis based on hours/unitsworked.
Proceed to Step 7.

Type P+ the Enter key if the calculation for this code is based on a percentage of the
gross earnings. Proceed to Step 6.

Type F+ the Enter key if the calculation for this code is afixed amount and proceed
to Step 7.

6. Prem Calc (N=None, F=Fact, S=Straight):

Type N+ the Enter key if overtime earnings are not included in the compensation
calculation on gross earnings.

Type F+ the Enter key if overtime earnings are included and added at the hourly rate
per each hour worked (factored).

TypeS+theEnter key if overtimeearningsareincluded andisbased onactual earnings
paid for total hours worked.

7. Cdculation Rate:

Typethefigure used to calcul ate the contribution and Enter . Thisfigure will be based
on the method you selected in Step 5.

8. Contribution Limit (NAQP):

Type N+ the Enter key if there is no maximum contribution limit for this worker's
compensation code. Proceed to Step 10.

Type A+ the Enter key if thereis an annual maximum contribution limit.

Type Q+ the Enter key if thereis a quarterly maximum contribution limit.

Type P+ the Enter key if the limit is per pay period.

9. Amount:

Typethemaximum contribution limit for the contribution selected in Step 8 and Enter .

Note: If thisworker'scompensation codeisfor the state of Washing-
ton, you must enter the rate the employee pays for this code. If you
entered any other state code, this option does not apply.
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10. Is The Data Correct? (Y-N-DELETE-LIST):

Type Y+ the Enter key if the datais correct. Return to Step 3.

Type N+ the Enter key to edit the information and return to Step 4.

Type DELETE+ the Enter key to remove this code from the system. Go to Step 3.
Type LIST + the Enter key to list the worker's compensation codes to a printer.
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Premium Rate Maintenance
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Overview

Premium rates are used in conjunction with earnings. A premium rate is an amount
added to regular hourly earningsfor employeesthat get paid by the hour. For example,
if an employee earnsan additional .25 cents per hour for working the second shift, you
would define the .25 premium rate and add it to their earnings during the payroll
process.

You are alowed to define up to seven (7) different premium rates.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
Your Company Mame

FREMIUM RATE MAIMTEMANCE DATE: 07/24,/2000
PREMIUM

CODE RATE PER HOUR

A .20

B .10

C .05

D

E

F

G

IS5 THE DATA CORRECT? (Y-N-LIST)

Procedure

1. Choose Premium Rate Maintenance on the Payroll Definition Menu.

2. Rate Per Hour:

Type up to seven (7) premium rates (A-G) and Enter.

Pressthe Enter key to leave the rate at zero.

3. IsThe Data Correct? (Y-N-LIST):

TypeY +theEnter key if theratesarecorrect and returntothe Payroll Definition Menu.
Type N+ the Enter key to edit the premium rates. Return to Step 2.

Type LIST+ the Enter key to list the premium rates to a printer.
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Vacation Schedule Maintenance

Overview

Vacation Schedule Maintenance lets you set up and maintain schedules for vacation
and sick leave calculation and accrual. The accrued amounts are based on designated
earning types and allows for maximum accrued vacation and sick leave hours.

The vacation and sick leave figures are calculated when you run the pay cycle
programs. The schedules can be set up to generate by different cal culation methods:
based on number of hoursworked, afixed amount of hours earned every pay period or
afixed number of hours earned on every employee's anniversary date.

Vacation and sick leave hours can be viewed on the 'Employee Earning Detail' screen
on the Employee Sub-Menu.

[l visual PRO/S [_To] ]
Settings Edit Print Help
¥our Company Name

VACATION SCHEDULE MAINTEMANCE DATE: 07/24,/2000
SCHEDULE MNO: o1
DESCRIPTION: ONE WEEK

CALC METHOD (R=RATE, F=FIXED,A=ANNIV,V=ANNIV): F
EARNING TYPES (0=REG,1=PREM,2=VAC,3=5ICK, 5=MISC):
SICK HOURS: L1480 ACCRUED MAXIMUM: 40, 0000

VACATION HOURS: 2.0000 ACCRUED MAXIMUM 40,0000

IS5 THE DATA CORRECT? (Y-N-DELETE)

Procedure

1. Choose Vacation Schedule Maintenance on the Payroll Definition Menu.
2. Schedule No:

Type a schedule identification number and Enter.

Press F8 to end input and return to the Payroll Definition Menu.

3. Description:

Type up to asixteen (16) character schedule description and Enter.
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4. Calculation Method (R=Rate, F=Fixed, A=Anniv, V=V acation):

TypeR+theEnter key if vacation and sick leave accrual calculationsare based on the
number of hours worked. Proceed to Step 5.

Type F+ the Enter key if vacation and sick leave accrual calculations are based on a
fixed number of hoursthat is earned every pay period. Go to Step 6.

Type A+ the Enter key if vacation and sick leave accrual calculations are based on a
fixed number of hours that is earned on every employees anniversary with the
company. Go to Step 6.

TypeV+theEnter key if vacation only isearned on every employeesanniversary date
withthecompany. Sick leavewill accrue based onafixed number of hoursearned every
pay period. Go to Step 6.

Press F2 to return to the previous input field.
5. Earning Types (0=Regular, 1=Prem, 2=V ac, 3=Sick, 5=Misc):

Type an earning code(s) that you want to includein the rate calculation and Enter. No
spaces or commas are required.

Note: The earning typesrepresent earning code typesthat may be of
the unit (hour) factor type. Use thisfield to specify which codes you
would like to accumulate units (hours) to be included in the rate
calculation.

6. Sick Hours:

If you selected 'Rate’ for calculation method in Step 4, type the fractional sick leave
amount accrued for the earning types worked and Enter.

If you selected 'Fixed' for calculation method in Step 4, type the number of sick leave
hours accrued per pay cycle and Enter.

If you selected 'Anniversary' for cal culation method in Step 4, type the number of sick
leave hours accrued on an employees anniversary date and Enter.

7. Accrued Maximum:

Typethe number of hoursthat isthe maximum balance that can be carried for thissick
leave schedule and Enter. If thereis no limit, enter zero (0).

8. Vacation Hours:

If you selected 'Rate’ for calculation method in Step 4, type the fractional vacation
amount accrued for the earning types worked and Enter.

If you selected 'Fixed' for calculation method in Step 4, type the number of vacation
hours accrued per pay cycle and Enter.
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If you selected 'Anniversary' for calculation method in Step 4, type the number of
vacation hours accrued on an employees anniversary date and Enter.

9. Accrued Maximum:

Type the number of hours that is the maximum balance that can be carried for this
vacation schedule and Enter . If thereis no limit, enter zero (0).

10. Is The Date Correct? (Y-N-DELETE):

Type Y+ the Enter key if the earning code is correct. Return to Step 2.

Type N+ the Enter key to edit the information. Return to Step 3.

Type DELETE+ the Enter key to remove the earning code and return to Step 2.
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Overview

Use Union Code Maintenance to set up and maintain union codes, fringe benefit
contributions and rates for each union included in your payroll process. Each contri-
bution can be cal culated by apercentage of earnings, afixed amount or based on hours/
units worked.

'Deduction Code M aintenance' must already have an associ ated deduction codeal ready
set upif thecontributionispaid by the employee. Contributions by theemployer do not
require a deduction code.

Union reporting can be done on a semi-monthly or monthly basis.

[l visual PRO/S [_ o] %]

Settings Edit Print Help
Your Company Mame

UNION CODE MAIMTEMAMCE DATE: 07/24,/2000
""" UNION CODE: TEAMOL  TITLE:  Teamster's # ool
EMPLOYER'S CODE: TGR30 REPORT CYCLE (M-S): M
"""""""""""""""""""""""" METHOD  DEDUCTION
FRINGE BEMEFIT CONTRIBUTION: CP-F-U7 RATE CODE
""" 01. medical Insurance F .00 o

15 THE DATA CORRECT? (¥-MN-DELETE)

Procedure
1. Choose Union Code Maintenance on the Payroll Definition Menu.
2. Union Code:

Type acode name or number of up to six (6) charactersand Enter or type ?+ the Enter
key to display the Union Code Selection window.

Press F8 to end input and return to the Payroll Definition Menu.
3. Title:
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Type atitle for this union code of up to thirty (30) characters and Enter.
4. Employer's Code:

Type the identification number assigned by the union to your company of up to eight
(8) characters and Enter.

Press F2 to return to the previous input field.
5. Report Cycle (M-S):
Type M + the Enter key to print the reports for this union on a monthly basis.
Type S+ the Enter key to print the reports semi-monthly.
6. Fringe Benefit Contribution:
Note: The system automatically generates the line number.
Type the name of the employer or employee contribution and Enter.

Note: The names entered under contribution print as titles on the
'Union Contribution Report'.

7. Method (P-F-U):

Type P+ the Enter key if the calculation method for this contribution is based on a
percentage of earnings.

Type F+ the Enter key if the contribution is afixed amount.
Type U+ the Enter key if the contribution if based on hours worked (units).
8. Rate:

Typetherate based on the cal cul ation method you chose in the method field in Step 7
and Enter.

Note: This step defines the calculation rate for the union contribu-
tion. If you assign a deduction code to this contribution (next step),
you can pressthe Enter key through thisfield. Thesystemwill usethe
calculation figures enter in 'Deduction Code Maintenance' on the
Payroll Definition Menu.

9. Deduction Code:
Pressthe Enter key if this contribution is paid by the employer. Go to Step 10.

Type a deduction code and Enter or type ?+ the Enter key to display the Deduction
Code Selection window.

10. Is The Data Correct? (Y-N-DELETE):
Type Y+ the Enter key if the datais correct. Return to Step 2.
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Type N+ the Enter key to edit the information. Return to Step 3.
Type DELETE+ the Enter key to remove this entry and return to Step 2.
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Earned Income Credit Table Maintenance

Overview

Earned Income Credit (EIC) tables are available in the Circular E booklet at the
beginning of eachyear. EICiscalculated during the pay cycle processfor each payroll.
If anemployeequalifiesfor thistax cal culation, you must establish acertificate number
in the 'Employee Tax Status Maintenance' on the Employee Sub-Menu, as well as

[l visual PRO/S [_ o] x]
Settings  Edit Print Help

YOUr COMparty Name
EARNED INCOME CREDIT TABLE MAINTEMANCE

TABLE Mo: 01 DESCRIPTION: SINGLE CERTIFICATE ON FILE

AT LEAST LESS THAN AMOUNT  PLUS  PERCENT

00 6800, 00 6800, 00 20.40
G800, 00 12460.00 1387.00
12460.00  AND OVER  1387.00 9, 50-

IS THE DATA CORRECT? (¥-M-LIST-DELETE)

ting the number of the EIC deduction in 'Payroll Parameters' on the Payroll
BEAREH MER.

1. Choose Earned Income Credit Table Maintenance on the Payroll Definition Menu.
Press F8 to return to the Payroll Definition Menu.
2. Table No:

Type 1+ the Enter key if thisis the first certificate on file. The description 'Single
Certificate On File' displays to the right of the table number.

Type 2+ the Enter key if thisis the second certificate on file. The description "Two
Certificate On File' displaysto the right of the table number.

Note: At Least, Less Than, Amount, Plus and Percent titles display
on your screen.

3. At Least:
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Type the minimum earnings for the first step and Enter.

Press the Enter key or F4 to end table input. Proceed to Step 6.

4. Amount:

Type the base amount of the credit for the earnings range and Enter.
Press F2 to return to the previous input field.

5. Percent:

Typetheadditional percentage amount that isadded to the base amount to cal culate the
credit and Enter.

Note: Repeat Seps 3, 4 and 5 for each range you need for the EIC
table.

6. IsThe Data Correct? (Y-N--LIST-DELETE):

Type Y+ the Enter key if the earning code is correct. Return to Step 2.

Type N+ the Enter key to edit the information. Return to Step 3.

Type LIST+ the Enter key to print the EIC tablesto a printer.

Type DELETE+ the Enter key to remove the earning code and return to Step 2.
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Bank Account Maintenance

Overview

Y ou must assign a code to the bank account you use with your Payroll system. These
codes are used to mark the checks you write and to assign them to the correct bank
account number and the correct cash account number in the General Ledger.

Y our checks will be sorted by bank code and posted to the check reconciliation file,
along with check information from the Accounts Payable module.

visual PRO/S [_To] %]

Setting:  Edit Print Help
Your Company Name
BAME ACCOUNT MAINTEMANCE DATE: 0?X20f2000

BANK ID: A
DESCRIPTION: CHECZKING
G0 ACCOUNT Mo 102-000 Cash, checking wour bank

BANK ACCOUNT MO 2435-34342

IS THE DATA CORRECT? (¥-N-DELETE)

Procedure
1. Choose Bank Account Maintenance on the Payroll Definition Menu.
2. Bank ID:

Typeaone (1) character bank ID code and Enter or type ?+ the Enter key to display
the Bank Account Selection window.

Press F2 to list the bank codes and display printer selections.
Press F4 to return to the Payroll Definition Menu.
3. Description:

Type up to athirty (30) character bank name and Enter.
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4. G/L Account No:

Type the cash account number for this bank and Enter or type ?+ the Enter key to
display the Account Number Selection window.

Press F2 to return to the previous input field.

5. Bank Account No:

Type the bank account number for this bank and Enter.

Press CTRL +Y to display the edit help menu.

6. Is The Data Correct? (Y)es, (N)o, (D)elete or (E)nd:

Type Y to accept the data. Go to Step 2.

Type N to edit the data. Go to Step 3.

Type D to remove the account numbers from the system. Go to Step 2.

Type E to return to the Payroll Definition Menu.
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Password Maintenance

Overview

Password Maintenance allowsyou to set up passwordsto restrict accessto any Payroll
Menu or individual menu selections. Onceyou have entered apassword for amenu, the
system will prompt each user for that password every time they access that menu.

TheDefinition Menuisnormally password protected to prevent anyonefrom changing
the setup of the Payroll parameters, tax tables, etc.

[l visual PRO/S [_ o] x]
Settings Edit Print Help

{— Total order Plus 2000.d
1]

gnu: DEFIN vour Company Mame Term: TO
Time: 11:16 Am Payraol pate: OF/ 202000

rayroll pefinition
Company Mastertile Malntenance
Fayroll Parameters

File Creation and Information
Earning Code Maintenance
peduction Code Maintenance

Tax Jurisdiction Code Maintenance
. Tax Tahle Maintenance

— Menu Password Maintenance

A
B.
C.
O,
E.
F.
G

System Code: [PR] 2000.dPayrol]
Date Password:

Menu Code: [DEFIN ] Payroll pefinition
Menu Letter: [B] Payroll Parameters
Password: [MomEY ]

Is The Data Correct? (¥J)es or [M)o:

Procedure
1. Choose Password Maintenance from the Payroll Definition Menu and Enter.

Note: The System Code is automatically defaulted by the system to
correspond with the current menu application (i.e. PR-Payroll).

2. Date Password:

Type adate password (optional) and Enter or press Enter to bypass password entry.

Press F4 to return to the Payroll Definition Menu.

Note: The systemwill prompt auser for thispassword when attempt-
ing to change the application date for this module.
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3. Menu Code;
Type the menu code and Enter or press F1 to display the available menu codes.

Note: Menu codesaredisplayedinthe upper | eft hand corner of each
menu screen. See the previous page for example: Menu: DEFIN

4. Menu Letter:

Type the letter of the menu item to set password for and Enter or press F1 to
display theitem selectionsavailable (i.e. A, B, etc.) for the menu you specified in
Step 3.

5. Password:

Type the passwor d+ the Enter key for the menu item listed in Step 4.
6. Is The Data Correct? (Y)es or (N)o:

TypeY if datais correct. Return to Step 2.

Type N to return to Step 5 to re-enter password.
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OPERATING THE
PAYROLL SYSTEM

Payroll System Menu

Personnel File Maintenance System
Earning & Deduction Conversion Entry
Earning & Tax History Conversion Entry
Pay Cycle Menu

Month-End Processing Menu
Quarter-End Processing Menu
Year-End Processing Menu
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Payroll System Menu
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Overview

Personal data for each employee is set up using Personnel File Maintenance. The
system will prompt you for name and address, social security number, hire date, pay
cycle information and tax table definitions.

There are conversion programs that are used when initially setting up your payroll.
These programs allow you to enter year-to-date figures for all earnings, voluntary
deductions and taxes. This should be completed before ever running the first payroll.

The payroll pay cycleisthe sequence of programsthat run the payroll, calcul ate taxes
and prints checks and payroll reports.

Month-to-date, quarter-to-date and year-to-date processing prints earnings reports,
workers' compensation reports, 941 reporting and W2 processing.

[l visual PRO/S [_ o] %]
Settings Edit Print Help

[— Total order Plus 2000.d
M

gnu: SYSTEM vour Company Mame Term: TO
Time: 4:12 FM Payral pate: OF/20/2000

— Payroll System Menu
Persanne g MAaTNTENance Sy
Pay Cycle Menu

month-End Processing Menu
quarter-end Processing Menu
vear-end Processing Menu

A,
B.
C.
D.
E.

Enter option (CTRL+Y = Helpl: [ ]
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Personnel File Maintenance System

Overview

Personal data for each employee is set up using Personnel File Maintenance. The
system will prompt you for name and address, social security number, hire date, pay
cycle information and tax table definitions.

There are conversion programs that are used when initially setting up your payroll.
These programs allow you to enter year-to-date figures for all earnings, voluntary
deductions and taxes. This should be completed before ever running the first payroll.

[l visual PRO/S

Seltings

Total order PIus 2000.d
FERSON YOUr Company Mame
2138 PM Payral

M-
Time:

Edit Print Help

Date: 08/14,/2000

— Personnel File Menu
A. Personnel F1la Maintenance System

B. Earning & Deduction Cormversion ERTry
C. Earning & Tax History Conversion Entry

Enter option (CTRL+Y = Help): [ ]
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Employee Sub-Menu
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Overview

The Employee Sub-Menu allows you to maintain personal data information and
establishtax withholding tables. Y ou canview theyear-to-datefiguresfor earningsand
voluntary deductions, individual checksissued withinthe current quarter and state and
federal taxes that were withheld for each check.

An employee can be changed from one division/department or can be terminated from
the sub-menu. Automatic application will display onthe menu only if you answered Y
to Automatic Application?in the 'Payroll Parameters' on the Payroll Definition Menu.

A report for any employee can be printed to list the earnings and voluntary deduction

information.

[l visual PRO/S
Settings  Edit Print

EMFLOYEE MO:
LAST WIEWED:

Your Company Mame
PERSONMEL FILE MAIMTEMANCE DATE: 08/15/00
LAST MAME FIRST MAME
MoCarthy Mary

Jary

Help

200

[N Vel v B Way L R AR A S )

PERZOMMNEL DATA MAINTEMANCE

EMPLOYEE TAX STATUS MAINTEMANCE
EMPLOYEE EARMING DETAIL

EMPLOYEE DEDUCTICN DETAIL
EMPLOYEE-EMPLOYER TAX DEDUCTION IMQUIRY
EARMIMG HISTORY IMQUIRY

TERMIMATION — REACTIVATION CHANGE
CHANGE EMPLOYEE MNUMEER

EMPLOYEE HARDCOPY

EMPLOYEE EARMINMGS AFPLICATION

ENTER VYOUR OFTION: (#-CR)
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Personnel Data Maintenance

Overview

Personal data for each employee is set up using Personnel File Maintenance. The
system will prompt you for name and address, social security number, hire date, pay
cycle information and tax table definitions.

[l visual PRO/5 [_ o] x]

Settings  Edit Print Help
Your Company Mame

FERSONMEL DATA MATNTENAMCE DATE: 08/14,/00
EMPLOYEE MNO: 200 LAST MAME FIRST MAME
LAST VIEWED: McCarthy Mary
ADDRESS: 34 M. val vista MOTIFY:
RELATION:
CITY: ailhert PHONE :
STATE: AZ
ZIPCODE: 85236 DATE OF BIRTH: 01,/01/00
PHONE : HIRED: /
S0C SEC: 123-45-1245 REVIEW: / [/
SEX (M-F): TERMINATION: / /

F
WALBH W COMMENT §
PEMS PLAN? (v-M): ¥ CLOCK NO: 0200

IS THE DATA CORRECT? (¥-N]

Procedure
1. Choose Personnel Data Maintenance on the Employee Sub-Menu.
2. Employee No:

Type a new employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window.

PresstheEnter key todisplay thefirst employeeinthemasterfile. Goto Employee Sub-
Menu.

Press F8 to return to the Personnel File Menu.

3. IsThis A New Employee? (Y-N):

Type Y+ the Enter key if thisisanew employee number.

Type N+ the Enter key to re-input another employee number. Return to Step 2.
4. Last Name:
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Type the employee's last name and Enter.

5. First Name:

Type the employee's first name and Enter.

Press F2 to return to the previous input field.

6. Address:

Type up to twenty-four (24) characters of address for each of two lines and Enter.
7. City:

Type up to atwenty-four (24) character city name and Enter.

8. State:

Type the U.S. Postal state abbreviation code for this state and Enter.
9. Zip Code:

Type the zip code for this city and Enter.

10. Phone:

Type the employee's tel ephone number and Enter. No dashes or slashes are required.
The system will automatically format the telephone number with dashes.

11. Soc Sec:

Type the employee's social security number and Enter. No dashes or dlashes are
regquired. The system will automatically format the number with dashes.

12. Sex (M-F):
Type M + the Enter key if thisemployeeis male.
Type F+ the Enter key if this employeeisfemale.
13. WAIBH:
Type one of the following ethnic codes for this employee and Enter.
W - White | - Indian H - Hispanic
A - Asian B - Black
14. Pens Plan? (Y-N):
Type Y+ the Enter key if thisemployee is enrolled in a company pension plan.
Type N+ the Enter key if this employee does not have a pension plan.
15. Notify:

Type the name of a person to notify in case of an emergency and Enter.
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16. Relation:

Type the relation that the person to notify isto this employee and Enter.

17. Phone:

Type the telephone number of the person to notify and Enter.

18. Date of Birth:

Type the employee's date of birthin MMDDY'Y format and Enter.

19. Hired:

Type the date that the employee was hired in MMDDY'Y format and Enter.
20. Review:

Typethe performancereview date for thisemployeein MMDDY'Y format and Enter.
Pressthe Enter key if you do not want to enter areview date at thistime.

21. Termination:

Type the date this employee was terminated in MMDDY'Y format and Enter.
22. Comment:

Type up to atwenty-eight character comment asto why this employee was terminated
and Enter.

23. Clock No:
Type the employee's clock number and Enter.

Note: This option displays only if you answered Y to Clock Sort
Option Used? in the 'Payroll Parameters' on the Payroll Definition
Menu.

24. 1s The Data Correct? (Y-N):

TypeY+the Enter key if the employee information is correct. The system will return
you to the Employee Sub-Menu.

Type N+ the Enter key to edit the employee information. Return to Step 4.
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Employee Tax Status Maintenance

68

Overview

Y ou can use this entry screen to set up an employee's department for General Ledger
distribution, pay type, rate of pay, whether this employee is hourly or salary, union
code, if applicable, and the federal and state tax table withholding information.

[ visual PRO/S BEER

Settings  Edit Print Help
Your Company Mame

EMPLOYEE TAX STATUS MAIMTEMANCE DATE: 0R8/14/00
EMPLOYEE NO: 200 LAST HAME FIRST NAME
LAST VIEWED: 200 McCarthy Mary
DEPARTMENT 10 OFFICERS SALARIES
PaAY CODE (H-S0: H UNION CODE:
PAY CYCLE (wBSM): W
REG PAY RATE: 10,50 EIC CERTIFICATES: O
TR EXEMPTION  +--FIXED DEDUCT--+
TAELE DEP FERS W,H (A-R) (P-F) AMT W/C INS
FEDERAL : ol ol .00
STATE: AZ ol L0000 BELO

I5 THE DATA CORRECT? (Y-N)

Procedure
1. Choose Employee Tax Status Maintenance on the Employee Sub-Menu.
2. Division/Department:

Type adivision/department number for thisemployee and Enter or type ?+ the Enter
key to display the Division/Department Number Selection window.

Note: Thisnumber representsthe General Ledger account distribu-
tionfor earnings and deductions during the payroll process. You set
up thisdistribution using 'General Ledger Interface' on the Payroll
Definition Menu.

Press F8 to return to the Employee Sub-Menu.

3. Pay Code (H-S):

Type H+ the Enter key if this employeeis paid on an hourly basis.
Type S+ the Enter key if thisemployeeis paid on salary.



Operating The Payroll System

Press F2 to return to the previous input field.

4. Pay Cycle (WBSM):

Type the letter that represents the payroll cycle for this employee and Enter.
W=Weekly B=Bi-weekly
S=Semi-Monthly M=Monthly

Note: You can process morethan onetype of payroll cycleat atime.
For example, if some employees are paid weekly and others bi-
weekly, you can process a weekly payroll every week and select both
cycles every other week. This is an option when initializing the
payroll process.

5. Reg Pay Rate:

Type the regular amount (hourly or salary) this employee makes each pay period and
Enter.

6. Union Code:

If this employee is a union member, type a union code as defined in 'Union Code
Maintenance' on the Payroll Definition Menu and Enter.

Press the Enter key if this employee is not a union member.

Note: This prompt will only display is you answered Y to Is Union
Code Used? in the 'Payroll Parameters' on the Payroll Definition
Menu.

7. EIC Certificate:

If this employee has selected to use the EIC tax tables, type the EIC table number and
Enter.

Note: This prompt will only display if you established an EIC
voluntary deduction and input the deduction number in Earned
Income Deduction Code in 'Payroll Parameters on the Payroll
Definition Menu.

8. Tax Table:

Typethefederal tax table number for thisemployee and Enter or type ?+ the Enter key
to display the Tax Table Selection window.

Note: Thefederal tax tablesareusually defined as01-Sngleand 02-
Married. Thetaxtabletitle displaysto theright of thetable number.

Thecursor may or may not proceed to the next threefiel dsdepending
upon how you defined thetax jurisdictionsin "Tax Jurisdiction Code
Maintenance' on the Payroll Definition Menu.
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9. Exemption Dep:
Type the number of claimed dependents for this tax table and Enter.
10. Exemption Pers:

Type the number of personal exemptions for this tax table and Enter. Fractional
decimal entries, such as 1.5, are acceptable.

11. Exemption W/H:
Type the number of withholding exemptions and Enter.
12. Fixed Deduct (A-R):

TypeA+theEnter key to beableto enter an additional withholding amount for federal
tax. Thisamount will add to the amount calculated from the federal tax tables.

TypeR+theEnter key to beableto enter areplacement withholding amount for federal
tax. Thisamount will override any federal tax table calculations.

13. Fixed Deduct (P-F):

TypeP+theEnter key if the additional or replacement amount entered in Step 12 will
be a percentage.

TypeF+theEnter key if theadditional or replacement amount will be afixed amount.
14. Amt:

Type the percentage or fixed amount for the additional or replacement withholding
calculation and Enter.

Note: Repeat the above procedures for the state and local jurisdic-
tions from Sep 8 to Step 14.

15. Wrk. Comp:

Typeaworkers compensation code for this state jurisdiction and Enter or type ?+ the
Enter key.

Note: The cursor advances to this field on the second line of tax
infor mation.

16. Is The Data Correct? (Y-N):

Type Y+ the Enter key if theinformation is correct and return to the Employee Sub-
Menu.

Type N+ the Enter key to edit the information. Return to Step 2.
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Employee Earning Detail

Overview

Use this program to view employee's year-to-date earnings and sick and vacation
accrual hours. The system tracks number of sick and vacation hourstaken, earned and
balance of hours remaining for this calendar year.

Figuresfor year-to-date are entered using the payroll conversion programs. However,
if you are setting up sick or vacation schedul es, use thisoption to enter the plan number
and any hours earned or taken. The system maintains the balance field automatically.

[l visual PRO/S [_ o] x]
Settings Edit Print Help
vour Company Mame
EMPLOYEE EA&RMING DETAIL DATE: 0B/17/00
EMPLOYEE MNO: 200 LAST MAME FIRST MAME
LAST VIEWED: 102 MoCarthy Mary
VACATION SCHEDULE: 1 EARNED TAKEN  BALANCE
one week SICK: 40,000 8. 000 32,0000
NEXT AMMNIVERSARY : VACATION: BO.000 24,000 56,0000
EARNING DETAIL:
CODE  DESCRIPTION ¥=T-D CODE  DESCRIPTION v=T-D
0l. REGULAR 5, 000,00
02. OVERTIME 25.00
03, WACATION 240,00
04, COMMISSION
05, SICK PAY 80,00
06, LIFE INS
07. BOMUS
IS THE DATA CORRECT? (v-N)
Procedure

1. Choose Employee Earning Detail on the Employee Sub-Menu.
2.1sThe Data Correct? (Y-N):

TypeY +the Enter key to view earningsinformation and return to the Employee Sub-
Menu.

Type N+ the Enter key to edit vacation schedules.
3. Vacation Schedule:
Type a vacation schedule code for this employee and Enter. Return to Step 2.

Note: Earnings year-to-dateis automatically updated and vacation
hours are accrued during the payroll process.
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Employee Deduction Detail

Overview

Usethisprogramto view or edit an employee's deduction goals, rates and year-to-date
figures. The system uses the rate during each payroll process to deduct from an
employee'snet pay for each deduction that you set up with arate. Y ou can overridethe
deduction amounts while running a payroll.

Figuresfor year-to-date are entered using the payroll conversion programs. After the
initial setup, the system maintains the year-to-date figures automatically.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame

EMPFLOYEE DEDUCTION DETATL DATE: 08/17/00

EMPLOYEE NO: 200 LAST NAME FIRST MAME

LAST VIEWED: McCarthy Mary

VOLUNTARY DEDUCTIONS:
DEDUCTION ¥-T-D

CODE  DESCRIPTION GOAL RATE DEDUCTION
01,  INSURANCE .00 25,00 150,00
02, 401K .00 5.00 175.00
03. WAGE GARNISH .00 .00 .00
04, E.I.C. a0 .00 00
05, LIFE INMS .00 20,00 120,00
06, =DI .00 L00% .00

IS5 THE DATA CORRECT? (¥-N)

Procedure
1. Choose Employee Deduction Detail on the Employee Sub-Menu.
2. 1sThe Data Correct? (Y-N):

TypeY +the Enter key to view deductioninformation and return to the Employee Sub-
Menu.

Type N+ the Enter key to maintain deduction goal, rate or year-to-date figures.
3. Goal:

Type the annual deduction goal limit for this deduction and Enter.

4. Deduction Rate:

72



Operating The Payroll System

Type the amount you want subtracted for this deduction code during each payroll and
Enter.

Press the Enter key if this deduction does not apply for this employee.
5. Y-T-D Deduction:
Press the Enter key to leave thisfield blank.

Note: Deduction year-to-date figures are automatically updated
during the payroll process.

Repeat steps three, four and five for each deduction listed on your
screen.
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Employee-Employer Tax Deduction Inquiry

74

Overview

This inquiry programs allows you to view or edit the federal, state and local gross
wages, social security, medicare and federal and state taxes that were withheld during
the current year. These figures are automatically updated through the conversion
programs or after you begin processing pay cycles.

Thisinformation is printed on the W2 form at the end of the year.

[l visual PRO/S [_Ta] x]
Sethngs Edit Pnnt Help
Your Comparny Mame
EMPLOYEE - EMPLOYER TAX DEDUCTION INQUIRY DATE: 08/17/00
EMPLOYEE MWCQ: 200 LAST MAME FIRST MAME
LAST VIEWED: McCarthy Mary
TAX DEDUCTION SUMMARY : Q-T-D ¥-T-D
STATE UMITED STATES
GROSS TAXABLE WAGES: 1,525.00 1,525.00
EMRPLOYEE TAXAELE: 1,525, 00 1,825, 00
EMPLOVER TAXABLE: 2,000.00 2,000,00
TAXABLE TIPS: .00 00
WITHHOLDIMNG TAX: 28471 284,71
EMPLOYEE: SOC SEC 119,325 119,35
MEDICARE 27 81 27,91
EMPLOYER: SOC SEC 124,00 124,00
MEDICARE 25900 259,00
FUTA 16,00 la. 00
IS THE DATA CORRECT? (Y-N-DELETE)

Procedure

1. Choose Employee-Employer Tax Deduction Inquiry on the Employee Sub-Menu.
2. Enter Tax Deduction Inquiry Password (END):

Type the password previously defined in order to access this screen and Enter.
Type END+ the Enter key to abort theinquiry and return to the Employee Sub-Menu.

Note: Thisprompt isdisplayed only if you established a passwordin
the 'Payroll Parameters on the Payroll Definition Menu.

3. State (Enter Code-CR for Federal-End):
Press the Enter key to access the federal screen

Type atwo (2) character state U.S Postal code and Enter to access the appropriate
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state screen.

Note: This code will be the same state code you established in "Tax
Jurisdiction Code Maintenance' on the Payroll Definition Menu.

Type END+ the Enter key to return to the Employee Sub-Menu.
4. Loc:
Type atwo (2) letter local municipality code for this state and Enter.

Note: Thisprompt will only display if you established local codesin
'Tax Jurisdiction Code Maintenance' on the Payroll Definition
Menu.

5. 1s The Data Correct? (Y-N-DELETE):
Type Y + the Enter key to return to the Employee Sub-Menu.
Type N+ the Enter key to edit the tax and wage information.

Type DELETE+ the Enter key to removethistax record for thisemployee and return
to the Employee Sub-Menu.
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Earnings History Inquiry

76

Overview

Employee history displays each check issued within the current quarter. Information
displayed includesdate of the check, check number, taxesand deductionswithheld and
the net amount of each check.

Quarter-to-Date and Y ear-to-Date total s are displayed at the bottom of the window.

Jvisual PrO/S [_To] %]

Settings Edit Print Help
Your Company Mame

EARMNING HISTORY IMQUIRY DATE: OB/17/00
EMPLOYEE MO: 200 LAST MAME FIRST MAME
LAST WIEWED: McCarthy Mary
GROSS FED FED STATE  STATE  LOCAL
DATE CHECK — EARMNING W/H  TAXES  W/H  TAXES  W/H WOL DED MET PAY
0407 000101 500,00 58.5 38.2 16.3 a0 a1} 5,00 381,83
0414 Q00102 500,00 55,5 38.2 15.5 0o 0o 25,00 365,87
0Bdl Q00070 500,00 55,5 36.3 15.45 Qo a0 25.00 367,58
0el5 Q000a7 500,00 55.5 36.3 15.5 .00 .00 25.00 367,58
0615 Q00074 1a00, 00 173.6 7.6 48.8 .00 .00 50,00 B55. 06
0B22 000102 500,00 55,5 38.2 15.45 Qo a0 25,00 365,87
0830 000055 500,00 53,5 360.3 15,5 Qo a0 25.00 307,08
0630 000060 500,00 55.5 8.2 15.5 a0 a1} 25.00 365,67
0630 000065 500,00 55.5 38.2 15.5 a0 a1} 25.00 365.67
QT 5000, 00 0.8 372.9 173.8 Qo a0 230,00 3a02.31
YTO: 000,00 020, 8 372.9 173.8 a0 a1} 230,00 3602.31

CR TO CONTINUE
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Termination - Reactivation Change

Overview

Thisoptionallowsyoutoterminateemployeesor reactivateterminated employees. The
payroll datafor aterminated employee remainsin the system and can beviewed at any
time. The employee is removed from the system after completing the printing of W2
information at the end of the year.

[l visual PRO/S [_ o] %]

Settings Edit Print Help
Your Company Mame

TERMINATION — ACTIVATION CHAMGE DATE: 08/17/00
EMPLOYEE MO: 200 LAST NAME FIRST HAME
LAST VIEWED: McCarthy Mary

VERIFY: YOU ARE TERMIMATING THIS EMPLOYEE? (YES-NO)

Procedure

1. Choose Termination-Reactivation Change on the Employee Sub-Menu.
2. Verify: You Are Terminating This Employee? (YES-NO):

Type YES+ the Enter key to begin the termination procedure.

Type NO+ the Enter key to abort the termination and return to the Employee Sub-
Menu.

3. Enter Termination Date:

Type the date this employee was terminated in MMDDY'Y and Enter.

4. Reason For Termination:

Type the reason for termination up to twenty-five (25) characters and Enter.

5. 1s The Data Correct? (Y-N):
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Type Y+ the Enter key if the termination information is correct and return to the
Employee Sub-Menu.

Type N+ the Enter key to edit the information. Return to Step 3.

Note: If this employee does not have any current year figures, they
will be removed from the system immediately.

Following this procedure for employee reactivation.
5. Verify: You Are Reactivating This Employee? (YES-NO):

Type YES+ the Enter key to remove the termination date and reason for termination
in 'Personnel Data Maintenance' and return to the Employee Sub-Menu.

Type NO+ the Enter key not to change the status of this employee and return to the
Employee Sub-Menu.
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Change Employee Number

Overview

Use this program to change the employee identification number. All of the payroll
figures are transferred to the new number. The old number is available for reissue.

[l visual PRO/S [_ o] x]
Settings Edit Print Help
your Company Mame
CHANGE EMPLOYEE MUMBER DATE: 0B/17/00
EMPLOYEE MNO: 200 LAST MAME FIRST MAME
LAST VIEWED: Mcarthy Mary
EMPLOYEE NO. CHAMNGE:
Employee Number 250

I5 THE DATA CORRECT? (Y-N)

Procedure

1. Choose Change Employee Number on the Employee Sub-Menu.
2. Employee Number:

Type the new employee number and Enter.

Press F4 to abort the employee number change.

3. IsThe Data Correct? (Y-N):

Type Y+ the Enter key if the new number you entered is correct and return to the
Employee Sub-Menu.

Type N+ the Enter key to re-input another employee number.
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Employee Hardcopy

80

Overview

The Employee Hardcopy option allowsyou to print either employee personnel dataor
earning and deduction details, which includes vacation and sick |eave accruals.

[l visual PRO/S BEER
Settings Edit Print Help
Your Company Hame
EMPLOYEE HARDCOPY DATE: 08/17/00
EMPLOYEE MO: 200 LAST MAME FIRST HAME
LAST VIEWED: 102 MoZarthy Mary

EMPLOYEE HARDZOPY CPTIOM:

1. PERSOMMEL DATA

2. EARNING/DEDUCTION DETAIL

ENTER YOUR OPTIOM: CEND)

Procedure
1. Choose Employee Hardcopy on the Employee Sub-Menu.
2. Employee Hardcopy Option:
1. Personnel Data
2. Earning/Deduction Detail
Enter Your Option: (END)
Type 1+ the Enter key to list only employee personal data.
Type 2+ the Enter key to list employee earnings and deduction details.
Press F8 to return to the Employee Sub-Menu.
3. Select the appropriate printer for this report.
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Employee Hardcopy Samples
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Employee Earnings Application

82

Overview

Thisprogram is used to sel ect the earning codes you want automatically generated for
each employee during the pay cycle functions. When you initialize each payroll
process, the system will prompt you if you want to run automatic application. This
prompt will only display if youanswered Y to Automatic A pplication Used?in'Payroll
Parameters' onthe Payroll Definition Menu. Y ou can edit the generated earnings using
'Earnings Data Entry' on the Pay Cycle Menu.

[l visual PRO/5 [_ o] x]

Settings  Edit Print Help
Your Company Mame

EMPLOYEE EARNINGS APPLICATION DATE: 08/17/00
EMPLOYEE MO: 200 LAST MAME FIRST MAME
LAST VIEWED: McCarthy Mary
CODE  DESCRIPTION STANDARD CODE  DESCRIPTION STANDARD
0l. REGULAR 40,00 €U
02. OVERTIME .00 W)
03.  VACATION .00 )
04,  COMMISSIONS .00 €F)
09. SICK PAY .00 W)
06, LIFE INS .00 €F)
07. EBOMUS .00 €F)

IS5 THE DATA CORRECT? (¥-N)

Procedure
1. Choose Employee Earnings Application on the Employee Sub-Menu.

Note: All of the earning codesthat you established in'Earning Code
Maintenance' on the Payroll Definition Menu display on the screen.

2. Standard:

Typethe standard number of hoursfor each earning code and Enter or pressthe Enter
key if you do not want any hours generated for this earning code.

3. IsThe Data Correct? (Y-N):

TypeY +theEnter key if thehoursentered are correct and return to the Employee Sub-
Menu.

Type N+ the Enter key to edit the number of hours. Return to Step 2.
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Earning & Deduction Conversion Entry

Overview

The conversion program is used only one time and allows you to enter personnel data
year-to-dateinformation for earnings and deductions. The earningsand deductionsare
listed according to what was entered in 'Earning Code Maintenance' and 'Deduction
Code Maintenance' on the Payroll Definition Menu.

Y ou have two maintenance options to choose from: earnings option and deduction
options. Each screen is done separately. This provides an efficient method for
completing the initial setup of your personnel files before processing any pay cycles.

[l visual PrRO/S [_ o] %]

Settings Edit Print Help
Your Company Mame

EARNING & DEDUCTION COMVERSION ENTRY DATE: 0%/15/00
EMPLOYEE NO: 002 winkler william
LAST NAME FIRST MAME

VACATION SCHEDULE: (1 EARMED TAKEN BALAMCE

one week SICK: 6,068 . 000 6. 0630
MEXT AMMIVERSARY : WVACATION: 40,000 L000 40,0000
EARMING DETAIL:
CODE  DESCRIPTION ¥-T-D CODE  DESCRIPTION ¥-T-D

0l. REGULAR

0. OVERTIME
03, WVACATION
04,  COMMISSIONS
05.  SICK PAY
06. LIFE INS
7.  BONUS

IS THE DATA CORRECT? (¥-N)

Procedure
1. Choose Earning & Deduction Conversion Entry on the Personnel File Menu.
2. Maintenance Option:
1. Employee Earning Detail
2. Employee Deduction Detail
Enter Your Option (#-END):
Type maintenance option one (1) to enter earning detail and Enter. Go to Step 3.

Type maintenance option two (2) to enter deduction detail and Enter. Proceed to Step
7 for deduction entry.
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Type END+ the Enter key to abort the conversion process and return to the Personnel
File Menu.

3. Employee No:

Type a valid employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window.

Pressthe Enter key to display the first employee in the employee masterfile.

Press F8 to end the conversion program and return to the maintenance optionsin Step
2.

4. 1s The Data Correct? (Y-N):

TypeY+theEnter key if al of the year-to-date earnings are correct. Return to Step 3
to enter the next employee.

Type N+ the Enter key to input or correct this employee's earnings.

Note: The vacation schedulefieldswill only display if you answered
Y to 'Vacation Schedule Used?' in the 'Payroll Parameters on the
Payroll Definition Menu

5. Vacation Schedule;

Typethevacation schedule codethat isapplicablefor thisemployee and Enter or type
?+ the Enter key to display the Vacation Code Selection window.

Note: The cursor moves to the sick and vacations fields. Type the
total hourly amounts of the sick |eave and vacation earned and used.
The system will calculate the remaining balance.

6. Earning Detail:

Typetheaccumulated year-to-date earningsfor each earning typethat isapplicablefor
this employee and Enter. Return to Step 4.

Pressthe Enter key for any field that is not applicable. Return to Step 4.
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[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame

EARNING & DEDUCTION COMVERSION ENTRY DATE: 08,/15/00
EMPLOYEE MO: 002 winkler william
LAST NAME FIRST MAME
YOLUNTARY DEDUCTIONS:
DEDUCTION ¥-T-D
CODE  DESCRIFTION GOAL RATE DEDUCTION
0L. IMSURANCE
02. 401K 5. 00%
03. WAGE GARNISH 10.00
04, E.I.C.
05. LIFE INS
06. sDI 31, 766.40 L 05%
IS THE DATA CORRECT? (v-NJ
7. Employee No:

Type a valid employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window.

Press the Enter key to display the first employee in the employee masterfile.

Press F8 to end the conversion program and return to the maintenance optionsin Step
2.

8. Is The Data Correct? (Y-N):

TypeY +the Enter key if al of the year-to-date deductions are correct. Return to Step
7 to enter the next employee.

Type N+ the Enter key to input or correct this employee's deductions.
9. Deduction Detail:

Typethe Goal Amount, Deduction Rate per pay period and accumulated Y ear-To-Date
Deduction for each deduction type that is applicable for this employee and Enter.
Return to Step 8.

Press the Enter key for any field that is not applicable. Return to Step 8.
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Earning & Tax History Conversion Entry

86

Overview

The conversion program is used only one time and allows you to enter gross earnings
and federal, state and local tax withholding information quarter-to-date and year-to-
date. This provides an efficient method for completing the initial setup of your

personnel files before processing any pay cycles.

[l visual PRO/S [_Ta] x]
Settings Edit Print Help
vour Company Mame

EARNING & TAX HISTORY CONVERSION ENTRY DATE: 03,/15,/00
STATE: AZ aTh ¥TD QT YTD
EMPLOYEE Mo 002 winkler william
RES EARNIMGS: il .00 RES HOURS: o] als}
PREM EARNINGS: .00 .00 PREM HOURS: .00 o[o]
TIPS:
OTHER.: 00 00
EMPLOYEE TAXAELE: il .00
EMPLOYER TAXABLE: .00 .00
FED W/H Tax: .00 L00 LOCAL W/H TAx: L00 L 00
SoC SEC: il .00
MEDICARE : .00 .00 TOTAL VOL DED: .00 .00
STATE W/H TAX: .00 .00

MET PAY: 00 il

I5 THE DATA CORRECT? (¥-N)

Procedure

1. Select Earning and Tax History Conversion Entry on the Personnel File Menu.

2. 1s The Current Quarter Correct? (Y-N):

Type Y+ the Enter key if the quarter displayed is the current quarter.
Type N+ the Enter key to input the correct number.

3. Do You Want To Maintain Hours Worked? (Y-N):

Type Y+ the Enter key to be able to input hours accumulated to date.
Type N+ the Enter key to have the cursor bypass hour input fields.
4. State:

Type avalid two (2) character state code and Enter.

Note: This prompt only displays if you have a multi-state payroll.
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5. Local:
Type avalid two (2) character local tax code and Enter.

Note: This prompt only displays if you answered yes to 'Local
Taxes?' inthe Payroll Parameters on the Payroll Definition Menu.

6. Employee No.:

Type a valid employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window.

Pressthe Enter key to display the first employee in the employee masterfile.
Press F8 to end the conversion program and return to the Personnel File Menu.
7. The Data Correct? (Y-N):

Type Y+ the Enter key if al of the quarter-to-date and year-to-date balances are
correct. Return to Step 6 to enter the next employee.

Type N+ the Enter key to input or correct this employee's balances.
8. Withholding Detail:

Type the accumulated Quarter-To-Date and Y ear-To-Date totals for each field that is
applicable for this employee and Enter. Return to Step 7.

Press the Enter key for any field that is not applicable. Return to Step 7.
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Pay Cycle Menu

88

Overview

The Pay Cycle Menu allows you to process your payroll by entering earnings and
voluntary deductionsfor each employee. Therearefour earningsand deduction reports
that provide a method of balancing timecard entries prior to calculating federal and
state taxes and printing payroll checks.

Manual checks can be entered and updated to the employeefiles. These are checksthat
are not printed on the computer.

Payroll reports include check registers, voluntary deduction report, labor distribution
and employer's tax expense report.

The General Ledger distribution is posted to the End-Of-Day file and recorded on the
date that displays on your screen. Press F5 to change the date prior to processing the
payroll to prevent posting to an incorrect period.

[l visual PRO/S [_ o] %]

Settings Edit Print Help
[— Total order Plus 2000.d
M

gnu: CYCLE vour Company Mame Term: TO
Time: 4:33 FM Payral pate: 08/24,/2000

Ay CwCle ‘
Earnings Data Entry
Earnings audit Report
peductions audit Report

Data Entry Earnings Register
Data Entry Deductions Register
manual Check Data Entry

manual Check audit Report
Earnings Update

Pre-check Register

Check Print

Check register

Check Update

Employer's Expense Report

FErm=uAITommo o o

Enter option (CTRL+Y = Helpl: [ ]




Operating The Payroll System

Pay Cycle Initialization

Overview

Payroll Cyclelnitialization beginsthe payroll process. The systemwill prompt you for
the payroll ending date, the date you want printed on the pay checks, the payroll cycles
to process for this pay period and the current deduction period for the current month.

[l visual PRO/S [_To] %]
Settings Edit Print Help

YOUP COmparny Mame
FaY CYCLE IMITIALIZATION DATE: 09/15,/00

P/R PERIOD EWDING DATE: 09/15/00

DEDUCTION PERIOD: 1
PAY CYCLE (WBSMQA): g
CHECK DATE: 09,15 /00
CURRENT GQUARTER: 03

IS THE DATA CORRECT? (¥-N-DELETE)

Procedure

1. Select Pay Cycle Initialization on the Pay Cycle Menu.

2. PIR Period Ending Date:

Type the ending date for this payroll in MMDDY'Y format and Enter.

3. Deduction Period:

Type the number of this payroll period (1 through 5) for the current month and Enter .

Note: This defines which voluntary deductions are applied for this
payroll fromdeductionsset up in"Deduction Code Maintenance' on
the Payroll Definition Menu.

5. Pay Cycle (WBSMQA):
Type the letter(s) for this payroll cycle using the following options:
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W-Weekly B-BiWeekly S-Semi-Monthly
M-Monthly Q-Quarterly A-Annually

Note: If thispayroll includes morethan onetype of pay cycleand the
pay cyclesfall onthe same ending date, you can enter morethan one
letter to processat the sametime. Typetheletterssideby sidewithout
any spaces in between (i.e. WBM).

6. Check Date:
Typethe date you want to print on the payroll checksinMMDDY'Y format and Enter.
7. Current Quarter:

Note: Thecurrent quarter isdisplayed onthescreen. Do not proceed
with this payroll if the quarter is not correct. It is possible that the
previous quarter has not been closed properly.

8. Is The Data Correct? (Y-N-DELETE):
Type Y+ the Enter key to continue with the payroll process. Proceed to Step 9.
Type N+ the Enter key to edit the pay cycle information. Return to Step 2.

Type DEL ETE+ the Enter key to removethe pay cycleinformation and return to the
Pay Cycle Menu.
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[l visual PRO/S BEER

Settings Edit Print Help
Y¥our Company Name
Pay CYCLE IMITIALIZATION DATE: 0915700

EARNINGS APPLICATION: 01, REGULAR ¥
02, OVERTIME ¥
03, WACATION ¥
04, COMMISSIONS ¥
05, SICK PAY Al
06, LIFE INS ¥
07. BONUS ¥

IS THE SELECTION CORRECT? (¥-HN)

9. Is The Selection Correct? (Y-N):

TypeY+theEnter key if the earning selections are correct for thispayroll. Proceed to
Step 10.

Type N+ the Enter key to edit the earning selections. The cursor movesto the Y es’No
field for each earning type. Type either Y or N for each type and Enter.

Note: Any earning typefollowed by a Y will beautomatically applied
and listed on the payroll check stub for all employees that have the
earning type selected in their personnel files. If an earning type is
followed by an N, itisnot applied and not listed on the payroll check
stub. Any earning type followed by an N can be input manually
during 'Earnings Data Entry' on the Pay Cycle Menu.
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[l visual PRO/S BEER

Settings  Edit Print Help
Your Company Name
PAY CYCLE IWITIALIZATION DATE: Q9f15f00

VOLUNTARY DEDUCTIONS: 01, INSURANCE A
02, 401K ¥
03, WASE GARNISH i
04, E.I.C. i
05, LIFE INS A
06, sDI A

15 THE SELECTION CORRECT? (Y-N)

10. Is The Selection Correct? (Y-N):

Type Y+ the Enter key if the deduction selections are correct for this payroll and
proceed with the payroll process.

Type N+ the Enter key to edit the deduction selections. The cursor movesto the Y es/
No field for each deduction type. Type either Y or N for each type and Enter.

Note: Any deduction typefollowed by an Nwill not beapplied during
this pay cycle. Any earning type followed by an N can be input
manually during 'Earnings Data Entry' on the Pay Cycle Menu.

11. Do You Want To Run The Automatic Application? (Y-N):
Type Y+ the Enter key to run automatic application.
Type N+ the Enter key not to process automatic application.

Note: Thisprompt displaysonlyif you answered yesto 'l s Automatic
Application Used?' inthe payroll parameter setup. Automatic appli-
cation automatically generates timecard information as directed
from each employee's masterfile. The generated earnings can be
edited in 'Earnings Data Entry' on the Pay Cycle Menu.
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Earnings Data Entry

Overview

EarningsDataEntry allowsyou to distribute earningsfor each employee. Y ou havethe
ability to allocate earningsto different departments, worker's compensation codes and
GIL account distributions for labor.

[l visual PRO/S [_ O] %]

Settings Edit Print Help
Your Company Mame

EARNINGS DATA ENTRY DATE: 09/15/00

EMPLOYEE MO: 101 collins C. 55N 506-46-3514

EARNINGS VAC HRS: 392.0000 SICK HRS: 14.7500  HOURLY

CODE DAY DEPT  w/C DISTRIBUTION RATE  HOURS AMOUNT
01 10 8310  G/L: 619-000 16.00  32.00 512,00
02 10 8810 G/L: 619-000 24,00 8.00 192,00
03 10 8810  &/L: 619-000 16.00 32,00 512,00
EMPLOVEE TOTAL: 72.00 1216. 00

IS THE DATA CORRECT? (¥-MN-DELETE)

Procedure
1. Select Earnings Data Entry on the Pay Cycle Menu.
2. Employee No:

Pressthe Enter key to display the first employee in the Employee Masterfile or type
avalid employee number and Enter. You may also type ?+ the Enter key to display
the Employee Number Selection window. The employee's name and social security
number displays on your screen.

Note: If you selected to use Automatic Application in the'Pay Cycle
Initialization', theear ning arealready posted for each employeethat
you set up for automatic application. You cansimply edit theexisting
information by putting in the employee's number. The earning code
line items will display on the screen.

3. Enter Department Password: (END):
Note: This prompt displays only if you entered a password for the
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employee's division in 'G/L Distribution Interface' on the Payroll
Definition Menu.

Type the password and Enter or type END+ the Enter key to abort data entry and
return to the Pay Cycle Menu.

4. Code:

Typeavalid earnings code and Enter or type ?+the Enter key to display the Earnings
Code Selection window.

Press F4 to end earnings code input. Proceed to Step 8.
5. Dept:

Note: The default department code from this employee's masterfile
displays on your screen.

Pressthe Enter key to accept the code displayed or type ?+ the Enter key to display
the Department Code Sel ection window.

6. W/C:

Note: The default worker's compensation code fromthis employee's
masterfile displays on your screen.

Pressthe Enter key to accept the code displayed or type ?+ the Enter key to display
the Worker's Compensation Code Selection window.

7. Distribution:

Note: The G/L distribution account number for this earnings code
displays on your screen. The cursor moves to the next input field.

* 8. Rate:

Press the Enter key to accept the rate displayed or override with a new hourly rate.
Press F2 to return Step 7 to change the G/L distribution account number.

* 9. Hours:

Press the Enter key to accept the hours displayed for this pay cycle or override with
the correct number of hours.

* Note: The cursor will stop at steps8 and 9 if thisearnings codeis
set up for units and hours in 'Earnings Code Maintenance' on the
Payroll Definition Menu.

10. Amount:

Press the Enter key to accept the calculated amount of rate x hours or type a new
amount if this earnings code is not set up as hours and units and Enter.
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11. Is The Data Correct? (Y-N-DELETE):

TypeY+theEnter key if thisearning codeinformationiscorrect. Return to Step 4 for
the next earnings code entry.

Type N+ the Enter key to edit this earning code information. Go to Step 4.
Type DELETE+ the Enter key to delete the entir e check entry. Return to Step 2.
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Earnings Data Entry - Deductions

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame

EARNINGS DATA ENTRY DATE: 03/15/00
wplovee wo:  lol collins C. ssN:  506-46-3514
 DEDUCTIONS  VAC HRS: 392.0000  SICK HRS: 14.7500  HOURLY
CODE DAY DEPT  w/C  DISTRIBUTION RATE  HOURS  AMOUNT
0L, InsuRAMCE els-c00 25.00
02. 401K 211-000 5.00

IS THE DATA CORRECT? (¥-N-DELETE)

12. Code:

Type a valid deduction code and Enter or type ?+ the Enter key to display the
Deduction Code Selection window.

Note: The voluntary deduction description and the G/L distribution
displays on your screen. The cursor moves to the amount field.

13. Amount:

Type the amount of the voluntary deduction and Enter.
Press F2 to edit the G/L distribution account number.
14. 1s The Data Correct? (Y-N-DELETE):

TypeY+theEnter key if thisdeduction codeinformationiscorrect. Returnto Step 12
for the next deduction code entry.

Type N+ the Enter key to edit this deduction code information. Go to Step 12.
Type DELETE+ the Enter key to deleteall deduction code entries. Returnto Step 12.
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Earnings Audit Report

Overview

The Earnings Audit Report lists the following information: employee number and
name, earning codes and descriptions, worker's compensation code, General Ledger
account distribution, rate of pay, number of hours worked and the gross earnings.

The report lists totals for each employee, each division (if applicable), an earnings
summary and a company report total.

Note: Usethisreport asyour balancing featureto checktheearnings
and distribution data before continuing the payroll process.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
vour Company Mame
EARMNINGS AUDIT REPORT DATE: 09/15,/00

—-Output selection
LP Lexmark Lxi Laser printer

PO HP Laserjet §

FZ output to ASCII File

F1 HP Laserjet II

PD windows Print Manager

PE Windows Default Printer

PF Windows Preview Mode (Standard)

T RuNuR=R =

G Windows Preview Mode (Condensed)

Enter selection for 80 columns (F4=End):

Procedure
1. Select Earnings Audit Report on the Pay Cycle Menu.

Note: If you have established divisions as part of your employee
number format, you will be prompted for a division number.

2. Select the appropriate printer for this report.
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Earnings Audit Report Sample
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Deduction Audit Report

Overview

The Deduction Audit Report lists the following information: employee number and
name, deduction codes and descriptions, General Ledger and the amount of each
deduction.

The report lists totals for each employee, each division (if applicable), a deduction
summary and a company report total.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
DEDUCTIONS AUDIT REPGRT DATE: 09/15/00

— output selectian
. LP Lexmark Lxi Laser Printer

PO HP Laserjet §

FZ OUTpUT TO ASCII File

F1 HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF windows Preview Mode (Standard)
windows Preview Mode (Condensed)

e 5 TIM D @

Enter selection for 132 columns (Fd4=End):

Pro Cquﬁ;éJsethis report asyour balancing feature to check the deduc-
tions and distribution data before continuing the payroll process.
1. Select Deduction Audit Report on the Pay Cycle Menu.

Note: If you have established divisions as part of your employee
number format, you will be prompted for a division number.

2. Select the appropriate printer for this report.
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Deduction Audit Report Sample
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Data Entry Earnings Register

Overview

The Data Entry Earnings Register lists summarized totals for earnings and hours for
each employee and a summarized total of earning types at the end of the report.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
your Company Mame
DATA ENTRY EARMINGS REGISTER DATE: 09f15f00

—-Output selection
LP Lexmark Lxi Laser printer

PO HP Laserjet §

FZ output to ASCII File

F1 HP Laserjet II

PD windows Print Manager

PE Windows Default Printer

PF Windows Preview Mode (Standard)

T RuNuR=R =

G Windows Preview Mode (Condensed)

Enter selection for 132 columns (Fd4=End):

Procedure
1. Choose Data Entry Earnings Register on the Pay Cycle Menu.

Note: If you have established divisions as part of your employee
number format, you will be prompted for a division number.

2. Select the appropriate printer for this report.
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Data Entry Earnings Register Sample
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Data Entry Deductions Register

Overview

The Data Entry Deductions Register lists summarized deductions for each employee
andthetotal of all voluntary deductionsthat were deducted from grossearningsfor this
payroll cycle.

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame
LATA ENTRY DEDUCTIONS REGISTER DATE: 09/15/00

—-output selection

LP Lexmark Lxi Laser Printer

FO HP Laserjet §

FZ Output to ASCII File

F1 HP Laserjet II

PD windows Print_Manager

FE Windows Default Printer

PF Windows Preview Mode (Standard)
G Windows Preview Mode (Condensed)

T RuNUR=N =

Enter selection for 132 columns (F4=End):

Procedure
1. Choose Data Entry Deductions Register on the Pay Cycle Menu.

Note: If you have established divisions as part of your employee
number format, you will be prompted for a division number.

2. Select the appropriate printer for this report.
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Data Entry Deductions Register Sample
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Manual Check Data Entry

Overview

Thepayroll system allowsyou to enter manual checksthat were not processed through
the payroll process, as well as reversing previously written checks issued during a
payroll. Void checks can also be entered to track for check reconciliation.

[l visual PRO/S BEER

Settings  Edit Print Help
¥Our Compary Hame

MANUAL CHECE DATA EMTRY DATE: 09/30/00

"""" CHECK MO: DOOSAL
EMPLOYEE MO: 200 McCarthy M.

""" CHECK DATE: 09,/22/00  CHECK AMOUNT:  243.75

""""""""""""""""""""""""""""" BALANCE:  243.75

CODE DAY DEFT W/C  DISTRIEUTION RATE  HOURS  AMOUNT

IS THE CHECK IMFORMATION CORRECT? (¥-M-DELETE]

Procedure

1. Select Manual Check Data Entry on the Pay Cycle Menu.

2. Check No:

Type the check number you issued to this employee and Enter.

Toreverseapreviously written check onthe computer, typethe check number followed
by an R and Enter.

To void a blank check, type the check number followed by aV and Enter.

Pressthe Enter key to print this check with the other payroll checks. The check will
be dated and numbered during the check print procedure.

3. Employee No:
Type a valid employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window.
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4. Enter Department Password: (END):

Note: This prompt only displays only if you entered a password for
theemployee'sdivisionin'G/L Distribution Interface' onthe Payroll
Definition Menu.

Type the password and Enter or type END+ the Enter key to abort data entry and
return to the Pay Cycle Menu.

5. Check Date:

Type the date the check was written in MMDDY'Y format and Enter.

6. Check Amount:

Type the net amount of the check and Enter.

7. 1s The Check Information Correct? (Y-N-DELETE):

Type Y+ the Enter key if the check header information is correct. Proceed to Step 8.
Type N+ the Enter key to edit the check information. Return to Step 6.

TypeDEL ETE+theEnter key toremovethecheck fromthemanual check file. Return
to Step 2.
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Manual Check Earnings Entry

[l visual PRO/S [_Ta] x]

Sethngs Edit Pnnt Help
vour Company Mame

MANUAL CHECK DATA ENTRY DATE: 09/15/00
"""" CHECK MO 003541
EMPLOYEE Mo: 200 McCarthy M. HOURLY

""" CHECK DATE: 09710400  CHECK AMOUNT:  243.75
©emwnes BALANCE:  123.75-
CODE DAY DEPT  W/C  DISTRIBUTION RATE  HOLRS  AMOUNT
0 10 ssl0 G/L: e19-000 10,50 32.00 336,00
02 10 BE10 G/l 619-000 15,75 2.00 31.50
EMPLOYEE TOTAL: 34.00  367.50

IS THE DATA CORRECT? (¥-N-DELETE)

8. Code:

Typeavalid earnings code and Enter or type ?+the Enter key to display the Earnings
Code Selection window.

Press F4 to end earnings code input. Proceed to Step 15.
9. Dept:

Note: The default department code from this employee's masterfile
displays on your screen.

Pressthe Enter key to accept the code displayed or type ?+ the Enter key to display
the Department Code Sel ection window.

10. W/C:

Note: The default worker's compensation code fromthis employee's
masterfile displays on your screen.

Pressthe Enter key to accept the code displayed or type ?+ the Enter key to display
the Worker's Compensation Code Selection window.

11. Distribution:

Note: The G/L distribution account number for this earnings code

displays on your screen. The cursor moves to the next input field.
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* 12. Rate:

Press the Enter key to accept the rate displayed or override with a new hourly rate.
Press F2 to return Step 11 to change the G/L distribution account number.

* 13. Hours:

Press the Enter key to accept the hours displayed for this pay cycle or override with
the correct number of hours.

* Note: The cursor will stop at steps 12 and 13 if this earnings code
isset up for units and hoursin 'Earnings Code Maintenance' on the
Payroll Definition Menu.

14. Amount:

Press the Enter key to accept the calculated amount of rate x hours or type a new
amount if this earnings code is not set up as hours and units and Enter.

15. Is The Data Correct? (Y-N-DELETE):

TypeY+the Enter key if thisearning codeinformationiscorrect. Return to Step 8 for
the next earnings code entry.

Type N+ the Enter key to edit this earning code information. Go to Step 8.
Type DELETE+ the Enter key to delete the entir e check entry. Return to Step 2.
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Manual Check Deduction Entry

[l visual PRO/S [_Tox]

Settings Edit Print Help
Your Compary Mame
MANUAL CHECK DATA ENTRY DATE: 05/15,/00

CHECK MO: 003541

EMPLOYEE NO: 200 Mccarthy M. HOURLY
_____ CHECK DATE: 09/10/00  CHECK AMOUNT:  243.75
peouctions: BALANCE:  100.00-
CODE DAY DEPT  M/C  DISTRIBUTION RATE  HOURS  AMOUNT
ol msweance els-o00 23.75

IS THE DATA CORRECT? (Y-M-DELETE)

16. Code:

Type a valid deduction code and Enter or type ?+ the Enter key to display the
Deduction Code Selection window.

Note: The voluntary deduction description and the G/L distribution
displays on your screen. The cursor moves to the amount field.

17. Amount:

Type the amount of the voluntary deduction and Enter.
Press F2 to edit the G/L distribution account number.
18. Is The Data Correct? (Y-N-DELETE):

TypeY+theEnter key if thisdeduction codeinformationiscorrect. Returnto Step 16
for the next deduction code entry.

Type N+ the Enter key to edit this deduction code information. Go to Step 16.
Type DELETE+ the Enter key to deleteall deduction code entries. Returnto Step 16.
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Manual Check Tax Jurisdiction Entry

[l visual PrRO/S [_ O] x]
Sethings Edit Pnnt Help
YOUr Company Mame

MANUAL CHECK DATA ENTRY DATE: 03/15/00
"""" CHECK wo: 003541
EMPLOVEE NO: 200 McCarthy M. HOURLY

""" CHECK DATE: 0910400  CHECK AMoNT:  243.75
© peouctows: BALANCE: . 0
CODE DAY DEPT W/ DISTRIBUTION RATE  HOURS  AMOUNT

FEDERAL W/H: 28,00

AZ STATE W/H: 8.00

S0C SEC: 52.00

MEDICARE: 12.00

I5 THE DATA CORRECT? (¥-N-DELETE)

19. Federal W/H:

Type the amount of the federal tax withheld for this check and Enter.
20. State W/H:

Type the amount of the state tax withheld for this check and Enter.
21. Soc Sec:

Type the amount of social security withheld for this check and Enter.
22. Medicare:

Type the amount of medicare withheld for this check and Enter.

18. Is The Data Correct? (Y-N-DELETE):

Type Y+ the Enter key to accept tax information. Return to Step 2 for the next check

entry.
Type N+ the Enter key to edit the tax information. Return to Step 19.
Type DELETE+ the Enter key to delete the entir e check. Return to Step 2.

Note: Before you exit the screen, the amount of the check must be

distributed correctly and the balance must equal zero. If the checkis

out of balance, you will be prompted to either deletethe entire check
110 and press the Enter key to make corrections.
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Manual Check Audit Report

Overview

The Manual Check Audit Report lists each check number, employee number, earning
codes and dollar amounts, voluntary deductions, federal and state taxes and social
security and medicare amounts.

Use this report to verify the manual check entries before continuing the pay cycle

process.

[l visual PRO/S

Settings  Edit

Print

—-Output selection

T RuNuR=N =

Help

Your Company Mame
MANUUAL CHECK AUDIT REPORT

LP Lexmark Lxi Laser printer

PO HP Laserjet §

FZ output to ASCII File

FL HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF Windows Preview Mode (Standard)

Preview Mode (Condensed)

G W1noows

Enter selection for 132 columns (Fd4=End):

DATE: 09/15,/00

Procedure

1. Select Manual Check Audit Report on the Pay Cycle Menu.

2. Select the appropriate printer for this report.

111



Operating The Payroll System

Manual Check Audit Report Sample
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Earnings Update

Overview

The Earnings Update calculates employer and employee taxes, applies voluntary
deductions, updates payroll data and figures General Ledger distributions.

[l visual PRO/S BEER

Settings Edit Print Help
Your Company Mame
EARNINGS UPDATE DATE: 0315700

DO ¥OU WANT TO PROCEED WITH P/R DATA ENTRY UPDATE? (YES-NO)

Procedure

1. Select Earnings Update on the Pay Cycle Menu.

2. Do You Want To Proceed With P/R Data Entry Update? (YES-NO):

Type YES+ the Enter key to continue with the payroll calculations.

Type NO+ the Enter key to abort the update and return to the Pay Cycle Menu.

3. Are You Ready To Print The Pre-Check Register? (Y-N):

Type Y+ the Enter key to continue with the payroll process and print the register.
Type N+ the Enter key to abort the register print and return to the Pay Cycle Menu.

Note: After the earnings update, all further reports are 'chained'
together and will automatically print one after the other unless you
abort the payroll process. Each item on the menu can be accessed
individually, but it is not recommended to do so. This process must
be completed before another payroll can be run for the next payroll
period.
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Pre-Check Register

114

Overview

The Pre-Check Register list each employee's gross earnings, deductions withheld and
taxesthat were calculated in the'Earnings Update', showing what the net check amount
will be.

[l visual PRO/S [_To] %]
Settings Edit Print Help

Your Company Mame
PRE-CHECK REGISTER DATE: 09/15/00

ARE YOU READY TQ PRIMT THE PRE-CHECK REGISTER? (v-M)

Procedure
1. Select Pre-Check Register on the Pay Cycle Menu.
2. Are You Ready To Print The Pre-Check Register? (Y-N):

Type Y+ the Enter key to continue with the payroll process and print the register.
Proceed to Step 3.

Type N+ the Enter key to abort the register print and return to the Pay Cycle Menu.
3. Select the appropriate printer for this report.

4. Are You Ready To Proceed With Check Printing? (Y-N):

Type Y+ the Enter key if you are ready to print the checks.

TypeN+the Enter key if you are not ready to print checks and return to the Pay Cycle
Menu.
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Pre-Check Register Sample
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Check Print

116

Overview

Il vizual PRO/S HEER

Settings Edit Print Help
YOur Compary Mame
CHECK PRINT DATE: 09,/15/00

EMTER CHECK DATE: 091500

ENTER STARTIMNG CHECK NUMEER: 001234

IS5 THE CHECK DATA CORRECT? (v-N)

Procedure
1. Select Check Print on the Pay Cycle Menu.
2. Print On A/P Check Forms? (Y-N):

TypeY+the Enter key if you are printing on the same checks asyou usefor Accounts
Payable checks (check stub has no preprinted headings).

Type N+ the Enter key if you have your own custom forms.
3. Pay Period Start Date:
Type the start date for this pay cyclein MMDDY'Y format and Enter.

4. Message:

Typeuptoathirty (30) character messagethat you would like printed on the check stub
and Enter. Thisis an optional field.

5. 1s The Data Correct? (Y-N):
Type Y+ the Enter key if the date and message are correct.
Type N+ the Enter key to change the date or message fields.



Operating The Payroll System

6. Enter Check Date:

Pressthe Enter key to accept the date displayed or type a new date in MMDDY'Y
format that you want printed on the payroll checks and Enter.

Type END+ the Enter key to abort the check print and return to the Pay Cycle Menu.
7. Enter Starting Check Number:
Type the starting check number and Enter.

Note: If all of the checks are manual checks, do not enter a check
number.

8. Is The Check Data Correct? (Y-N):
Type Y + the Enter key to continue with the check printing process.
Type N+ the Enter key to edit the check information. Return to Step 6.
9. Select the appropriate printer for the check forms.
10. Please Load The < Name > Check Forms For < Name >

CR to Continue or END:

Note: < Name> will display the name of the bank that the checkswill
beprinted on. If you sel ected yesto print on A/P checks, the namewill
display A/P checks rather than a bank name.

Press the Enter key to continue with the check printing process.
Type END+ the Enter key to abort the check print and return to the Pay Cycle Menu.
11. Do You Want To Print A Test Pattern? (Y-N):

Type Y+ the Enter key to print atest pattern. This alows you to test for the proper
alignment of your check forms.

Type N+ the Enter key to bypass the test pattern.
12. Did The Checks Print Correctly? (Y-N):

Type Y+ the Enter key if the checks printed completely and correctly. The payroll
process will continue with printing the check register.

Type N+ the Enter key to restart the check print procedure. Go to Step 13.
13. Enter Starting Employee No. (RESTART-END):
Type RESTART+ the Enter key to restart the check print with a specific employee.

Typethefirst employee number you want to print and Enter or type ?+ the Enter key
to display the Employee Number Selection window.

Type END+ the Enter key to abort the check print and return to the Pay Cycle Menu.
117



Operating The Payroll System

Payroll Check Sample
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Check Register

Overview

The Check Register produces a report that lists the check number assigned to each
employee's check, along with the empl oyee name and number, gross earnings, federal,

[l visual PRO/S [_To] %]

Settings Edit Print Help
Your Comparny Name
CHECK REGISTER DATE: 09,/15/00

PLEASE LOAD STOCK PAPER AMD CR TO PRINT CHECEK REGISTER

ﬁé @@B?% taxes, voluntary deductions and the net check amount for each
(0)//="1

1. Select Check Register on the Pay Cycle Menu.
2. Select the appropriate printer for this report.
3. Please Load Stock Paper and CR To Print Check Register:

Remove the check forms from your printer (if applicable) and pressthe Enter key to
continue with printing the check register.

Note: Thisreport must be completed before another payroll can be
processed.
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Check Register Sample
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Operating The Payroll System
Labor Distribution Report

Overview

The Labor Distribution Report produces aregister for each department/division set up
onyour payroll. Thereport listseach employee number and name, atotal of regular and
premium hours and atotal of all individual earnings.

The report prints totals for each department/division and a combined report total.

[ visual PRO/S BEER

Settings  Edit Print Help
Your Company Mame
LABOR DISTRIBUTION REPORT

—-output selection
LP Lexmark Lxi Laser printer

FO HP Laserjet §

PZ output to ASCII File

HP Laserjet II

PD windows Print Manager

FE Windows Default Printer

PF Windows Preview Mude CStandard)

TiaRuNuR=Nal=
]
=

G WIndows Preview

Enter selection for 132 columns (F4=End):

Procedure
1. Select the appropriate printer for this report.

Note: Thisreport automatically prints after the check register.
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Labor Distribution Report Sample
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Deduction Register

Overview

The Deduction Register produces a register for each voluntary deduction that was
deducted from each employee's paycheck for the current payroll. Thereport lists each
employee number and name, employee's social security number, the amount of each
deduction, thedeductiongoal (optional) and amount deduced for the current month and
year-to-date.

The report prints totals for each deduction.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
DEDUCTION REGISTER

— output selection
LP Lexmark Lxi Laser Printer

FO HP Laserjet §

PZ Output to ASCII File

HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF windows Preview mode (standard)

TN R=N =
sl
=

G Windows Preview Mode (Condensed)

Enter selection for 132 columns (F4=End):

Procedure
1. Select the appropriate printer for this report.

Note: This report automatically prints after the labor distribution
report.
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Deduction Register Sample
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Check Update

Overview

The Check Update clears payroll datafiles and posts distribution information for the
General Ledger. Make sure all reports are printed before continuing with this step.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
CHECK UPDATE DATE: 00/15/00

ARE YOU READY TO PROCEED WITH CHECK UPDATE? (YES-MO)

Procedure
1. Select Check Update on the Pay Cycle Menu.
2. Are You Ready To Proceed With The Check Update? (YES-NO):

Note: When you run this program, payroll detail iscleared. Be sure
you have run all necessary reports before continuing.

Type YES+ the Enter key to run the check update program.
Type NO+ the Enter key to return to the Pay Cycle Menu.

Note: If you do not have the General Ledger module installed, a
General Ledger Distribution Report will be printed.

This update must be completed before another payroll can be
processed.
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Employer's Expense Report

Overview

The Employer's Expense Report print in state jurisdiction order, listing employee
number and name, worker's compensation code, amounts for gross earnings, social

[l visual PRO/S [_ O] %]

Settings Edit Print Help
Your Company Mame
CHECK UPDATE DATE: 03/15/00

DO YOU WANT TO COMPLETE THIS PAYROLL CYCLE? (YES-HNO)

Prgdedd fraedicare, FUTA, SUTA, worker's compensation, local tax and total

payroll expense.
1. Select the appropriate printer for this report.

Note: Thisreport automatically prints after the deduction register
2. Do You Want To Complete This Payroll Cycle? (YES-NO):
Type YES+ the Enter key to complete the payroll process for the current payroll.
Type NO+ the Enter key to abort the completion and return to the Pay Cycle Menu.

Note: This report and update must be completed before another
payroll can be processed.
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Employer's Expense Report Sample

- prmpme CEIS
[= 1)@ Page: 2ol 2

Pl L b )

K B ENTSRE EREYHES EXHaiE RERT Mi: !
TVE: 0 [kl iie T
AR LU T LEH, W Rl
4] [ M R W T MM R 71 M o
| [0 [T Flim
KL elbin € (L% B 1] LI LY L 15 H
KT ium & F13] na
| L1118 4 L115] It (4 11 & | (il nll
ST T KA BLE MNE B[N Ldl LN [EET
R N LB TR T 4.4 [LE L EN i {1 1] [

127




Operating The Payroll System

Month-End Processing Menu

128

Overview

The Month-End Initialization program beginsthe month-end process. Thereportswill
automatically print oneright after the other after prompting you for aprinter selection.
Reports include 'Monthly Earnings Register', 'Monthly Worker's Compensation
Report and the 'Union Contribution Report' (if applicable).

After all reports have been printed, the 'Month-End Update' must be run before
processing another payroll for the next period, clearing all month-to-date information.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
{— Total order Plus 2000.d
]

BHU: MONTH vour Company Mame Term: TO
Time: 11:14 Am Payral pate: 06/30/2000

— Morth-End Processing Menu
Monthn-End InN1ti1ali1z2ation

Manthly Earnings Register

monthly workers' Compensation Report
union Contribution Report

month-end Update

Check Rrecaonciliation

A,
B.
C.
.
E.
F.

Enter option (CTRL+Y = Help): [ ]
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Month-End Initialization

Overview

The Month-End Initialization program begins the month-end process. The programs
prompts you for the correct period-end processing date.

[l visual PRO/S BEER

Settings Edit Print Help
Your Company Mame
MOMTH-EMD IMITIALIZATION

ENTER MOMTH EMDING DATE: 0D6/30,/00

IS5 THE DATE CORRECT? (¥-N)

Procedure
1. Choose Month-End Initialization on the Month-End Processing Menu.
2. Enter Month Ending Date (MMDDY'Y):

Typetheending datefor themonthyou areprocessinginMMDDY'Y format and Enter
or press the Enter key to accept the displayed application date.

3. IsThe Data Correct? (Y-N):

TypeY +the Enter key if the closing dateis correct. The system will proceed with the
month-end reports.

Type N+ the Enter key to re-input the correct closing date.
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Monthly Earnings Register

Overview

The Monthly Earnings Register lists the payroll figures for each check processed
within the current month. Information listed includes employee number and name,
check number and check date for each check in the current month, all earnings and
voluntary deductions and the net check amounts.

[l visual PRO/S [_Ta] x]

Settings Edit Print Help
¥our Company Mame
MOMTHLY EARMIMGS REGISTER DATE: 063000

— Cutput selection
. LP Lexmark Lxi Laser Printer

PO HP Laserjet §

PZ Output to ASCII File

HP Laserjet II

PD wWindows Print_Manager

PE windows Default Printer

PF windows Preview Mode (Standard)

TaBuluk=Nal= 1
el
=

Enter selection for 132 columns (F4=End):

Procedure
1. Choose Monthly Earnings Register on the Month-End Processing Menu.

2. Select the appropriate printer for this report.
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Monthly Earnings Register Sample
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Operating The Payroll System
Monthly Worker's Compensation Report

Overview

The worker's compensation report is based on a pay cycle period ending month. The
report lists each employee, by state code, and the amount of taxable wages, regular
earnings, premium earnings and worker's compensation cal culated amount.

The report also shows a report summary for each worker's compensation code.

[l visual PRO/S [_ o] x]

Settings Edit Print Help

MOMNTHLY WORKERS' COMP REPORT DATE: 06/30,/00

—-Output selection
LP Lexmark Lxi Laser printer

PO HP Laserjet §

FZ output to ASCII File

HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF Windows Preview Mode (Standard)

T RuNuR=N =
m
=

D Windaws Preview Mode (Condensed)

Enter selection for 132 columns (Fd4=End):

Procedure

1. Choose Monthly Worker's Compensation Report on the Month-End Processing
Menu.

2. Select the appropriate printer for this report.
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MonthlyWorker's Compensation ReportSample
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Operating The Payroll System

Union Contribution Report

Overview

The Union Contribution Report list each union code and all employees belonging to
each specific union. The earnings are listed for each week of the month by employee
name and social security number and the hourly rate of pay.

At the end of the report, there is a contribution summary of all union deduction codes
and the amount of contribution.

Jvisual PRO/S [_ O] x]

Settings Edit Pnnt Help
Your Company Mame
UNTON COMTRIBUTICON REPORT DATE: 06,/30/00

—-Output selection
LP Lexmark Lxi Laser printer

PO HP Laserjet 5

FZ output to ASCII File

HP Laserjet II

PD windows Print_Manager

PE windows Default Printer

PF wWindows Preview Mode (standard)

TIaBuNUR=R =
o
=

G WIndows Preview Mode (Condensed)

Enter selection for 132 columns (F4=End):

Procedure

1. Choose Union Contribution Report on the Month-End Processing Menu.

2. Select the appropriate printer for this report.

134



Operating The Payroll System

Union Contribution Report Sample
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Month-End Update

136

Overview

The Month-End Update clears the month-to-date figures from the monthly transaction
file, the union monthly contribution file (if applicable) and the monthly worker's
compensation file for the next payroll period.

If the current month isthelast month of apayroll quarter, the systemwill automatically
proceed with 'Quarter-End Processing' on the Payroll System Menu.

[l visual PRO/S [_To] %]

Settings Edit Print Help

MONTH-END UPDATE

ARE YOU READY TO PROCEED WITH MOMTH-EMD UPDATET (YES-MNO)
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Check Reconciliation

Overview

The Payroll system writes the payroll check information to the same file as the
Accounts Payable regular and manual check reconciliation file. This option is only
available if you answered Y to Check Reconciliation? in 'Payroll Parameters on the
Payroll Definition Menu.

Please refer to the Table of Contentsin the Accounts Payable manual for step by step
instructions on how to reconcile your bank statement for any given month.
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Quarter-End Processing Menu

138

Overview

TheQuarter-End I nitialization program beginsthe month-end process. Thereportswill
automatically print oneright after the other after prompting youwithaprinter selection.
Reports include 'Quarterly Earnings Register', 'Quarterly Tax Status Report', 'Quar-
terly 941 Report' and the 'Quarterly W2 Forms Print' (if applicable).

After all reportshave been printed, the system clearsall quarter-to-dateinformation for
each employee.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
[— Total order Plus 2000.d
1l

B QUART Tour Company Hame Term: TO
Time: 10:23 AM Payral ate: 06/30,/2000

— Quarter-end Processing Menu
Cuarter-end Initialization
QuUArterly Earnings Register
quarterly Tax Status Report
cuarterly 941 Report
Guarterly w-2 Forms Print

A,
B.
c.
D.
E.

Enter option (CTRL+Y = Helpd: [ ]
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Quarter-End Initialization

Overview

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame
QUARTER: 02 QUARTER-END TWITIALIZATICN

ENTER QUARTER EMDING DATE: 06/30,/00

IS THE DATE CORRECT? (¥-N]

The Quarter-End Initialization program begins the quarter-end process. The reports
RroLeMEI@Ily print one right after the other after prompting you for a printer

slesioRe Quarter-End Initialization on the Quarter-End Processing Menu.

2. 1s The Current Quarter Correct? (Y-N):

Type Y+ the Enter key if the current quarter displayed is correct. Go to Step 3.

Type N+ the Enter key to edit the current quarter and year.

3. Are You Ready to Proceed With the Quarter-End Process? (YES-NO):

Type YES+ the Enter key to proceed with the quarter-end process.

Type NO+ the Enter key to abort the close and return to the Payroll System Menu.
Note: The current quarter ending date is displayed on your screen.

5. 1s The Date Correct? (Y-N):

Type Y+ the Enter key if the displayed application date is correct.

Type N+ the Enter key to re-enter the quarter-end date.
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Quarterly Earnings Register

Overhead

The Quarterly Earnings Register lists the payroll figures for each check processed
within the current quarter. Information listed includes employee number and name,
check number and check date for each check in the current month, all earnings and
voluntary deductions and the net check amounts.

The report reflects quarter-to-date and year-to-date totals.

[l visual PRO/S [_Ta] x]

Sethngs Edit Pnnt Help
vour Company Mame
QUARTERLY EARNINGS REGISTER DATE: 06/30,/00

—-Output selection
LP Lexmark Lxi Laser Printer

PO HP Laserjet 5

FZ output to ASCII File

HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF Windows Preview Mode (Standard)

TR R=N =
m
=

G Windows Preview Mode (Condensed)

Enter selection for 132 columns (F4=End):

Procedure
1. Choose Quarterly Earnings Register on the Quarter-End Processing Menu.

2. Select the appropriate printer for this report.
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Quarterly Earnings Register Sample
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Quarterly Tax Status Report

Overview
The Quarterly Tax Status Report is separated into multiple reports:

Thereport for thefederal tax jurisdiction lists each empl oyee and theamountswithheld
for the current quarter for federal tax, social security and medicare and federal
unemployment, along with gross wages for this quarter.

Thereisatax status report for each state that is set up on your payroll. Thisreport lists
each employee and the amounts for gross wages, employee taxable wages, state
withholding, any additional state taxes (SDI, etc.) and state wages for this quarter.

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame
QUARTERLY TAX STATUS REPCRT DATE: 06/30,/00

—-output selection
LP Lexmark Lxi Laser Printer

FO HP Laserjet §

FZ Output to ASCII File

HP Laserjet II

PD windows Print_Manager

FE Windows Default Printer

PF Windows Preview Mode (Standard)

T RuNUR=N =
el
=

G Windows Preview Mode (Condensed)

Enter selection for 132 columns (F4=End):

Procedure
1. Choose Quarterly Tax Status Report on the Quarter-End Processing Menu.

2. Select the appropriate printer for this report.
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Quarterly Tax Status Report Samples
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Quarterly 941 Report

Overview

The Quarterly 941 Report is sorted for federal and state reporting and islisted in order
of each employee's social security number, as required by the federal and state
agencies.

The federal report lists each employee's quarterly earnings, social security and
medi care taxable wages and wages that are tax exempt and the federal unemployment
taxable and tax exempt wages.

The state report lists each employee's quarterly earnings and the state unemployment
taxable and tax exempt wages. Each state may vary asto theinformation listed for that
state.

[l visual PRO/S BEER

Settings Edit Print Help

QUARTERLY 241 REPORT

— Output selection
LP Lexmark Lxi Laser Printer

PO HP Laserjet §

PZ Output to ASCII File

HP Laserjet II

PD windows Print Manager

PE windows Default Printer

PF windows Preview mMode (standard)

T RuluR=Ral=1
m
=]

G Windows Preyiew Mode (Condensed)

Enter selection for 132 columns (F4=end):

Procedure
1. Choose Quarterly 941 Report on the Quarter-End Processing Menu.
2. Select the appropriate printer for this report.
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Quarterly 941 Report Samples
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Operating The Payroll System

Quarterly W-2 Forms Print

Overview

The Quarterly W-2 print is only accessible if you answered Y to 'W-2's Printed
Quarterly? in the 'Payroll Parameters on the Payroll Definition Menu.

See the instructions on how to print W-2 forms in the 'Y ear-End Processing' proce-
dures.
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Quarter-End Update

Overview

The Quarter-End Update clears the quarter-to-date figures from the quarterly transac-
tion file for the next payroll period. This update must be processed before another
payroll is run in the new quarter.

If the current quarter is the last quarter of the year, the system will automatically
proceed with Y ear-End Processing' on the Payroll System Menu.

[l visual PRO/5 [_ o] x]

Settings  Edit Print Help

QUARTER-END LPDATE DATE: 06/30/00

ARE YOU READY TO PROCEED WITH QUARTER-END UPDATE? (YES-NO)

Procedure

1. Choose Quarter-End Update on the Quarter-End Processing Menu.
2. Are You Ready to Proceed With Quarter-End Update? (YES-NO):
Type YES+ the Enter key to complete the quarter-end update.

TypeNO+ the Enter key to abort the update and return to the Quarter-End Processing
Menu.

Note: This update must be processed before a payroll isrunin the
new quarter.
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Year-End Processing Menu

148

Overview

The system requires that the last month of the year and the last quarter of the year be
closed prior to processing year-end procedures. The yearly earnings report and 1099
processing are options to the user. 1099 processing is usually done in the Accounts
Payable module using the vendor masterfile information.

The W-2 Formatter can be maintained by the user. The formatter controls how the W-
2 information is printed on certain lines on the form and in a specific print position
column (right to left).

TheY ear-End Update clearsall payroll figuresfor theyear and removesall terminated
employees.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
[— Total order Plus 2000.d
M

BN YEAR Tour Company Mame Term: TO
Time: 11:06 AM Payrol Date: 12/31/2000

— Year-end Processing Menu
y Earnings Register

Create Fed Mag Media File

Form 1089-Misc Formatter

Form 1099-Misc Print

Farm w-2 Formatter

Form w-2 Print

vear-end Update

[ABaNuR=Nale]

Enter option (CTRL+Y = Helpd: [ ]




Operating The Payroll System

Yearly Earnings Register

Overview

Y ou can run the earnings register at the end of the current year but prior to closing the
year by running the 'Y ear-End Update'. This report can be fairly lengthy asit lists all
personnel that worked during the entire year, but it does provide alisting of all payroll
checks issued for each employee and all earnings, taxes and voluntary deduction

information.

[l visual PRO/S

Settings  Edit Print

—-Output selection

TmeE N mE

(A}

H.

Help

Your Company Mame
YEARLY EARMINGS REGISTER

LP Lexmark Lxi Laser printer
PO HP Laserjet §
FZ output to ASCII File
FL HP Laserjet II
PD windows Print_Manager
PE Windows Default Printer
Windows Preyiew Mode (Standard)
Pz Windows Preview Mode (Condensed

Enter selection for 132 columns (Fd4=End):

DATE: 12/31,/00

Procedure

1. Choose Y early Earnings Register on the Y ear-End Processing Menu.

2. Select the appropriate printer for this report.
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Yearly Earnings Register Sample
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Create Federal Mag Media File

Overview

This option is not available at this time.
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Form 1099 - Miscellaneous Formatter

152

Overview

The 1099 Format Mai ntenance program displays each field that is printed on the 1099
form and allowsyou to determine what fields should print on the form, on what line of
the form and in which column. The system originally comes with the proper print
positions. If the government changes the format, you must edit the following screens.

[l visual PRO/S [_To] %]

Setting: Edit Print Help
Your Company Name
109% FORMATTER

PRINT
ITEM DESCRIPTION OW 1099  LINE COLUMM
FEDERAL I.D. MUMEER ¥ 09 08
MAME ¥ 03 08
ADDRESS (LINE 1) ¥ 04 08
ADDRESS (LINE 2) Y 05 08
ADDRESS (LINE 3) ¥ 08 08
ADDRESS (LINE 47 ¥ 07 08
VOID CHECK BOX ol 34

IS THE DATA CORRECT? (Y-N)

Procedure

1. Choose Form 1099-Misc Formatter on the Y ear-End Processing Menu.

2. 1s The Data Correct? (Y-N):

Type Y+ the Enter key if the print positions are correct. Proceed to the next screen.
Type N+ the Enter key to edit the print parameters.

Note: You haveto enter Y to print the information on the 1099 form
for each field displayed on the screen. You must also specify theline
on the form and the column print position on the form (right to left).
These print positions will only change fromyear to year if the form
itself is changed by the government.

Follow the same instruction for all three screens.
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[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
1089 FORMATTER

ITEM DESCRIFTION PRINT  LIME COLUMN
IDENTIFICATION NUMBER 09 25
RECIPIENT'S HAME 11 08
STREET ADDRESS 14 08
CITY/STATE/ZIP CODE 16 08
ACCOUNT NUMEER Y 18 08

IS THE DATA CORRECT? (v-M)

[l visual PRO/S [_Ta] ]

Settings Edit Print Help
vour Company Mame
109% FORMATTER

CODE  CODE INTEGER
COMPENSATION TYFE E/D MO LINE  COLUMN POSITIONS
1. RENTS 03 42 g i, . 00
2. ROYALTIES 05 42 ] i, . 00
3. PRIZES/AWARDS a7 42 ] i, e, 00
4. FEDERAL IMCOME TAX 09 42 ] i, #E. 00
5. FISHING BOAT PROCEEDS 09 56 g i, . 00
§. MED/HEALTH CARE PAYMENTS 11 42 ] i, . 00
7v MOMEMPLOYEE COMPENSATICN 11 56 ] i, #E, 00
8. SUBSTITUTE PAYMENTS 14 42 ] i, #E. 00

IS THE DATA CORRECT? (¥-N)
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Form 1099 - Miscellaneous Print

154

Overview

The 1099 Print program allowsyouto print 1099 formsfor all vendorsor you can select
arange of vendors. Y ou can sel ect aminimum amount to exclude vendorsfrom getting
a1099 form. The system scansthe Y ear-To-Date dollar amount and comparesit to the
minimum you suggested. Y ou have the option to deduct any vendor returns during the
year from the vendor purchases for the year and print the difference as the amount on
the 1099 form.

Thisprogram must berun prior to closing theyear and prior to entering any datafor the
new year.

[l visval PRO/S [_ O] x]

Settings Edit Print Help
WY aur Compary Name
YEARLY 10599 FORMS PRINT 00,/16,/1950

SUETRACT ¥TD RETURNS FROM ¥TD PURCHASES FOR WVENMDOR? (¥-N) ¥

Procedure

1. Choose Form 1099-Misc Print on the Y ear-End Processing Menu.
2. Print 1099 Forms? (Y)esor (N)o:

TypeY to begin the printing process.

Type N to abort the print and return to the Y ear-End Processing Menu.
3. Select the appropriate printer for this report.

4, Minimum $ Amount:
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Type the minimum dollar amount to exclude and Enter.

Note: Vendors with a year-to-date dollar amount less than the
minimum amount will not receive a 1099 form. The government
requirement is $600.00 or greater.

5. Enter Beginning Vendor Code:
Press the Enter key to display the first vendor to print.

Typeavalid beginning vendor code and Enter or type ?+ the Enter key to display the
Vendor Code Selection window.

Press F4 or F8 to return to the Y ear-End Processing Menu.
6. Enter Ending Vendor Code:

Type avalid ending vendor code and Enter or type ?+ the Enter key to display the
Vendor Code Selection window.

Press F4 or F8 to return to the Y ear-End Processing Menu.

7. Subtract YTD Returns From Y TD Purchases For Vendors? (Y-N):
Type Y + the Enter key to deduct returns from purchases for all vendors.
Type N+ the Enter key to print only YTD purchases.

8. Do You Want A Test Pattern? (Y-N):

Type Y+ the Enter key to print atest pattern on your forms.

Type N+ the Enter key to print all 1099 forms.
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Form 1099 Miscellaneous Sample
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Form W-2 Formatter

Overview

The Form W-2 Formatter maintenance program displays each field that is printed on
theW-2formand allowsyou to determinewhat fields should print on theform, onwhat
lineof theform andinwhich column. Thesystem originally comeswith the proper print
positions. If the government changes the format, you must edit the following screens.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
Your Company Name
Wz FORMATTER

ITEM DESCRIPTION LINE COLUMN
TOTAL w-2 SIZE 33 70

SUBTOTAL Ww-2 oo

SUBTOTAL CHECK BOX oo 0

VOID CHECK EOX 04 26

PENSION PLAN CHECK BOX 23 51

W-2'S PER SHEET/PAGE 0z

IS5 THE DATA CORRECT? (¥—H)

Procedure
1. Choose Form W-2 Formatter on the Y ear-End Processing Menu.

2. 1sThe Data Correct? (Y-N):
Type Y+ the Enter key if the print positions are correct. Proceed to the next screen.
Type N+ the Enter key to edit the print parameters.

Note: You must specify the line on the form and the column print
position on the form (right to left). These positionswill only change
fromyear to year if the formitself is changed by the government.

Follow the same instruction for all of the following screens.
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[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame
wZ FORMATTER

PRINT
ITEM DESCRIPTION oM W2 LINE COLUMN
FEDERAL I.D. MUMBER ¥ 08 07
STATE (1) I.D. NUMBER ¥ 25 10
STATE €20 I.D. NUMBER ¥ 27 10
MAME ¥ 08 06
ADDRESS (LINME 1) ¥ 09 06
ADDRESS (LINE 2) ¥ 10 08
ADDRESS (LINE 3) ¥ 11 08
ADDRESS (LIME 41 ¥ 12 06
CALENDAR YEAR N

IS5 THE DATA CORRECT? (¥-N)

[l visual PRO/S [_ O] x]

Settings Edit Pnnt Help
Your Company Mame
w2 FORMATTER

ITEM DESCRIPTION LINE COLUMN
SOCTAL SECURITY NUMBER 14 06
EMPLOYEE MAME 16 06
ADDRESS (LINE 1) 18 08
ADDRESS (LINE 2) 19 08
CITY 20 06
STATE 20 24
ZIPCODE 20 28

I5 THE DATA CORRECTT (¥-N)
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[l visual PRO/S BEER
Settings Edit Print Help
Your Company Mame
W2 FORMATTER
W-2 EMPLOYEE FEDERAL INFORMATION
INTEGER
ITEM DESCRIFTION LIME COLUMM POSITIONS
WAGES TIPS AND QTHER COMP o0& 30 8 e, g, L 00
FEDERAL INCOME TAX WITH 0f 55 ] e, g, 00
SOCIAL SECURITY TAX WITH ol 55 ] ik, R, 00
ADVANCE EIC PAYMENT 14 39 8 i, i, L 00
SOCIAL SECURITY WAGES 08 30 8 e, g, L 00
SOCIAL SECURITY TIPS 12 35 ] e, g, 00
MEDTCARE WAGES 10 3G i1 i, daa, A, 00
MEDICARE Tax WITH 10 54 g i, e, A 00
IS THE DATA CORRECT? (¥-M)
[l visual PRO/S [_ o] x]
Sethings Edit Pnnt Help
vour Comparny Name
W2 FORMATTER
W-2 EMPLOYEE STATE AND LOCAL INFQRMATION
INTEGER

ITEM DESCRIFTION LIME COLUMM POSITIONS
STATE 1 WAGES 25 22 a b, datt, 00
STATE 1 Tax WITH 24 32 & i, . 00
STATE 1 MAME 25 0é
STATE 1 OTHER TaX oo oo 0
STATE 1 OTHER TAX NAME
STATE ¢ WAGES 27 22 & i, . 00
STATE £ TAx WITH 27 32 4] e, e, 00
STATE 2 MAME 27 oL}
STATE 2 OTHER TaAX oo oo ol
STATE 2 OTHER TAX NAME
LOCAL wAGES 25 a0 i #, dt, 00
LoCAaL TAxX wITH 25 a0 5 #E, dt, 00
LOCAL MAME 25 44

IS THE DATA CORRECT? (¥-N)
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[l visual PRO/S [_Ta] x]
Sethngs Edit Pnnt Help

Your Comparty Name
W2 FORMATTER

CODE CODE <-———-—— DESCRIPTION-——---— x IMTEGER
E/D ND PRINT LIME COL LIME COL  POSITIONS
D02 1 18 35 19 5% ] Hit, . 00

I5 THE DATA CORRECT? (¥-N)
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Form W-2 Print

Overview

The W-2 print isthe last step prior to closing the current year. Y ou will be prompted
at theend of theprint to closetheyear. Y ou must answer no if you want to print another
copy of the W-2's or if any adjustments need to be made. Once the year is closed, all
payroll informationiscleared for thenew year and all terminated employeesaredel eted
from the system.

It isrecommended that you make abackup of your payroll prior to printing W-2 forms.

[l visual PRO/S [_Ta] %]

Settings Edit Print Help
your Company Mame
YEARLY W-2 FORMS PRINT DATE: 12/31/00

ENTER EMPLOYEE MO.(CR-END): 002 w. winkler

15 THE SELECTION CORRECT? (¥-N)

Procedure

1. Choose Form W-2 Print on the Y ear-End Processing Menu.
2. Select the appropriate printer for the W2 forms.

3. Enter Employee No. (CR-END):

Type a valid employee number and Enter or type ?+ the Enter key to display the
Employee Number Selection window or press the Enter key if you want to start
printing with the first employee in the employee masterfile.

TypeEND+ theEnter key to abort the W2 print and returnto the Y ear-End Processing
Menu.

4. 1s The Selection Correct? (Y-N):
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Type Y+ the Enter key if the employee number is correct. Proceed to Step 5.
Type N+ the Enter key to re-input another employee number. Return to Step 3.
5. Do You Want a Test Pattern? (Y-N):

TypeY +the Enter key to print atest pattern alignment on the W2 forms. This prompt
will re-display until you answer N.

Type N+ the Enter key to continue with the W2 print.

Note: After the W-2's have printed correctly, the system will auto-
matically continue with the "Year-End Update'.

If for any reason you can not print W-2's beforerunning a payroll for
the new year, you can copy the payroll filesto another company and
print them at a later date.
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Form W-2 Sample
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Year-End Update

164

Overview

The Y ear-End Update clears all payroll information for each employee and removes
terminated employees from the system for the new year. Y ou will be prompted as to
whether or not you want the system to subtract year-to-date deduction amounts from
individual employee goal amounts, if applicable.

It is recommended that you make a backup of your payroll prior to clearing the year.

[l visual PRO/S [_Ta] x]

Sethngs Edit Pnnt Help
vour Company Mame
PAYROLL YEAR EMND PROZESSING URDATE DATE: 12/31/00

ARE ¥OU READY TO PROCEED WITH THE YEAR END UPDATE? (YES-HO)

Procedure
1. Choose Y ear-End Update on the Y ear-End Processing Menu.

2. Are You Ready To Proceed With The Y ear-End Update? (YES-NO):
Type YES+ the Enter key to close the year.
Type NO+ the Enter key to return to the Y ear-End Processing Menu.

Note: This update must be completed before processing a payroll in
the new year.



The Payroll Report System

A

PAYROLL REPORT SYSTEM

coooo

Payroll Report Menu

Employee Cross-Reference List
Employee Masterfile List
Employee Detail List

Payroll Timecard Labels
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Payroll Report Menu

166

Overview
The Payroll Report Menu provides employeeinformation printed in different formats:

The 'Employee Cross-Reference List' provides an alphabetical and a numeric em-
ployee listing.

The 'Employee Masterfile List' lets you print employee personnel information by
employeenumber, by al phabetical sequenceor clock number sequence. Thereport lists
the name and address, hire date, socia security number and tax information.

The Employee Detail List gives you the option to include personnel information or
earningsand miscellaneous deduction detail. Thereport listsall earning typesfor year-
to-date earnings, all miscellaneous deductions with year-to-date and lists each check
number issued during the current quarter.

'Payroll Timecard Labels print one inch labels by time clock number sequence,
alphabetical sequence or by employee number for a specific payroll period.

[l visual PRO/S [_ o] x]

Settings Edit Print Help
{— Total order Plus 2000.d
]

gnu: REPORT vour Company Mame Term: TO
Time: 12:35 FM Payral pate: OF/24/2000

— Payroll Report Manu
Employee Cross-Reference List
Employes Masterfile List
Employes Detail Listing
Timecard Labels

AL
B.
C.

Enter option (CTRL+Y = Help): [ ]
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Employee Cross-Reference List

Overview

The Employee Cross-Reference List contains only employee namesand numbers. The
report prints the datain numerical and alphabetical sequence.

[l visual PRO/S [_ o] x]

Settings  Edit Print Help
Your Company Mame
EMPLOYEE CZROSS-REFERENCE LIST DATE: 0?f24f00

— output selection
LP Lexmark Lxi Laser Printer

FO HP Laserjet §

PZ Output to ASCII File

HP Laserjet II

PD windows Print_Manager

PE Windows Default Printer

PF windows Preview mode (standard)

TN R=N =
sl
=

G Windows Preview Mode (Condensed)

Enter selection for 132 columns (F4=End):

Procedure
1. Choose the Employee Cross-Reference List on the Payroll Report Menu.
2. Select the appropriate printer for this report.
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Employee Cross-Reference List Sample
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Employee Masterfile List

Overview

The Employee Masterfile List prints employee personnel information in employee
number order, alphabetical sequence or by clock number sequence. Information
includes employee number and name and address, social security number, pay cycle
and wage rate, federal and state tax table withholding information.

Note: Clock number sequenceisonly availableif you answered Y to
Clock Sort Option Used? in the'Payroll Parameters' on the Payroll
Definition Menu.

[l visual PrROS [_ o] %]

Settings  Edit  Print Help
Your Company Mame
EMPLOYEE MASTERFILE LIST DATE: 08/03,/00

REPCRT FRINT OPTICON:

1. EMPLOYEE MUMBER SEQUENCE
2. ALPHABETICAL SEQUENCE

3. CLOCK MUMBER SEQUENCE

ENTER ¥OUR OPTION:

Procedure
1. Choose the Employee Masterfile List from the Payroll Report Menu.

2. Select the appropriate printer for this report.
3. Report Print Option:

1. Employee Number Sequence

2. Alphabetical Sequence

3. Clock Number Sequence

Enter Your Option:
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Type 1+ the Enter key to print the report in employee number order.
Type 2+ the Enter key to print the report in a phabetical sequence.
Type 3+ the Enter key to print the report in clock number order.
Press F8 to abort the report and return to the Payroll Report Menu.
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Employee Masterfile List Sample
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Employee Detail List

172

Overview

The Employee Detail List gives you the option to include personnel information or
earningsand miscellaneous deduction detail. Thereport listsall earning typesfor year-
to-date earnings, all miscellaneous deductions with year-to-date and lists each check
number issued during the current quarter.

[l visual PRO/S [_ o] %]

Settings  Edit Print Help
Your Company Mame
EMPLOYEE DETAIL LIST DATE: 08/03/00

DETAIL FRINT OPTION:

1. PERSOMMEL DATA

2. EARNING/DEDUCTION DETAIL

EMTER YOUR OPTION: (#-END)

Procedure
1. Choose the Employee Detail List from the Payroll Report Menu.
2. Select the appropriate printer for this report.
3. Detail Print Option:
1. Personnel Data
2. Earning/Deduction Detail
Enter Your Option (#-END):
Type 1+ the Enter key to print only personal data.

Type 2+ the Enter key to print payroll earningsand miscellaneous deduction informa-
tion.
Type END+ the Enter key to abort thisreport and return to the Payroll Report Menu.
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4. Report Print Option:
1. Employee Number Sequence
2. Alphabetical Sequence
3. Clock Number Sequence
Enter Your Option:
Type 1+ the Enter key to print the report in employee number order.
Type 2+ the Enter key to print the report in employee al phabetical sequence.
Type 3+ the Enter key to print the report in time clock number order.
Press F8 to abort the report and return to the Payroll Report Menu.
5. Enter Starting <Number/Name> (CR-ALL-END):

PresstheEnter key tostart printing label sfor thefirst employee. If you selected to print
the list by employee number in Step 4, you can type ?+ the Enter key to display the
Employee Number Selection window.

Type ALL + the Enter key to print report for all employees.

Type END+ the Enter key to abort the label print and return to the Payroll Report
Menu.

6. Enter Ending <Number/Name> (CR-ALL-END):

PresstheEnter key to print only oneemployeeenteredin Step 5. If you selected to print
labels by employee number, you can type ?+ the Enter key to display the Employee
Number Selection window.

Type ALL + the Enter key to print report for al employees beginning with the first
employee entered in Step 5 and the last employee.

Type END+ the Enter key to abort the label print and return to the Payroll Report
Menu.
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Employee Detail List Sample
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Payroll Timecard Labels

Overview

'Payroll Timecard Labels' print one inch labels by time clock number sequence,
alphabetical sequence or by employee number for a specific payroll period.

[lvisual PRO/S [_To] x]

Settings Edit Print Help
Your Comparny Name
TIME CARD LABELS DATE: 07/24,/00

PRINT CPTICN:

1. EMPLOYEE WUMBER SEQUENCE
2. ALPHABETICAL SEQUENCE

3. CLOCK NUMBER SEQUEMNCE

ENTER *OUR OFTION:

Procedure
1. Choose Payroll Timecard Labels from the Payroll Report Menu.

2. Select the appropriate printer for this report.

Note: Thismessagewill display on your screen: 'Load the Timecard
Labelsand CRWhen Ready'. Load thetimecard labelsand pressthe
Enter key to continue.

3. Report Print Option:
1. Employee Number Sequence
2. Alphabetical Sequence
3. Clock Number Sequence
Enter Y our Option:
Type 1+ the Enter key to print the report in employee number order.

Type 2+ the Enter key to print the report in a phabetical sequence.
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Type 3+ the Enter key to print the report in clock number order.
Press F8 to abort the report and return to the Payroll Report Menu.
4. Enter Period Ending Date (MMDDYY):

Type the ending date of the payroll period and Enter.

5. 1s The Date Correct? (Y-N):

Type Y+ the Enter key if the payroll period date is correct.

Type N+ the Enter key to edit the date and return to Step 4.

6. Enter Starting <Number/Name> (CR-ALL-END):

PresstheEnter key tostart printing label sfor thefirst employee. If you selected to print
labels by employee number, you can type ?+ the Enter key to display the Employee
Number Selection window.

Type ALL+ the Enter key to print labels for all hourly employee and go to Step 8.

Type END+ the Enter key to abort the label print and return to the Payroll Report
Menu.

7. Enter Ending <Number/Name> (CR-ALL-END):

Pressthe Enter key to print only one label for the employee entered in Step 6. If you
selected to print 1abel s by employee number, you can type ?+ the Enter key to display
the Employee Number Selection window.

Type ALL + the Enter key to print labelsfor all hourly employees beginning with the
first employee entered in Step 6 and the last hourly employee.

Type END+ the Enter key to abort the label print and return to the Payroll Report
Menu.

8. Do You Want A Test Pattern? Y-N):
Type Y+ the Enter key to print atest pattern.
Type N+ the Enter key to start the label print.
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Payroll Timecard Label Sample
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S

PAYROLL OPTIONS MENU

Calendar

Calculator

Chart Of Accounts
Employees
Employees by Name
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Payroll Options Menu

Overview

The Payroll Options Menu allows you to view the system Calendar, use the system
Calculator, view the General Ledger Chart Of Accounts, view employeesin employee
number order or by employee name.

[l visual PRO/S [_ o] x]
Settings Edit Print Help

[— Total order Plus 2000.d
1l

BN SYSTEM Tour Company Hame Term: TO
Time: 3:58 PM Payral Date: 07/ /24,2000

Fayroll System Menu
Personng g Maintenance
Pay Cycle Menu

Month-End Processing Menu
cuarter-end Processing Menu
vear-End Processing Menu

A,
B.
c.
D.
E.

P/R_Options Menu 3.0
calendar

Calculator

Chart of Accts
Employeas

Employee by nme

morm e |

ction (Fl=Menu, F4=End, + Increase, - Decrease, 4 Up,

7 Help):

oMa,

Calendar

The calendar display three months at a time, beginning with the current month,
highlighting today's date. You have the option to enter another month and year

(MMYY format) you want to view or press the Enter key to display the next two
months. Press F4 to return to the Payroll Options Menu.

Note: For more information see the 'TOP Introduction' section
elsewhere in this manual.

Calculator

The calculator alows the user to add, subtract, multiply or divide numeric functions.
Each function key has its own specific instruction to perform. The calculator can be

displayed from several placesinthe system. PressF9to exit the cal cul ator program and
return to the Payroll Options Menu.
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Note: For more information see the 'TOP Introduction' section
elsewhere in this manual.

Chart Of Accounts

The General Ledger Chart of Accounts displays on the screen. This option is not
availableif Inventory Control isnot interfaced to the General Ledger. Pressthe Enter
key to continuethe display or enter an account number to advance the display forward
or backward. Press F4 to return to the Payroll Options Menu.

Employees

Y ou canview all current employees by employee number, showinglast name and first
name of each employee. Press the Enter key to continue the display or enter an
employee number to advancethedisplay forward or backward. PressF4toreturntothe
Payroll Options Menu.

Employees By Name

You can view all current employees by last name, showing last name, employee
number, employee first and last name. Press the Enter key to continue the display or
enter thefirst few letters of an employee'slast name to advance the display forward or
backward. Press F4 to return to the Payroll Options Menu.
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