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1. INTRODUCTION

1.1 Overview

The following sections provide a synopsis of the Payroll features, how Payroll fits into your accounting system, and the
organization of this user’s manual.

1.2 Features

The Payroll system surpasses other similar systems because it incorporates the best features our competition has to offer, plus
many design improvements based on user recommendations.

Below are some of these features:

• Automatically determines employee federal, state, and local taxes, and payroll deductions.

• Handles regular, overtime, piecework, bonus, one-time deductions, and miscellaneous earnings.

• Calculates gross earnings by hour, day, month.

• Prints vacation, supplemental checks in user-defined formats.

• Supports pre-tax deductions for pension plans, IRA’s, Keogh’s, and 401(k)’s.

• Automatically accrues and charges vacation and sick pay.

• Allows posting to previous periods.

• Prepares magnetic media for government reporting.

• Allows extensive on-screen inquiries such as employee accruals amounts.

• Easy-to-learn menu driven interface with on-line help information.

• Eliminates end of period processing.

• Maintains all periods open for updating and/or reporting.

• Provides on-screen report viewing.

• Provides clear and concise audit trails.

• Automatically traps errors to ensure data integrity.

• Includes comprehensive user manuals.

• Supports UNIX, DOS, or VMS.

• Works with Informix, Micro Focus Cobol, Sun Netisam, C-Isam, D-Isam, and SCO Integra databases.
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1.3 About the Document

This manual is designed to be a comprehensive user guide for the AccountFlex Payroll System. This guide is organized into
two lev els, Chapter and Section. Each chapter describes a major function; each section describes various aspects related to
the chapter.

Chapter 1 Introduction

This chapter provides a synopsis of how the Payroll System fits into your accounting system, some advantages of Payroll,
and the organization of this user’s manual.

Chapter 2 General Operation Procedures

This chapter provides general instructions on how to select AccountFlex functions, move around screens, enter data, and run
reports. Thefeatures presented in this chapter are consistant throughout the accounting system. This chapter should be read
before tackling subsequent chapters.

Chapter 3 How to Get Started

This chapter provides instructions for the installation and setup of your Payroll System. The instructions presented in this
chapter need only be done once.

Chapter 4 Work Cycle

This chapter provides instructions for the Payroll Work Flow. The tasks described in this chapter are performed on an on-
going basis.

Chapter 5 Operations/Reference

This chapter provides detailed instructions on how to operate each Payroll function. Each section in this chapter is dedicated
to a specific menu option.
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2. GENERAL OPERATIONAL PROCEDURES

2.1 Overview

This chapter describes the general characteristics of the 3 major program types: menus, screens, and reports. Once you learn
these general characteristics you will be ready to handle any AccountFlex program.

One key that is consistent for all AccountFlex programs and one that you should make a point to remember is theESCAPE
key (labeledEsc on the keyboard). TheESCAPE key may be pressed at any time to exit menus, screens, and reports.So
whenever you feel lost, press theESCAPE key to get back from where you came.

The following sections describe each major program type.

2.2 Menus

The AccountFlex system consists of numerous menus organized in a hierarchical structure.To move down the menu
hierarchy, select a menu choice and then press theENTER key. To move up the menu hierarchy, press theESCAPE key.
To select a menu choice, you can either cursor to the desired choice or type its number then press theENTER key.

An example of AccountFlex Master menu is displayed below:

mmenu

In moving from one menu to another, you may jump over intermediate menus to save time and keystrokes. Jumpdirectly
from one menu to any other menu by pressing theF3 function key and then entering the menu code you would like to jump
to, followed by the menu choice number. The menu code is a unique identifier assigned to each menu and is displayed by the
menu title line in parentheses.For example, the menu displayed above has a menu code of "M".
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2.3 Screens

Data entry screens allow you to add, change, delete, or view information in a database.

There are 3 types of data entry screens:SINGLE-RECORD, MULTI-RECORD, and a combination of both.The SINGLE-
RECORD screen will allow you to work on one database record at a time. TheMULTI-RECORD screen allows you to work
on multiple database records at the same time.The MULTI-RECORD screen provides a spreadsheet-like interface to your
database.

All AccountFlex screens display function key labels at the bottom of each screen. These function key labels inform you
which functions keys are active. Inactive function keys show dashes ’----’. Throughout this document, we will refer to
function keys using their label names instead of their function key number.

In the following subsections you will learn how to use the three screen types.

SINGLE-RECORD Screen

The initial mode forSINGLE-RECORD screens is normallyCHANGE. CHANGE mode allows you to modify
existing records. When you are inCHANGE mode, theCHANGE MODE message will appear at the top of the
screen.

An example of aSINGLE-RECORD screen inCHANGE mode is shown below.

actscrc

There are several function keys that will help you locate records you would like to change. TheFRST key will locate
the first record in order of theindex field. Theindex field on allSINGLE-RECORD screens is where the cursor first
appears. PressingLAST will select the last record. Entering a value in theindex field and pressingNEXT will bring
up the next record in order. NEXT also enables you to locate records with a partial value. For example, if you know
that theindex field begins with "AC", enter "AC" then pressNEXT to see the first record starting with "AC". PREV
works similarly but selects previous records.

TheSRCH and theQRY keys provide two other methods for locating records.SRCH locates records using alternative
index fields andQRY locates records using any combination of fields with wild cards. These two methods are
discussed in the subsequent sectionsScreens - Searching andScreens - Query-by-Example.
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Once you have located a record and have made your modifications, press theSAVE key to update the database.

If you do not wish to save your changes, press theESCAPE key to abort or exit the screen. If changes have been made
you will be prompted to confirm your choice.

TheDEL key is used to delete the record.You will be prompted to confirm the deletion.

The HELP key provides online documentation for the field where you are cursored.If the field you are on is a code
field, a popup list of valid entries will be displayed. While on the popup list you may press theENTER or SAVE key to
select a code. More information about the help feature can be found in the subsequent sectionScreens - Help.

TheADD key switches the screen toADD mode in order to add a new record. Whenyou are inADD mode, theADD
MODE message appears at the top of the screen.

An example of aSINGLE-RECORD screen inADD mode is shown below.

actscra

To add a record fill in the screen with the appropriate data and pressSAVE.

While in ADD MODE you may return toCHANGE mode by pressing theCHG key.

MULTI-RECORD Screens

TheMULTI-RECORD screen allows you to Add or Change more than one record at a time.

As with theSINGLE-RECORD screen the initial mode is usuallyCHANGE. When you are inCHANGE mode, the
CHANGE MODE message appears at the top of the screen.

An example of anMULTI-RECORD screen inCHANGE mode is shown below.
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actaryc

Each row on the screen above represents a record.Several function keys are available for locating records.ThePREV,
NEXT, FRST, andLAST functions will enable you to scroll a page of records at a time.UP andDOWN arrows allow
you to move up and down rows of theMULTI-RECORD screen.

The SRCH and theQRY keys provide two other methods for locating records and are discussed in the subsequent
sections.

Once you have located and modified a record, saving takes place by either moving the cursor off the row or pressing the
SAVE key.

You can delete the record your cursor is positioned on by pressing theDEL key. Upon pressing theDEL key the
current record will be deleted.

Adding a record is done by pressing theADD key (or moving to the end of the record list). Upon pressing theADD key
a blank row will open up for entry. When you are inADD mode, theADD MODE message appears at the top of the
screen.

SINGLE-RECORD andMULTI-RECORD Screen Combination

Often both theSINGLE-RECORD and MULTI-RECORD screen types will be displayed together. Moving from a
SINGLE-RECORD screen to aMULTI-RECORD screen is done by pressing theSAVE key. The following is an
example of a combination Screen.
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actboth

2.4 Screens - Help

TheHELP function key allows you to get additional information concerning the field or screen you are on. This function key
is available for all screen types.

If you are on a table field, theHELP key provides a popup list of valid codes.Below is an example of the Help screen for a
table field.

acthelp

This Help screen is aMULTI-RECORD screen. Inaddition to the standardMULTI-RECORD features, the Help screen
provides 2 special methods for locating records: cursor sorting and character positioning.
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Cursor sorting means the rows will be sorted based on where the cursor is positioned.On the sample screen above, if the
cursor is positioned on theG/L Account Code field, the rows will be sorted byG/L Account Code. Likewise, if the cursor is
positioned on theDescription field the screen will be sorted by theDescription field. To cursor from field to field on a Help
screen, you must use theTAB key.

The character positioning feature allows you to type characters to locate records in the Help screen. Each character you
press will reposition the screen to the closest match.To restart the character positioning (throw away previously entered
characters and start over) press theUP or DOWN arrow keys. You may also press theTAB key to perform character
positioning on a different field.

Another important feature of the Help screen is theZOOM function key. This key allows you to add or change codes.

Once you have located the desired code on the Help screen, you may transfer the code to the original screen by pressing the
SAVE or ENTER key. You will then be returned to the original field with the selected code assigned.

PressingESCAPE will exit without effecting the original screen.

2.5 Screens - Search

As an alternative to searching on the firstindex field of a screen, the search facility provides the capability to search on other
indexed fields of the record. Searching is active when the function key label SRCH is displayed (usually inCHANGE
MODE only).

Upon pressingSRCH, the screen fields that are searchable will be underlined and theSEARCH MODE message will
appear at the top of the screen.

While in SEARCH MODE, you may search on any of the underlined fields by cursoring to the desired field then pressing
the FIND, PREV, NEXT, FRST, or LAST keys. Partial values may be searched on by entering the partial value and then
pressingNEXT. The system will locate the first record matching the partial value.

Once you have located the record you want, press theEXIT key to exit SEARCH MODE and return toCHANGE MODE
with the selected record.

2.6 Screens - Query-by-Example

The Query feature, unlike the search feature, allows you to search on any field or combination of fields and use wildcard or
relational operators.

Query is active when the function key labelQRY is displayed. Upon pressingQRY, the screen fields that are queriable will
be underlined and theQUERY MODE message will appear at the top of the screen.While in QUERY MODE you may
query on any of the underlined fields by cursoring to the desired field then entering the value you wish to query on.Values
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may be entered for as many fields as you want.

The query values you enter may include special operator characters that provide enhanced searchingcapabilities. Below is a
table of operators that may be included with the query value.

Compatable
Operator OperatorName DataTypes

= Equal all
> Greater than all
< Less than all
>= Greatorthan or equal all
<= Lessthan or equal all
<> Notequal all
| OR all
& A ND all
* Wildcard for any number of character CHAR
? Wildcard for 1 character CHAR
: Range all

When using any of the first eight operators place the operator at the start of the query value.

Use the ’=’ operator only when you want to find NULL values in a character field.In this case you would just enter the ’=’
operator by itself.

WILDCARD OPERATORS

Wildcard operators (*, ?) can only be used in character fields.Querying with wildcard operators is best described with
examples. For example, specifying the query value "*corp*"would find all records with the word "corp" anywhere in
that field. The following list of values would match this query value.

1) corporation
2) IBM Corporation
3) Marine Corp

Note that the query is not case sensitive.

The query value "corp*" would only find records where the field starts with the value "corp". In this case only the first
value in the above list "corporation" would match.

The wildcard operator (?) is a one character wildcard.For example, the query value "????corp*" would only match
"IBM Corporation" on the above list.

RANGE OPERATOR

The range operator (:) is used to specify a range. It lets you search for all values that lie between one value and another.
The range is inclusive.

For example, to search for all zip codes from 94010 and 95080, enter "94010:95080" as your query value. Querywill
find all records where the value of the field lies within the specified range.
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OR and AND OPERATORS

Query assumes that all entered query values must match the record for it to be selected. The OR (|) operator allows you
to select the record if either query values match. The OR (|) operator is placed at the beginning of each query value.
The example query screen below illustrates this operator.

EXAMPLE QUERY SCREEN

Below is an example of a query screen with query values entered.

actqry

The above query values will find all records where

Company contains the string "CME" anywhere

AND

Addr1 begins with "851" with "mahler" anywhere afterwards

OR

Addr2 begins with "851" with "mahler" anywhere afterwards

OR

Addr3 begins with "851" with "mahler" anywhere afterwards

To start the query, press theRUN function key. After all of the records have been found, a message will appear at the
bottom of the screen showing the number of matches found.You will then be returned to the original screen where you
will be able to use theNEXT, PREV, FRST, LAST function keys to view the selected records.

When you return to the original screen, the mode message will be appear with asterisks*CHANGE MODE* letting
you know you are looking at a query list.

To clear the query list, you must return to theQUERY MODE, clear all of the query values (press theCLR function
key), and then rerun the query (press theRUN function key). Whenyou return to the original screen you will be able to
access all records.
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2.7 Screens - Control Keys

There are a number of Control keys that work on all on screens. These Control keys perform very useful functions and are
listed below.

CTL-D Saves the current screen values as defaults. Thesedefaults will appear when inADD MODE or on report selection
screens. Eachuser can have his own defaults by setting the environment variableFXDEFAULT to a user-specific
directory.

CTL-N Calls the Accounflex menu from wherever you are in the system.You will be returned to your current postion
upon returning from the menu.

CTL-P Repeatsthe previously entered value.

CTL-T Printsthe screen image to the default printer.

CTL-W Writes the screen image to disk.You will be prompted for a filename for storing the image. The filename you
enter will be appended with the suffix ’.scr’.

2.8 Reports

When you select a report program from the AccountFlex menu, the Report Selection Screen will normally appear first.The
Report Selection Screen allows you to choose the destination, number of copies, and scope of the report. The following is an
example of a Report Selection Screen.
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actrpt

The first three fields---Destination, Copies, and Title Page---will always appear on the Report Selection Screen, but the fourth
field, Detail, will appear only under certain conditions.

These fields are described below:

Report Destination
Enter the report destination. Four options are available:

S - Screen
P - Printer
D - Disk
A - Auxiliary Port

Entering anS will output the report to the screen.

Entering aP will output the report to to the default printer. To route output to alternative printers, enter the printer’s
device name after theP. To route output to alternative printers, enter the printer’s device name after theP. If your site
has been set up with a printer configuration file, pressing theHELP key will show a valid list printers from which to
select. Enteringa D will output the report to disk.

Report Copies

Enter the number of printed report copies you want. Oneto 10 copies can be specified.

Report Title Page

Enter "Y" for Yes or "N" for No to indicate whether or not a title page should be printed for the report. A report title
page is simply a copy of the Report Selection Screen with the values you entered.

Report Detail

Enter "Y" for Yes or "N" for No to indicate whether or not the report detail should be printed on the report.

The Report Selection Screen may have other entry fields specific to the report you are running. The purpose of these
report fields is to narrow the scope of the report by prompting you for specific values or ranges of values to report on.
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For example, the screen may prompt you for a range of customers to report on. In this case the screen will have two
customer fields. If you do not make an entry into either of the customer fields, the report will list all customers.If you
make an entry into the first customer field but not the second, you will get all customers greater than or equal to the first
customer. If you make an entry into the second customer field but not the first, you will get all customers less than or
equal to the second customer.

Once theReport Selection Screen is properly filled out, you may press theRUN key to generate the report or the
ESCAPE key to exit.

If the report is directed to the screen, the first page of the report will appear on your screen with the function key labels as
shown below.

ac  t r p t
AC COU NTF LEX Comp a ny Name

TR I AL BALANC E
F r  om:  05 / 26 / 99 t o 05 / 26 / 99 Ac coun t Ra n g e :

================================================================================
BEGI  NN I NG BALANC E

Ac coun t Ac coun t Name Deb i t C r ed i  t
- - - - - - - - - - - -  - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  - - - - - - - - - - - - - -  - - - - - - - - - - - - - -  - - - - -
101 -  000 Ca s h i n  Ban k 1 , 759 ,  544 .  10
102 -  000 Pa y r o  l l Cash  Ac coun t 45 ,  644 .  00
103 -  000 Ca s h i n  Hand 1 , 000 ,  000 .  00
107 -  000 Pe t t y  Cash
108 -  000 P r  epa i  d Ex pen s  e s 200 ,  000 .  00
110 -  000 Ac coun t Re c e i vab l e
120 -  000 Jobs  - i n - P r  og r  es s  (M)
121 -  000 Jobs  - i n - P r  og r  es s  ( L )
130 -  000 I nven t o r y
130 -  0A0 I nven t  o r y  Whs  A
130 -  0B0 I nven t  o r y  Whs  B
150 -  000 Land
152 -  000 Bu i l d i ngs
154 -  000 Of  fi ce  Equ i  pme n t
160 -  000 Ad v E I C Payme n t

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12 F13 F14 F15 F16
EX I T - - - -  JUM P - - - -  SRCH - - - -  PRE V NE XT FRS T LAST PRN T C1 3 2 - - - -  SHF L SH F R PRN2

These keys provide a variety of ways to move through the report.NEXT pages forward through the report.PREV pages
backwards.FRST displays the first page of the report.LAST displays the last page of the report.JUMP prompts you for
a page in the report to display.SRCH prompts for a character string pattern to search for in the report.

You may pressSHFR to right shift the display to view columns beyond 80.SHFL will shift the display back left.Some
terminals will support character compression to 132-columns. TheC132 key will put such terminals in that mode.

Finally, thePRNT key will direct the report to the default printer.

When you press theSRCH key, a prompt toEnter Search String will appear. Enter a character string you would like to
locate and then press theENTER key. You will then be positioned to the report page where the string first occurs.
Pressing theSRCH key again will find the next instance.

EXIT will return you to the Report Selection Screen.ESCAPE from the Report Selection Screen leaves the report
altogether.
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3. HOW TO GET STARTED

3.1 Overview

This chapter describes the set up procedures for the Payroll System.These procedures are performed only once when you
install your system.

This chapter contains the following sections:

How to Start the System
Setup System-Wide Control
Setup Payroll Control File
Setup Accounts
Setup Earnings
Setup Deductions
Setup Taxes
Setup Departments
Setup Pay Groups
Setup Policy Time Off (PTO)
Setup Employees
Backup Payroll Data

3.2 How to Start the System

To start the system typeact at the command line and press theRETURN key.

$ act

After you pressRETURN the following AccountFlex Master Menu will appear.

mmenu
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The following sections describe the various setup choices you will be using.
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3.3 Setup System-wide Control File

The first file you need to configure is the System-wide Control File.Parameters you define in this file will apply throughout
the entire accounting system.

Select the System-wide Control option on the Master Menu.The System-wide Control File entry screen will appear as
follows.

sysfile

This screen has a number of entry fields which you fill in with values appropriate to your installation. These fields are
described below.

When you are sure all your entries are correct press F1 to save your entries and return to the Master Menu.

Below is a description of each parameter field.

Company Name

Enter the company name exactly as you want it to appear on all printed reports and general ledger screens. Use up to
30 characters.

Company Addr1, Addr2, City, State, Zip, Country

Enter the company address. You may press theHELP function key to select or search from a popup list of valid
entries for state code and country code.

Version

Leave blank.

Phone

Enter the company telephone number. You can use up to 15 characters. Note that this will print on sales quotes,
orders, and invoices.

Fax

Enter the company fax number. You can use up to 15 characters.Note that this will print on sales quotes, orders, and
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invoices.

TaxID

Enter the company’s Federal Tax ID. Note that this will print on sales quotes, orders, and invoices.

E-mail

Enter the company’s e-mail address. Note that this will print on sales quotes, orders, and invoices.

Modules Installed

Enter the modules installed using Y=Yes or N=No.

Divisions

Indicate whether you have multiple divisions, using Y=Yes or N=No. If you enter "Y" then you will be able to access
the fields to the right to specify divisional parameters.

Warehouses (Y/N)

Indicate whether you have multiple warehouses, using Y=Yes or N=No. If you enter "Y" then you will be able to
access the fields to the right to specify warehouse parameters.

Customer Subs (Y/N)

Indicate whether you have customers with subsidiaries, using Y=Yes or N=No. This feature will enable you to print
separate statements and trial balances for each subsidiary. A subsidiary can represent a property, job, or location.If
you enter "Y" then you will be able to access the fields to the right to specify additional customer subsidiary
parameters.

Vendor Subs (Y/N)

Indicate whether your vendors have subsidiaries, using Y=Yes or N=No.This feature will enable you to print
separate checks and trial balances for each subsidiary. A subsidiary can represent a property, job, or location. If you
enter "Y" then you will be able to access the fields to the right to specify additional vendor subsidiary parameters.

Account Code Format

Enter the account code format. You can use up to 12 characters including the delimiter. For example, entering the
following

Account: 3 3 0 0  Delimiter -

would result in G/L codes being formatted toNNN-NNN. The following entry

Account: 3 0 0 0  Delimiter

would result in G/L codes being formatted toNNN.

Delimiter

Enter the delimiter to be used for the account code described above. This is a one character field.

Code Formats

There are a number of codes for which you may specify the justification (Customer Code, Vendor, Code, Employee
Code, etc.).Valid entries are "R" for Right justification or "L" for Left justification. If you are using numeric codes you
should use right justification so that they will sort properly.
IMPORTANT: You may NOT change the justification once data has been entered.
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Inventory Costing Method

If you are using inventory you will need to specify the costing method, using "R" for replacement, "S" for standard, or
"W" for weighted average. Replacementcost is the last purchase price. Standard cost is a manually assigned cost.
Weighted average cost is an average cost calculated from purchases.

3.4 Setup Payroll Control File

This section describes how to set up the payroll control file. This control file is used for defining parameters that apply
throughout the Payroll System.

From the master menu, select the menu optionPayroll. The payroll menu will then appear as follows.

pymenu

To set up the control file select theEnter Control option on the Payroll menu. The Payroll control file screen will appear as
follows.

This screen has a number of fields which you will need to fill with values appropriate to your installation.

When you are sure all your entries are correct press theSAVE key to sav eyour entries and return to the Payroll menu.

The following describes each parameter field.

Enter Employee Starting Number

This is an optional entry that determines whether employee codes are assigned automatically or manually. To hav e
the system assign employee codes enter a starting number here.Employee codes will be assigned sequentially
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starting with this number. If you wish to enter empployee codes manually leave this field zero or blank.

Multiple Departments (Y/N)

Indicate whether you have multiple departments using Y=Yes or N=No.If you enter "Y" then you will be able to
access the fields to the right to specify departmental parameters.

Use accrual method when posting to G/L (Y/N)?

Enter ’Y’ to use the accrual method or otherwise enter ’N’.If you select ’N’, the check posting program will create
one G/L batch file which will use the transaction date (or check date) as the G/L period. The accrual method creates
two G/L batches for each check posting. One batch expenses wages, employer taxes, and deductions using the
ending pay date as the G/L period.The other batch credits the cash account and employee tax liability accounts using
the transaction date (or check date) as the G/L period.

Allow time card entry when editing checks (Y/N)?

Enter ’Y’ to allow time card entry while in the edit check program or otherwise enter ’N’.You will want to enter ’Y’
if employees work for more than one department durring a pay period or you keeping track of work by job number.

Retain Check Register (Y/N)?

Enter ’Y’ to retain the check register. If you plan to use our Bank Reconciliation mode you MUST enter ’Y’ here.

Date Tolerance

Enter the number of days that transaction or period dates may vary from the current date.

Check Printer

Enter the default printer name which will be used to print checks.
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3.5 Setup G/L Accounts

This section describes how to set up your accounts.It is important that your accounts be set up properly prior to entering
daily transactions.

The first step in setting up your accounts is to review the existing accounts provided for you. To print the existing accounts
select the menu optionPrint Accounts. Upon making this selection the Report Selection screen will appear as follows:

glcoar

Once this screen appears enter "P" for the report destination and then press theRUN function key to send the report to the
printer.

After the report has been run, press theESCAPE key to return to the menu.

Review the accounts on the report and determine if the accounts meet your business needs. If changes or additions are
required, you will need to use theEnter Accounts menu option.

To use the Account Entry screen, select theEnter Accounts menu option. The Account Entry screen will appear as follows.

While on this screen you may change existing accounts or add new ones as follows.

Change
To change an existing account position the cursor on the account number using the arrow key. If the account is not on
the existing page, press thePREV (previous page) orNEXT (next page) function key to find the account. Once your
cursor is positioned on the account, you may type over the existing information.

Add
To add an account press the F4 key and the cursor will be positioned on a blank line. Enter the new account code and its
associated information on this line. The data will be saved when theSAVE key is pressed or you move the cursor off the
new account.

The following describes each field.

Account #
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Enter the account number so that it is consistent with the account code format specified in the System-Wide Control
File. You can use up to 12 characters including the delimiters. If you are using the General Ledger Module be sure
to carefully choose your account codes because once General Ledger transactions have been posted, you will NOT be
able to delete or change account Codes.

Description

Enter the account description as you would like it to appear on your financial statements.You can use up to 30
characters.

Type & Subtype

Enter the account type and subtype. The possible account types are:

Ty pe Code

As se t  s A
Ex pen s  e s E
L i ab i  l  i t i e s  L
I ncome I
Ca p i t a l  C

The account type and subtype assigned to the General Ledger account are discussed in the General Ledger User
Guide in Chapter 6 (Financial Reporting by Type).

Debit/Credit

Enter the debit/credit field.Valid entries are "D" for debit or "C" for Credit.

Ty pe Deb i t / C r  ed i  t

As se t  s D
Ex pen s  e s D
L i ab i  l  i t i e s  C
I ncome C
Ca p i t a l  C
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3.6 Setup Earnings

This section describes how to set up your earnings. It is important that the earnings table be set up properly prior to entering
pay checks.

The first step in setting up your earnings is to select theEnter Earnings option from the menu. Upon making this selection
the earnings entry screen will appear as shown below.

pyearn

Below is a description of each screen field.

Code

Enter the earning code to uniquely identify the earning type.

Description

Enter the description of the earning.

Rate Factor

Enter the rate factor for the earning type. The rate factor is used to determine premium rates of pay by
multiplying the rate factor times the normal pay rate.

amount = ratefactor X payrate X payunits (usually hours)

A rate factor of 1 is assigned to regular earning, a rate factors of 1.5 is usually assigned to overtime earning, and
a rate factor of 2 is usually assigned to doubletime.You should leave the rate factor field blank if the earning
type is not calculated based on pay units (which are usaully hours).

Incl Net?

Enter "Y" to include or "N" to exclude this earning from the employee’s net pay. Including or excluding this
earning from net pay does not affect taxable income. Earnings may be excluded from taxable income by
specifying exclusion in the tax tables.

Incl 401K?
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Enter "Y" to include or "N" to exclude this earning when calculating qualified 401K earnings.

W2Box

Enter W2 box where this earning should appear on the W2 form.

W2Code

Enter W2 code that should appear alongside the earning on the W2 form.
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3.7 Setup Deductions

This section describes how to set up your deductions. It is important that the deductions table be set up properly prior to
entering pay checks.

The first step in setting up your deductions is to select theEnter Deductions option from the menu. Upon making this
selection the deductions entry screen will appear as shown below.

pyded

Below is a description of each screen field.

Deductions Code

Enter the deduction code to uniquely identify the deduction.

Description

Enter the description of the deduction.

W2 Box to Report

Enter the W2 Box number where the deduction is to be reported.Nonqualified plan earnings should be reported in
box 16. Deferred compensation earnings should be reported in box 17.
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3.8 Setup Taxes

This section describes how to set up federal, state, and local taxes as well as worker’s compensation. Inmost cases the tax
tables will already be updated with the current Federal and State taxes rates.Worker’s Compensation, however, will usually
need to be updated with the job classifications that apply to your company.

The first step in setting up your taxes is to select theEnter Taxes option from the menu.Upon making this selection the
taxes entry screen will appear as shown below.

pytax

Below is a description of each screen field.

Tax Authority

Enter the tax authority or level of government to which the tax is reported. This code is "FE" for federal, the state
code abbreviation for states, and your own two character code for local.

Taxes Code

Enter the tax code to uniquely identify the tax.There are a number of predefined tax codes which must not be
changed. Theseare:

Co d e De s c r  i p t  i on

FWH Fede r a l  Wi t hho l  d  i  ng
F I CA Emp l oyee ’ s F I CA
F I C2 Emp l oye  r ’ s  F I CA
ME D I Emp l oyee ’ s Med i ca  r  e
ME D2 Emp l oye  r ’ s  Med i ca  r  e
FUTA Fede r a l  Unemp l oymen t
E I C Fede r a l  E I C
SD I S t  a  t  e D i  sab i l i t y
SU TA S t a t e  Unemp l oymen t
WK CM S t a t e  Wo r  ke r  ’ s Comp e nsa  t i on
WK CM S t a t e  Wo r  ke r  ’ s Comp e nsa  t i on
LWH Loca  l Wi t hho l  d  i  ng

Description
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Enter the description of the tax.

Reporting Sequence

Enter a number to determine the order taxes will be printed on reports and entry screens.

Tax ID Number

Enter the tax ID number that you want printed on the W-2 form. This field is only required where the tax code is
"FWH" or "SWH".

Who Pays?

Enter "E" if the tax is paid by the employee or "C" it the tax is paid by the Employer (or Company).

Minimum Wage

Enter the minimum wage on "SWH" tax records only.

Percent

Enter the percent of the tax.If the tax is not a fixed percent leave this field blank. If left blank, later when you press
theSAVE function key a screen will appear for entering a tax table. The tax table screen is described below.

Maximum

If you entered a percent in thePercent field (see above) and there is a maximum wage base, then enter the maximum
wage here.

Earnings Excluded

Enter the earning codes you wish excluded from taxable income.You may enter up to 8 earning codes.

Deductions Excluded

Enter the deduction codes you wish excluded from taxable income.You may enter up to 8 earning codes.

If you need to enter pecentages that vary with income (FWH or SWH) you may do so by pressing theRATE function key.

The tax table screen will appear as follows:

pytaxt

How to Get Started 3-13

3-13



Below is a description of each field on the tax table screen.

Tax Status

Enter the tax status (M=Married, S=Single, H=Head of House, etc).A tax table may be specified for each status.All
tax status codes assigned to employees must be defined here.

Description

Enter the description of the tax status.

Before Tax Allowance

Enter the allowance per exemption that will substracted from the taxable income before determining tax.

After Tax Allowance

Enter the allowance per exemption that will substracted from the tax.

Base

Enter a tax amount for income not exceeding the the amount specified inAmt Over screen field (see below).

Percent

Enter the tax percent that will be applied for income exceeding the amount specified in "Amt Over" (see below).

Amt Over

Enter an amount for use by the above two fields.

To enter Worker’s Compensation rates for each job classification, press theRATE function key when the tax screen is
positioned on the Worker’s Compensation code (WKCM).Upon pressing this function key a special Worker’s
Compensation screen will appear. This screen will allow you to define job classifications and enter their tax percentages.

The Worker’s Compensation screen will appear as follows:

pytaxw
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Below is a description of each field on the Worker’s Compensation screen.

Tax Authority

The tax authority and its description will appear here.

Taxes Code

The tax code and its description will appear here.

Overtime Premium Exempt?

Enter "Y" if overtime premium should not be included in Worker’s Compensation taxable income.

Class

Enter the job classification code(s) used by your company. Each employee must be assigned a job classification code
and all of these codes must be defined here.You may specify up to 12 different job classifications.

Rate/$100

Enter the rate per $100 dollars of income.

3.9 Setup Departments

This section describes how to set up your departments or profit centers and assign them their respective G/L Account Codes.

If you did NOT select the multiple departments option on the payroll control file you will only be allowed to enter one
department.

To enter departmental account information, select theEnter Departments option on the menu. The following screen will
appear.

pydiv
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The Department entry screen consists of both aSINGLE-RECORD andMULTI-RECORD portion. TheSINGLE-RECORD
portion prompts for the department name and address.TheMULTI-RECORD portion prompts for the G/L account codes for
that department and/or sub departments.

Below is a description of each field.

Department Screen (SINGLE-RECORD).

If you did NOT select the multiple department option on the payroll control file you will bypass this portion and go
directly to theMULTI-RECORD portion

Department Code

Enter the Department Code.

Name

Enter the name for the department.You can use up to 20 characters.

Once the above data has been entered correctly, press theSAVE function key to sav ethe information and proceed to the
MULTI-RECORD portion.

Department/Sub Department Account Screen (MULTI-RECORD).

The MULTI-RECORD portion will allow you to assign G/L account codes to each payment code within each Sub
Department. Thefields for this portion of the screen are described below.

Sub Department

This is an optional entry and need only be entered if you wish to specify different G/L code assignments by Sub
Department.

The process by which the posting program searches this table in order to assign a G/L account code is as follows.
When checks are posted to the General Ledger, the posting program will first try to locate the row with the check’s
payment code (see below for payment code description) and employee’s Sub Department. If this search fails the
posting program searches for the row having the check’s payment code and no Sub Department assigned. If this
search fails the posting program halts and informs you to update the Department table before posting.

Code Type

This is the Payment Code Type. Thevalid payment codes are: E=Earning,D=Deduction,T=Employee Tax,O=Other.

Code

The payment code entered here will be one of the codes you previously set up in your Earning, Deduction, and Tax
Tables. Ifyou entered an ’E’ for payment code type then the payment code must be a member of the Earning Table.

Description

This is the G/L Account Description.

Debit G/L

Enter the G/L Account Code that is to be debited upon posting checks. If Debiting is not applicable for the payment
code then leave this field blank. Debit account codes are required for payment code types of and ’O’ when the
payment code is "WIPL" for Jobs-in-progress or "CG’ for Cost of Goods Sold.The account code entered MUST
exist in the G/L Account file.
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Credit G/L

Enter the G/L Account Code that is to be credited upon posting checks.Credit account codes are required for
payment code types of ’D’, and ’O’ when the payment code is "B" for Bank.If Crediting is not applicable for the
payment code then leave this field blank. The account code entered MUST exist in the G/L Account file.

Accrual G/L

If you selected the Accural Method on the Payroll control file this field will appear. Enter the G/L Account Code that
is to be used for accrual purposes.Accrual account codes are required for payment code types of ’E’ and ’D’.The
account code entered MUST exist in the G/L Account file. Note that the payroll accrual account code is only
necessary if you are using the accrual method of posting to the G/L.For further information lookup accrual in the
index.

Here is an example of the Department report showing all of the entries for one department.

pydivr
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3.10 Setup Policy Time Off (PTO)

This section describes how to set up your Policy Time Off (PTO) procedures. The PTO codes defined here will be assigned
to employees in order to control their time off accruals. Somebenefits include automatic carryover, annual accruals, multiple
tenure rates, and maximum limits.

The first step in setting up PTO is to select theEnter PTO option from the menu.Upon making this selection the PTO entry
screen will appear as shown below.

pypto

Below is a description of each field.

PTO Code

This is the unique code identifying policy time off (PTO).

Cycle Date

The automatic carryover and annual accrual will occurr on each anniversary of this cycle date. The cycle date options
are H=Hire, E=Effective, or C=Calender. Annual accrual is active if the Frequency field as described below is set to
’A’. Automaticcarryover is active if Automatic Carryover field as described below is set to ’Y’.

The system automatically keeps track of the Next Anniversary Cycle Date (NACD) on employee screen #2. When a
check is posted with a Reference Date (as described below) exceeding the NACD, then the automatic carryover (if
active) and/or annual accrual (if active) take place and the NACD is advanced one year. For example, if the cycle
date is 03/05/98 and the first check’s reference date is 08/20/05 then the NACD is set to 03/05/06.Later, when a
check is posted that exceeds 03/05/06, the automatic carryover and/or annual accrual take place and the NACD is
advanced one year to 03/05/07. The first check initializes the NACD so there are no automatic carryovers or annual
accruals until the employee’s first anniversary. Although the system maintains the NACD, the user may edit this field
if necessary. It may be necessary to manually update the NACD if the cycle date changes.

The time off accrual report will provide an overview of all parameters regarding vacation, sick, and personal time off.
This report is obtained by selecting Payroll menu option #15 then option #3.

Reference Date

The annual accrual and automatic carryover will occur when this date exceeds the anniversary of the cycle date.The
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options are C=Check, B=Check Begin, or E=Check End.

Automatic Carryover

Enter ’Y’ to automatically assign unused time off to carryover and zero out both accrued and used. This automatic
carryover occurs when the Reference Date (as described above) exceeds the cycle date’s anniversary (as described
above).

Rate Units

This is the unit used for all accrual rates. The options are U=Units or D=Days.

Rate Frequency

This is the accrual frequency. The options are U=per Unit worked, P=per Pay Period, or A=per year. The ’A’ option
for annual accrual and occurs on the anniversay of the cycle date as described above.

Tenure Months

Enter months from cycle date when accrual rate will kick in.

Accrual Rate

Accrual rate.

Max Carryover

This is the maximum unused time that will be carried over on the anniversary date. If left empty all unused time will
be carried over.

Max Accrual

This is the maximum time off that may be accrued. This field is only active when assigned a value.

Max Avail

This is the maximum time off that may be available. Thisfield is only active when assigned a value.

How to Get Started 3-19

3-19



3.11 Setup Pay Group

This section describes how to set up Pay Group codes.Pay Group codes are assigned to employees for purposes of grouping
them on reports and/or processing.

The first step in setting up Pay Groups is to select theEnter Pay Group option from the menu. Upon making this selection
the Pay Group entry screen will appear as shown below.

pygrp

Below is a description of each field.

Pay Group Code

This is the unique code identifying the Pay Group.
Description

Enter Description for the Pay Group.

3.12 Setup Employees

This section describes how to set up your employees. Itis important that your employees be setup properly prior to entering
pay checks.

The first step in setting up your employees is to select theEnter Employee option from the menu. Upon making this
selection the first of four employee screens will appear as shown below.
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pyemp1

While on this first screen you mayADD a new Employee orCHANGE existing ones. The following two subsections
describe how to ADD or CHANGE.

ADD

To ADD a new employee press theADD function key (F4) to switch the screen toADD mode. You will know whether
you are inADD mode by the mode message that appears at the top of the screen. Once inADD mode, the first field you
will enter is the employee code.Your employee code will identify the employee throughout the system. After entering
the employee code, press theRETURN key to enter the next field on the screen. When you have filled in all of the
employee fields, press theSAVE function key to sav e the employee information. Upon pressing theSAVE key the
screen will clear and make itself ready for the next employee addition.

CHANGE
To CHANGE an existing employee first be sure you are inCHANGE mode by pressing theCHG function key (F4) if
necessary. You will know whether you are inCHANGE mode by the mode message that appears at the top of the
screen. Onceyou are inCHANGE mode, enterthe employee code you wish to locate and press theRETURN key.
The employee information will then be displayedand you may cursor to any field (except the employee code) and
change its contents. If you would like to search for employees by name, you may do so by pressing theSRCH function
key. The Search function is described in Chapter 2. After you have made all of the changes you wish, press theSAVE
function key to sav ethe changes.

Below is a description of each screen field on the first employee screen

Employee Code

Enter the employee code to identify the employee in the system.You may press theHELP function key to select or
search from a popup list of valid entries.

Soc. Sec. No.

Enter the employee’s social security number.

Name(L,F, M)

Enter the employee’s last name, first name, and middle initial.
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Address

Enter the employee’s home address.

City

Enter the employee’s home city.

State

Enter the employee’s home state code.You may press theHELP function key to select or search from a popup list of
valid entries.

Zip

Enter the employee’s home zip code.

Phone

Enter the employee’s home phone number.

Contact

Enter person to contact in case of emergency.

Phone

Enter phone number of emergency contact.

Sex

Enter "M" for male and "F" for female.

Birth

Enter birth date.

Drivers License

Enter the employee’s driver’s license number.

Expire

Enter the employee’s driver’s license expiration date.

INS No

Enter Immigration Work Permit Number.

Expire

Enter Immigration Work Permit Expiration.

EEO

Enter Equal Opportunity classification: 1=White, 2=Black, 3=Hispanic, 4=Asian, 5=Indian.

EEO-1

Enter Equal Opportunity Categories: 1 = Officials & Managers, 2 = Professionals, 3 = Technicians, 4 = Sales, 5 =
Office Clerical, 6 = Craft Workers (semi-skilled), 7 = Operatives (semi-skilled), 8 = Laborers (unskilled), 9 = Service
Workers.
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Department

Enter Department Code (press HELP key to see code list).

Sub Department

Enter Sub Department Code. This code can be used to control the
G/L code when posting (see the ’Enter Department’ option).

Status

Enter Status: A=Active, I=Inactive, P=Temporary, T=Terminated

Effective Date

Enter effective date of employee status current status.

Upon pressing theSAVE function while on the first employee screen, you will automatically be switched to the second
employee screen. The second employee screen will appear as follows.

pyemp2

Below is a description of each field on the second employee screen.

Pay Type

Enter U=Units, S=Salary, or C=Commission. You will enter "U" for hourly and piece work employees.

Rate/Salary

Enter rate of pay per unit (usually hours) for employee’s with a pay type of "U" (Unit) or enter a salary amount for
employee’s with a pay type of "S" (Salaried).

Normal Units

Enter normal number of units (usually hours) worked per pay period.

Pay Group
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When generating checks, you use the group code to identify the employees you want to pay. We recommend using
different group codes for different pay cycles such as D=Daily, W=Weekly, B=Bi-weekly, S=Semi-monthly,
M=Monthly, Q=Quarterly, A=Annually. You may press theHELP function key to select or search from a popup list
of valid entries.

Pay Periods

Enter number of times this employee will be paid per year (ex. monthly=12,weekly=52). This number is important
for calculating taxes.

FICA(Y/N)

Enter "Y" if employee is exempt from Social Security Tax.

FUTA(Y/N)

Enter "Y" if employer is exempt from Federal Unemployment Tax.

SUTA(Y/N)

Enter "Y" if employer is exempt from State Unemployment Tax.

Workers Compensation Class

Enter Worker’s Compensation Class Code (or blank for exempt).

Federal Tax Authority

This field is automatically assigned "FE" which stands for federal authority.

Federal Status

Enter Federal tax status code using M=Married or S=Single.

Federal #Exemptions

Enter number of exemptions claimed on W-4 or 99 for no withholding.

Federal Extra Withhold

Enter amount to withhold in addition to regular Federal withholding.

Federal Fixed Withhold

Enter amount to withhold instead of regular Federal withholding.

State Tax Authority

Enter State Tax Authority. This is normally the two character state code (CA=California, WA=Washington, etc.).

State Status

Enter State tax status code (M=married, S=Single, H=Head of House).

State #Exemptions

Enter number of exemptions claimed on W-4 or 99 for no withholding.

State Extra Withhold

Enter amount to withhold in addition to regular State withholding.

State Fixed Withhold
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Enter amount to withhold instead of regular State withholding.

Local Tax Authority

Enter Local Tax Authority.

Local Status

Enter Local tax status code (I.E. M=married, S=Single).

Local #Exemptions

Enter number of exemptions claimed on W-4 or 99 for no withholding.

Local Extra Withhold

Enter amount to withhold in addition to regular Local withholding.

Local Fixed Withhold

Enter amount to withhold instead of regular Local withholding.

EIC Status

Enter EIC tax status code using "1" for employee filing or "2" for both employee and spouse filing.

Vacation Avail

Number of vacation days available. Thisfield is calculated as follows:

Av ailable = Carryover + Accrued - Used.

Vacation Carryover

Enter the number of vacation days you wish to classify as carryover.

Vacation Accrued

Enter the number of vacation days accrued. If a vacation rate is specifed below this field will automatically increment
for each check issued.

Vacation Used

Enter the number of vacation days used. This field is automatically incremented by the number of vacation days
specifed on the checks.

Vacation Effective

Enter the date when vacation time will begin accruing.

Vacation PTO

PTO is the Policy Time Off code as defined in the PTO table described in chapter 3 Setup Policy Time Off (PTO).
The PTO table defines the parameters for calculting vacation accruals and carryover limits.

Vacation NACD

NACD is the Next Anniversary Cylce Date and is normally assigned by the system. When a check is posted with a
Reference Date (as described below) exceeding the NACD, then the automatic carryover (if active) and/or annual
accrual (if active) take place and the NACD is advanced one year. For more information about this field refer to
chapter 3 Setup Policy Time Off (PTO).

Personal Avail
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Number of personal days available. Thisfield is calculated as follows:

Av ailable = Carryover + Accrued - Used.

Personal Carryover

Enter the number of personal days you wish to classify as carryover.

Personal Accrued

Enter the number of personal days accrued. If a personal rate is specifed below this field will automatically
increment for each check issued.

Personal Used

Enter the number of personal days used.This field is automatically incremented by the number of personal days
specifed on the checks.

Personal Effective

Enter the date when personal time will begin accruing.

Personal PTO

PTO is the Policy Time Off code as defined in the PTO table described in chapter 3 Setup Policy Time Off (PTO).
The PTO table defines the parameters for calculting personal accruals and carryover limits.

Personal NACD

NACD is the Next Anniversary Cylce Date and is normally assigned by the system. When a check is posted with a
Reference Date (as described below) exceeding the NACD, then the automatic carryover (if active) and/or annual
accrual (if active) take place and the NACD is advanced one year. For more information about this field refer to
chapter 3 Setup Policy Time Off (PTO).

Sick Leave Avail

Number of sick days available. Thisfield is calculated as follows:

Av ailable = Carryover + Accrued - Used.

Sick Carryover

Enter the number of sick days you wish to classify as carryover.

Sick Accrued

Enter the number of sick days accrued. If a sick rate is specifed below this field will automatically increment for each
check issued.

Sick Used

Enter the number of sick days used. This field is automatically incremented by the number of sick days specifed on
the checks.

Sick Effective

Enter the date when sick time will begin accruing.
Sick PTO

PTO is the Policy Time Off code as defined in the PTO table described in chapter 3 Setup Policy Time Off (PTO).
The PTO table defines the parameters for calculting sick accruals and carryover limits.

Sick NACD
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NACD is the Next Anniversary Cylce Date and is normally assigned by the system. When a check is posted with a
Reference Date (as described below) exceeding the NACD, then the automatic carryover (if active) and/or annual
accrual (if active) take place and the NACD is advanced one year. For more information about this field refer to
chapter 3 Setup Policy Time Off (PTO).

If you press theEARN function key while on employee screen #2, the following Earning screen will appear.

pyempearn

The above Earning screen will enable you to precisely define earning parameters for purposes of generating acurate checks.
You will not need this screen if the wage information entered on employee screen 2 is sufficient to generate checks or you
plan on generating checks from timesheets (see chapter 6).

Below is a description of each field on the employee earning screen.

Earn

Enter earn code (Press HELP key to see list). The earn description will automatically appear upon entering the code.

Earn Periods

This field is used to schedule the earning.Each character position of this 12 character field represents a earning
period. You signify whether the earning will be taken by entering a blank, "Y", or "N" in the period’s character
position. Blankor "Y" indicate the earning is to be taken and "N" indicates it is not.If an earning is taken on every
pay check you would leave this field blank.To specify an earning that is taken in periods 1, 3, and 7 type:

YNYNNNYNNNNN

This field comes into play during check generation.The earning period you enter prior to check generation will be
checked against this field to determine whether to take the earning.

Type

Enter earning amount type (A=Fixed Amount, P=Percent of Earnings, N=Percent of Net, R=Rate per hour).

Amount

Enter earning amount. This amount will have different meanings depending on your answer to the earningType
prompt above. If the earning type is ’A’ then the amount entered is a fixed amount to be deducted. If the earning
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type is ’P’ then the amount represents a percentage of the current earnings.If the earnng type is ’N’ then the amount
represents a percentage of the current net earnings.

Maximum

Enter maximum amount for earning. Once the maximum is reached, the earning will no longer be taken.

Paid

This is a display only field showing amount paid to date.You may not enter data into this field.

Start

Enter the starting date for the earning. This earning will not be taken until this date is reached.
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If you press theSAVE function key while on employee screen #2, you will automatically be switched to the third employee
screen. Thethird employee screen will appear as follows.

pyemp3

Below is a description of each screen field on the third employee screen

Position Title

Enter Position Title.

Hire

Enter hire date.

Referral Source

Enter referral source: 1=Unsolicited, 2=Agency, 3=Add, 4=Employee, 5=Other.

Rehirable(Y/N)

Enter whether employee is rehirable (Y=Yes, N=No).

Print New Personnel Change Form ?

Enter ’Y’ if you wish to print a Personnel Change Form next time the ’Personnel Change Form’s Report’ is run.

Last Review Date

Enter last review date.

Last Promotion

Enter last promotion date.

Last Raise Date

Enter last raise date.

Last Raise Amount
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Enter last raise amount.

Next Review Date

Enter next review date.

If you press theSAVE function key, you will automatically be switched to the fourth employee screen. The fourth employee
screen will appear as follows.

pyemp4

Below is a description of each field on the fourth employee screen.

Deduction

Enter deduction code (Press HELP key to see list). The deduction description will automatically appear upon
entering the code.

Deduct Periods

This field is used to schedule the deduction.Each character position of this 12 character field represents a deduction
period. You signify whether the deduction will be taken by entering a blank, "Y", or "N" in the period’s character
position. Blankor "Y" indicate the deduction is to be taken and "N" indicates it is not. If a deduction is taken on
ev ery pay check you would leave this field blank.To specify a deduction that is taken in periods 1, 3, and 7 type:

YNYNNNYNNNNN

This field comes into play during check generation.The deduction period you enter prior to check generation will be
checked against this field to determine whether to take the deduction.

Type

Enter deduction amount type (A=Fixed Amount, P=Percent of Earnings, N=Percent of Net, R=Rate per hour).

Amount

Enter deduction amount. This amount will have different meanings depending on your answer to the deductionType
prompt above. If the deduction type is ’A’ then the amount entered is a fixed amount to be deducted. If the deduction
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type is ’P’ then the amount represents a percentage of the current earnings. If the deduction type is ’N’ then the
amount represents a percentage of the current net earnings.

Maximum

Enter maximum amount for deduction. Once the maximum is reached, the deduction will no longer be taken.

Paid

This is a display only field showing amount paid to date.You may not enter data into this field.

Start

Enter the starting date for the deduction. This deduction will not be taken until this date is reached.

While on the fifth employee screen, if you press theSAVE function key, you will automatically be switched to the fifth
employee screen. The fifth employee screen will appear as follows.

pyemp5

There are no entry fields on the fifth employee screen because this screen is for displaying payment statistics only.

While on any of the employee entry screens, you may also enter notes about each employee. To enter notes press theNOTE
function key. When you press this key a popup notepad screen will appear allowing you to enter as many note lines as you
wish. Thenotepad screen operates exactly like the MULTI-RECORD entry screens. When you are finished entering notes
press theSAVE key to return to the employee entry screen.

3.13 Print Employees Account

This section discusses how to print your Employees Account.

The first step in reviewing your Employees Account is to select thePrint Employee option on the menu. Upon making this
selection the Report Selection screen will appear.
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pyempr1

When this screen appears enter"P" for the report destination and then press theRUN function key to send the report to the
printer. The Employee Table Listing will appear as shown below.

py emp r 1
07 /  23 /  07 Wi dge t Comp a ny Page 1

9 : 00am Pay r o l  l Em p l oyee De t a  i l Repo r t
================================================================================

Em p l oyee Code : 1
So c . Sec  . No . : 555 -  22 -  2304
Name ( Las  t , F  i r s  t , M i dd l e ) :  Doe John P .
Ad d r es s  : P. O. Box 2421
C i  t y :  San F r anc  i  s co  S t a t e  CA Z i p  94128
Ph o n e : ( 415 )  333 -  1494 Co n t ac t  : Ro s ema r i e  Phone : 415 -  790 -  0967
Se x : M  B i r  t h :  09 / 10 / 62
EEO:  1
D r  i ve  r s L i cen s  e : B597067 Exp  i r e  : 09 /  30 /  95
I NS No :  Exp  i r e  :
De p a r tme n t :  1 Su b De p a r tme n t :
S t  a  t  u s :  A E f  f ec  t i ve da t e  o f s t a t us :  01 / 01 / 80
H i  r e :  01 / 23 / 91 Reh i r ab l  e ( Y  / N ) :  Y P r  omo t i on :

_________________________PA YME NT I NFORMAT I ON _________________________________
Pa y Ty pe :  S Ra t e / Sa l a r y : 1600 .  000 No rma l Un i t s :  40 Pay Gr oup : W
Pa y Pe r i ods  : 52 Exemp t i ons  : F I CA ( Y / N ) :  N FUTA ( Y  / N ) :  N SU TA ( Y  / N ) :  N
Wo r ke  r s Comp e nsa  t i on C l as s  : 1111

_________________________WI THO LD I NG I NFORMAT I ON ______________________________
Ta x Au t ho r  i t y  S t a t us #Ex emp t i ons  Ex t  r a Wi t hho l  d F i  xed Wi t hho l  d

Fe d e r a  l : FE S 1 0 . 00
S t  a  t  e  : CA S 1 0 . 00
Lo c  a l :  00 S 1 0 . 00
E I C :  1

________________________T IME OFF I NFORMAT I ON ________________________________
Av a i l ab l e = Ca r r yove r  + Ac c r ued - Us ed | S t  a r t  Ra t e  Pe r

Va c a t i on : 120 .  0 = 0 . 0  + 120 .  0 - 0 . 0  |  01 / 01 / 90 0 . 000
Pe r sona l : 8 . 0  = 0 . 0  + 8 . 0  - 0 . 0  |  01 / 01 / 90 0 . 000
S i  c k Lea ve :  7 . 0 = 1 . 0  + 6 . 0  - 0 . 0  |  01 / 01 / 90 0 . 000

Ye a r YTD Ea r  n YTD Dedu c t YTD Ne t
2007 11 , 200 .  00 5 , 394 .  48 5 , 805 .  52

_________________________DEDUC T ION I NFORMAT I ON _______________________________
De d uc t  i on Pay Pe r  i od s Ty pe Amo u n t Max  i mu m Pa i d S t  a r t
401K YYYYY A 200 .  00
CR E D YYYYY A 25 .  00
DEN YYYYY A 8 . 44
I RA YYYYY A 50 .  00
ME D YYYYY A 11 .  56
STK YYYYY A 25 .  00

Review the Employee Accounts for completeness and if any additions or changes need to be made, select theEnter
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Employee option on the menu.

After selecting the report you may press theESCAPE key to return to the menu.

3.14 Backup Data Base

Once you have set up all of your modules, you should backup you database.

To backup your database, select theBackup option on the Master Menu.
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4. WORK CYCLE

4.1 Overview

This chapter gives instructions for the Payroll Work Cycle. The steps described in this chapter are performed every pay day.

4.2 Pay Day Cycle

The pay day procedure consists of the following steps:

1) Generatethe pay checks using theGenerate Checks menu selection. This process will generate checks for a group of
employees based on the default information you provided for each employee (seeEnter Employee menu selection).

2) Oncethe checks are generated, you may then print the check data using thePrint Payroll menu selection.You will want
to print the check information to review it for correctness.TheEdit Checks menu choice will allow you to correct check
information, enter time cards, and recalculate both deductions and taxes. Manualchecks may also be entered from the
Edit Checks menu option.

3) Onceyou are sure all of your payroll check information is correct, you are ready to print the checks.Select the menu
selectionPrint Checks to print payroll checks.

4) After the checks are printed, you will post the checks to the history files and General Ledger (if applicable).To post the
checks, select the menu optionPost Checks.

5) Next, review the posting journals to ensure that all checks were posted correctly.

6) Finally, you should backup your data (see master menu).
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5. OPERATIONS/REFERENCE SECTION

5.0 Overview

This chapter provides detailed instructions on how to operate each Payroll function. Each section within this chapter covers
a specific menu option. The sections are in the same order as the menu options on the Payroll menu.

The Payroll menu appears as follows.

pymenu

5.1 Timesheets

This section describes payroll timesheets and generating checks from timesheets. The next section describes the other much
simpler method of generating checks from the Employee table.

If you plan to use payroll timesheets please refer to chapter 6Payroll Timesheets for complete documentation of this menu
option.

5.2 Generate Checks

This section describes how to generate checks from earnings defined in the Employee table. Generating checks will create a
batch of checks based on the information you provided for each employee. Oncegenerated, you will be given an opportunity
to override information on the checks prior to printing.

To generate checks from the Employee Table select option 2 on the Payroll menu. The generate checks screen will appear as
shown below.
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pygenp

Press theSAVE key to begin Generating or Press theESCAPE key to EXIT.

Below is a description of each screen field.

Deduction Period

Enter the deduction period number that determines which deductions to include on checks.For further information
about the deduction scheduling refer to the documentation for the screen fieldDeduct Periods for the Enter
Employee screen. Ifyou do not enter a deduction period no deductions will be taken on the checks.

Date on Check

Enter the issue date you would like printed on the checks.

Pay Date Range

Enter the pay date range you would like to hav eprinted on the checks. The range should be the beginning and ending
dates that the work was performed.

Pay Group Range

Enter a range of group codes you would like to generate checks for.

Employee Range

Enter a range of employee codes you would like to generate a checks for. If you do not enter an employee range, the
program will generate checks for all employees belonging to the above pay group code. The employee code must
exist in the employee table.You may press theHELP function key to see a list of valid entries.

Department Range

Enter a range of departments you would like to generate checks for.

As the generation takes place, the screen fields will display the following data.

Processing Statistics

To the right of this screen label, the pass description will be displayed.Tw o passes will take place:pass 1 verifies the
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data andpass 2 generates the checks.

Employee

The employee number that is currently being processed will be displayed here.

When the checks have been generated you will see the following message:

Ch ec k  gene r a t  i on has been Suc  ces  s f u  l l y  Comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Payroll menu.
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5.3 Edit Checks

This section describes the process of editing generated checks or entering manual checks into your Payroll program.Time
cards may also be entered via this menu choice.

To edit or enter checks select option 3 on the Payroll menu. The check screen will appear as follows:

pychk

Below is a description of each screen field.

Check Screen (SINGLE-RECORD)

Employee Code

The employee code is a required entry field. The maximum entry is 8 alphanumeric characters.This code must exist
in the employee table.You may press theHELP function key to see a list of valid entries.

Pay Group Code

This is a display-only field showing the pay group code assigned to this employee.

Deduction Period

Enter the deduction period number that determines which deductions to include on checks.For further information
about the deduction scheduling refer to the documentation for the screen fieldDeduct Periods for the Enter
Employee screen. Ifyou do not enter a deduction period there will be no automatic deductions taken on checks.

Pay Date Range

Enter the pay date range you would like to hav eprinted on the check.The range should be the beginning and ending
dates work was performed.

Check No.

For manual checks you assign a check number in this field. If this field is left blank, the check will be automatically
assigned a check number and printed by thePrint Checks routine (which is discussed in a subsequent section).This
field allows a maximum of ten alphanumeric characters.
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Check Date

Enter the issue date you would like printed on the check.

Dept

This is a display-only field showing the department code assigned to this employee.

EARNINGS

Enter an earning code. When the earning code is entered the system will replace the code with its description.

Hrs/U

You will enter the units (usually hours) worked if the earning code has a rate factor assigned to it and the employee
has a pay type of "U" (which stands for units).The system will automatically calculate the pay amount based on the
employee’s rate which is shown in the lower left hand corner of the screen. The calculated pay amount will be
displayed under the columnCurrent located to the right of this field.After entering earning amounts, you should
press theCALC function key to recalculate deductions and taxes.

Current

You will enter the current pay amount if the earning code does not have a rate factor assigned to it or the employee
has a pay type of "S" (which stands for salaried). After entering earning amounts, you should press theCALC
function key to recalculate deductions and taxes.

DEDUCTIONS

Enter a deduction code. When you enter the deduction code, the system will replace the code with its description.

Current

Enter the deduction amount or override the calculated deduction amount.You may also press theCALC function
key to recalculate deduction and tax amounts.

TAXES

Enter a tax code. Upon entering the tax code the system will replace the code with its description.

Current

Enter the tax amount or override the calculated tax amount.

Rate

This is a display-only field showing the pay rate or salary amount assigned to this employee. For hourly employees,
the payment amount will be calculated by multiplying this rate times the hours worked.

CUR Earn

This is a display-only field showing the total earnings for this pay check.

CUR Deduct

This is a display-only field showing the total deductions and taxes for this pay check.

CUR NET

This is a display-only field showing the total net amount for this pay check. The net amount is equal to the total
earnings minus the total of the deductions and taxes.
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YTD Earn

This is a display-only field showing the year-to-date earnings.

YTD Deduct

This is a display-only field showing the year-to-date deductions and taxes.

YTD NET

This is a display-only field showing the year-to-date net amount. The year-to-date net amount is equal to the year-to-
date earnings minus the total of the year-to-date deductions and year-to-date taxes.

Thecheck screen has a number of special function keys each of which is described below:

TIME
This function key brings up theTime Card entry screen.For this key to be active you must have answered "Y" to
multiple departments in the payroll control file and "Y" to job cost module in the system-wide control file.This screen
will enable you to enter a time, rate, department, and job number for each earning activity. A detailed description of
this screen is provided at the end of this section.

CALC
This function key is used to recalculate deductions and taxes based on the currently displayed check information.

ETAX
This function key brings up the employer tax screen for viewing or making changes.

REV
This function key allows reversal of a previously posted payroll check.

EMPL
This function key brings up the employee entry screens for viewing or making changes.

GEN
This function key may only be used inADD mode and allows you to generate a check like theGenerate Checks menu
selection. Thedifference is that this check generation routine only generates one check at a time. When you press this
function key a popup will appear asking you for information similarly to theGenerated Checks menu choice.You
should enter the information on the popup and then press theSAVE function key to generate the check.To exit the
popup without generating a check, you should press theESCAPE key.

SKIP
This function key enables you to jump the cursor from one screen section to another.

Once the data has been entered correctly, press theSAVE function key to sav einformation on the check screen.

For those using time card entry, the following screen will appear upon pressing theTIME function key.

Operations/Reference Section 5-6

5-6



pychk2

Below is a description of each screen field.

Time Card Entry Screen (SINGLE-RECORD)

Earning Code

Enter the earning code.This code must exist in the earning code table.You may press theHELP function key to see
a list of valid entries.

Dept

Enter the department number. You may press theHELP function key to see a list of valid entries. This prompt will
only appear if you selected multiple departments on the payroll control file.

Job

Enter the job number.

Rate

You will enter a rate if the earning code has a rate factor assigned to it and the employee has a pay type of "U" or unit
pay. Otherwise enter a payment amount. If you enter a payment amount, this amount will be displayed under the
columnTotal located to the right of this field.

Units

You will enter the units (usually hours) worked if the earning code has a rate factor assigned to it and the employee
has a pay type of "U" (which stands for unit pay). The system will automatically calculate the pay amount based on
the employee’s pay rate. The calculated pay amount will be displayed under the columnTotal located to the right of
this field.

Total

This is a display-only field showing the payment amount for the earning line.

In order to edit Employer paid taxes, press theETAX function key to access the following poup screen.
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pychk3

The fields on this screen have been described for employee taxes. TheESCAPE key is used to return to the check entry
screen.
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5.4 Print Payroll

This section describes how to print the payroll report so that errors can be discovered and corrected prior to printing checks.
Printing checks will be discussed in the next section.

To print the payroll report select option 4, and the Report Selection screen will be displayed as shown below.

pychkr1

This screen has a number of fields which you will need to fill with appropriate values. When you are sure all your entries are
correct press theRUN function key to run the payroll report.

Below is a description of each screen field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

Employee Code

Enter the employee code you would like to print. If you do not enter an employee code, the program will print
checks for all employees. Theemployee code must exist in the employee table. Press theHELP function key to see
a list of valid entries.

Pay Group Code

Enter the group code you would like to print. If you do not enter a group code, the program will print all checks.

Pay Date Range

Enter the pay date range you want the report to include.If you do not enter a pay date range, the program will print
all checks.

Check Date

Enter the check date you would like to print. If you do not enter a check date, the program will print all checks.

When you are sure all of your entries are correct press theRUN function key to run thePayroll Report as shown below.
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py chk  r 1
07 /  23 /  07 Wi dge t Comp a ny Page 1

7 : 17am Pay r o l  l Re p o r t
=======================================================================================================

Em p l oyee :  1 Do e P .  J ohn SSN 555 -  22 -  2304
Gr oup : W Dedu c t i on Pe r  i od : 1 Pay Da t e  Range : 07 /  01 /  07 t h r u  07 / 31 / 07
Ch ec k  No :  Che c k Da t e :  07 / 31 / 07 Depa r tmen t : 1
______________________________________________________________________________________________________

EARN I NGS H r s  / U Cu r  r en t  DEDUC T IONS Cu r  r en t  TAXES Cu r  r en t  Emp l oye  r Ta xes
______________________________________________________________________________________________________

Re g u l a r 1600 .  00 | Med i ca  l I n s 11 . 56 | Fe d WH 241 .  87 | Emp l r F I CA 99 . 20
Ov e r t  i me | De n t a  l I n s 8 . 44 | Fe d E I C 0 . 00 | Em p l r  Med i c 23 . 20

| C r ed i  t Un i on 25 . 00 | Em p l ye F I CA 99 . 20 | Fe d Un emp 0 . 00
| 401K 200 .  00 | Emp l ye  Med i c 23 . 20 | CA Unemp 0 . 00
| I RA 50 . 00 | CA WH 76 . 77 | CA Tr a  i  n  i  ng 0 . 00
| S t oc k  P l an 25 . 00 | CA D i sab 9 . 60 | CA Wr k  Comp 16 . 00
| |  |
| |  |
| |  |

To t a l H r s  : 0 . 000 | | |
______________________________________________________________________________________________________

Ra t e CUR Ea r  n CUR Dedu c t CUR NET YTD Ea r  n YTD Dedu c t YTD NET Emp l oye  r Ta x
1600 .  00 1600 .  00 770 .  64 829 .  36 11200 .  00 5394 .  48 5805 .  52 138 .  40

Ea r n i ng Dep t Da t e Job Ra t e  Un i  t s To t a l
__________________________________________________________________________

R 1 07 /  31 /  07 8 . 00 40 . 00 320 .  00

Em p l oyee :  2 Sm i t h  P . Joe SSN 444 -  22 -  5583
Gr oup : W Dedu c t i on Pe r  i od : 1 Pay Da t e  Range : 07 /  01 /  07 t h r u  07 / 31 / 07
Ch ec k  No :  Che c k Da t e :  07 / 31 / 07 Depa r tmen t : 1
______________________________________________________________________________________________________

EARN I NGS H r s  / U Cu r  r en t  DEDUC T IONS Cu r  r en t  TAXES Cu r  r en t  Emp l oye  r Ta xes
______________________________________________________________________________________________________

Re g u l a r 40 . 000 320 . 00 | Me d i ca l  I ns  30 . 00 | Fe d WH 32 . 07 | Em p l r  F I CA 32 . 74
Ov e r t  i me 12 . 000 144 . 00 | De n t a  l I n s 20 . 00 | Em p l ye F I CA 32 . 74 | Em p l r  Med i c 7 . 66
S i  c k 8 . 000 64 . 00 | 401K 100 .  00 | Emp l ye  Med i c 7 . 66 | CA Tr a  i  n  i  ng 0 . 53

| I RA 50 . 00 | CA WH 3 . 44 | CA Wr k  Comp 9 . 60
| Emp l oy Loan 0 . 00 | CA D i sab 3 . 17 |
| |  |
| |  |
| |  |
| |  |

To t a l H r s  : 60 .  000 | |  |
______________________________________________________________________________________________________

Ra t e CUR Ea r  n CUR Dedu c t CUR NET YTD Ea r  n YTD Dedu c t YTD NET Emp l oye  r Ta x
8 . 00 528 .  00 279 .  08 248 .  92 2568 .  00 1694 .  57 873 .  43 50 .  53

Ea r n i ng Dep t Da t e Job Ra t e  Un i  t s To t a l
__________________________________________________________________________

R 1 07 /  31 /  07 8 . 00 40 . 00 320 .  00
O 1 07 /  31 /  07 12 .  00 12 .  00 144 .  00
S 1 07 /  31 /  07 8 . 00 8 . 00 64 . 00
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py chk  r 1b

GR A ND TOTALS :

TOTAL NUM BER OF CH E C KS :  2

EARN I NG TOTALS :
Bo nus  100 .  00 0 . 000
Ov e r t  i me 180 .  00 10 .  000
Re g u l a r 800 .  00 80 .  000
SUB TOTAL : 1080 .  00 90 .  000

DEDUC T ION TOTALS :
401K 300 .  00
C r  ed i  t Un i on 25 . 00
De n t a  l I n s 28 . 44
I RA 100 .  00
Me d i ca l  I ns  41 . 56
S t  oc k  P l an 25 . 00
SUB TOTAL : 520 .  00

TA X TOTALS :
Em p l ye F I CA 47 . 12
Fe d WH 82 . 60
Em p l ye Med i c 11 . 02
CA D i sab 5 . 40
CA WH 13 . 58
SUB TOTAL : 159 .  72

=============================================================================
CUR Ea r  n : 1080 .  00 CUR Dedu c t :  679 .  72 CUR NET : 400 .  28
YTD Ea r  n : 2160 .  00 YTD Dedu c t :  1359 .  44 YTD NET : 800 .  56

( No t e  YTD t o t a  l s a r e  f o r  emp l oyees  on cu r  r en t  pay r o l  l on l y )

When the report is complete then press theESCAPE key to return to the Payroll menu.
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5.5 Print Checks

This section discusses how to print checks.

Select thePrint Checks menu option 5 and theReport Selection screen will appear as shown below.

pychkw

This screen has a number of entry fields which you will need to complete with appropritate values.

Below is a description of each screen field.

Check Destination

This is equivalent to theReport Destination prompt on report selection screens.

Check Format

Enter ’Y’ if you are printing checks on a page printer such as a laser or deskjet printer. If you are using a tractor feed
printer leave this prompt empty or enter ’N’.

Employee Range

Enter the employee code for which you would like to print checks. If you do not enter an employee code, the
program will print all checks. The employee code must exist in the employee table. Press theHELP function key to
see a list of valid entries.

Pay Group Range

Enter the group code for which you would like to print checks. If you do not enter a group code, the program will
print all checks.

Pay Date Range

Enter the pay date range for which you would like to print checks.If you do not enter a pay date range, the program
will print all checks.

Check Date
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Enter the check date for which you would like to print checks. If you do not enter a check date, the program will
print all checks.

Run Test Check number

This is an optional entry and only used if you need to align the printer for the payroll check form.To use this feaure,
enter the check number that will be used to test printer alignment. After you enter the test check number, pressRUN
to print the test check.The test check number will be printed with X’s where the data is to appear. The test check
number will also be voided in the check register.

Print Check Number Range

Enter the check number range that you want to assign to the printed checks. The program will assign these check
numbers to all checks within the batch that do not already have a check number assigned to them.You must enter a
beginning range for check numbers to be assigned.

VOID Check Number Range

Enter the check number range that you want to VOID. Theprogram will VOID these checks numbers and enter the
VOID checks into the Check Register. You will want to use this option if checks were destroyed due to a paper jam
or paper misalignment.

If some of the checks are damaged, for example checks 282-283 of the check run 275-285, you may VOID and reprint the
damaged checks only or VOID and reprint all checks starting with 282.

To VOID and reprint just the damaged checks you would enter the following:

Print Check Number Range:[ 286] to [ 287]
VOID CheckNumber Range:[ 282] to [ 283]

The program will reprint checks 282-283 as 286-287. Checks 282-283 will be assigned a VOID status in the Check Register.

To VOID and reprint ALL checks starting with the damaged check 282 you would enter the following:

Print Check Number Range:[ 286] to [ ]
VOID CheckNumber Range:[ 282] to [ ]

The program will reprint checks starting with 282 using check numbers starting with 286.Pre-existing checks starting with
282 will be assigned a VOID status in the Check Register.

When you are sure all your entries are correct press theRUN function key to print the checks.

A sample of the printed checks is shown below.
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py chkw

07 /  31 /  07 829 .  36

E i  gh t  Hund r  ed Tw en t  y N i  ne and 36 / 100 * * * * * * * * * * * * * * * * * * * * * * * * * * *  DOL LARS

John P. Doe
P. O. Box 2421
Sa n F r  anc  i  s co  , CA
94128

John P. Doe 555 - 22 - 2304 Che c k Da t e :  07 / 31 / 07 Che c k#  800
EARN I NGS HRS CURR E NT YTD TAXES / DEDUC T CURR E NT YTD
Re g u l a r 1600 .  00 11200 .  00 Fe d WH 241 .  87 1693 .  09
Ov e r t  i me Fed E I C  0 . 00

Em p l ye F I CA 99 . 20 694 .  40
Em p l ye Med i c 23 . 20 162 .  40
CA WH 76 . 77 537 .  39
CA D i sab 9 . 60 67 . 20
Me d i ca l  I ns  11 . 56 80 . 92
De n t a  l I n s 8 . 44 59 . 08
C r  ed i  t Un i on 25 . 00 175 .  00
401K 200 .  00 1400 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  I RA 50 . 00 350 .  00
GROS S TA X / DED . NE T | S t oc k  P l an 25 . 00 175 .  00

CURR E NT 1600 .  00 770 .  64 829 .  36 |
YTD 11200 .  00 5394 .  48 5805 .  52 |

PA Y FOR 07 / 01 / 07 - 07 / 31 / 07 RAT E 1600 .  00 |
Av a i l  Vac  : 120 .  0 S i  c k : 7 . 0  Pe r  sona l : 8 . 0  |

07 /  31 /  07 248 .  92

Tw o Hu n d r ed Fo r  t y E i gh t  and 92 / 100 * * * * * * * * * * * * * * * * * * * * * * * * * * * * *  DOL LARS

Joe P. Sm i  t h
840 H i nc k  l ey
Sa n F r  anc  i  s co  , CA
94128

Joe P. Sm i  t h 444 -  22 -  5583 Ch ec k  Da t e :  07 / 31 / 07 Che c k#  801
EARN I NGS HRS CURR E NT YTD TAXES / DEDUC T CURR E NT YTD
Re g u l a r 40 . 000 320 . 00 2240 .  00 Fe d WH 32 . 07 77 . 79
Ov e r t  i me 12 . 000 144 . 00 264 .  00 Em p l ye F I CA 32 . 74 159 .  22
S i  c k 8 . 000 64 . 00 64 . 00 Emp l ye  Med i c 7 . 66 37 . 24

CA WH 3 . 44 4 . 91
CA D i sab 3 . 17 15 . 41
Me d i ca l  I ns  30 . 00 210 .  00
De n t a  l I n s 20 . 00 140 .  00
401K 100 .  00 700 .  00
I RA 50 . 00 350 .  00
Em p l oy Loan 0 . 00

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
GROS S TA X / DED . NE T |

CURR E NT 528 .  00 279 .  08 248 .  92 |
YTD 2568 .  00 1694 .  57 873 .  43 |

PA Y FOR 07 / 01 / 07 - 07 / 31 / 07 RAT E 8 . 00 |
Av a i l  Vac  : 120 .  0 S i  c k :  - 1 . 0  Pe r  sona l : 8 . 0  |
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07 /  31 /  07 298 .  78

Tw o Hu n d r ed N i ne t  y E i  gh t  and 78 / 100 * * * * * * * * * * * * * * * * * * * * * * * * * * * *  DOL LARS

He n r y  Aa r on
101 Sha t  oc k
Be r ke  l  ey , CA
94128

He n r y  Aa r on 555 -  33 -  2304 Ch ec k  Da t e :  07 / 31 / 07 Che c k#  802
EARN I NGS HRS CURR E NT YTD TAXES / DEDUC T CURR E NT YTD
Re g u l a r 40 . 000 320 . 00 2240 .  00 Fe d WH 23 . 37 172 .  59
Ov e r t  i me 60 . 00 Fed E I C  - 30 .  62 - 208 .  59

Em p l ye F I CA 19 . 84 142 .  60
Em p l ye Med i c 4 . 64 33 . 35
CA WH 2 . 07 15 . 94
CA D i sab 1 . 92 13 . 80

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
GROS S TA X / DED . NE T |

CURR E NT 320 .  00 21 .  22 298 .  78 |
YTD 2300 .  00 169 .  69 2130 .  31 |

PA Y FOR 07 / 01 / 07 - 07 / 31 / 07 RAT E 8 . 00 |
Av a i l  Vac  : 120 .  0 S i  c k : 7 . 0  Pe r  sona l : 8 . 0  |
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5.6 Post Checks

This section describes how to Post your checks to the history file and General Ledger. It is important that your checks be
correctly entered before posting. This is because once your data has been posted it can no longer be modified.

To post checks select option 6 on the Payroll menu. The Payroll Checks Posting screen will appear as shown below.

pychkp

You may press theSAVE function key to begin posting or theESCAPE key to EXIT. Please note the before and after
posting instructions displayed on the screen.

As the posting takes place, the screen will display the following information.

Processing Statistics

To the right of this screen label, the pass description will be displayed. There are three passes that will take place.
Pass 1 verifies the Data, pass 2 posts the data, and pass 3 clears the data.

Source

The source of the check will be displayed here.

Batch

The batch number that is currently being posted will be displayed here.

Employee

The employee code being posted will be displayed here.

When the Posting has been completed you will see the following message:

Po s t i ng has been Suc  ces  s f u  l l y  Comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Payroll menu.
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5.7 Print Check Journal

This section describes how to print the Posting Journal Report.This report will print the posted checks which must match
the Payroll report printed prior to posting.

To print the Posting Journal select option 7 on the Payroll menu. The Report Selection screen will appear as shown below.

pychkpr1

Below is a description of each entry field.

The first 4 fields are standard on the Report Selection Screen, and are described in Chapter 2,General Operational
Procedures.

Post No.

The post number field is for viewing only.

Check Number Range

Enter the range of check numbers you would like to print. If you do not enter an check number range, the program
will print all checks.

Check Date Range

Enter the range of check dates you would like to print. If you do not enter an check date range, the program will print
all checks.

Employee Range

Enter the range of employee codes you would like to print. If you do not enter a employee range, the program will
print all checks.

When you are sure all of your entries are correct press theRUN function key to run the Payroll Check Posting Journal Report
as shown below.
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py chkp  r  1
07 /  23 /  07 Wi dge t Comp a ny Page 1

7 : 25am Pay r o l  l Ch ec k  Jou r na l t o
================================================================================

Em p l oyee :  1 Do e P .  J ohn SSN 555 -  22 -  2304
Gr oup : W Dedu c t i on Pe r  i od : 1 Pay Da t e  Range : 07 /  01 /  07 t h r u  07 / 31 / 07
Ch ec k  No :  800 Che c k Da t e :  07 / 31 / 07 Depa r tmen t : 1

Ea r n i ngs  R 1600 .  00
De d uc t  i ons  MED 11 . 56

DEN 8 . 44
CR E D 25 .  00
401K 200 .  00
I RA 50 . 00
STK 25 . 00

Em p l oye r Ta xes  FE F I C2 99 . 20
FE MED 2 23 .  20
CA WKCM 16 . 00

Em p l oyee Taxes  FE FWH 241 .  87
FE E I C  0 . 00
FE F I CA 99 . 20
FE MED I 23 .  20
CA SWH 76 . 77
CA SD I 9 . 60

___________________________________________________________________________
Ra t e CUR Ea r  n CUR Dedu c t CUR NET YTD Ea r  n YTD Dedu c t YTD NET

1600 .  00 1600 .  00 770 .  64 829 .  36 11200 .  00 5394 .  48 5805 .  52

Em p l oyee :  2 Sm i t h  P . Joe SSN 444 -  22 -  5583
Gr oup : W Dedu c t i on Pe r  i od : 1 Pay Da t e  Range : 07 /  01 /  07 t h r u  07 / 31 / 07
Ch ec k  No :  801 Che c k Da t e :  07 / 31 / 07 Depa r tmen t : 1

Ea r n i ngs  R 320 .  00 40 .  00
O 144 .  00 12 .  00
S 64 . 00 8 . 00

De d uc t  i ons  MED 30 . 00
DEN 20 . 00
401K 100 .  00
I RA 50 . 00

Em p l oye r Ta xes  FE F I C2 32 . 74
FE MED 2 7 . 66
CA ETT 0 . 53
CA WKCM 9 . 60

Em p l oyee Taxes  FE FWH 32 . 07
FE F I CA 32 . 74
FE MED I 7 . 66
CA SWH 3 . 44
CA SD I 3 . 17

___________________________________________________________________________
Ra t e CUR Ea r  n CUR Dedu c t CUR NET YTD Ea r  n YTD Dedu c t YTD NET
8 . 00 528 .  00 279 .  08 248 .  92 2568 .  00 1694 .  57 873 .  43

Em p l oyee :  3 Aa r on . He n r y  SSN 555 -  33 -  2304
Gr oup : W Dedu c t i on Pe r  i od : 1 Pay Da t e  Range : 07 /  01 /  07 t h r u  07 / 31 / 07
Ch ec k  No :  802 Che c k Da t e :  07 / 31 / 07 Depa r tmen t : 2

Ea r n i ngs  R 320 .  00 40 .  00
Em p l oye r Ta xes  FE F I C2 19 . 84

FE MED 2 4 . 64
FE FUTA 2 . 56

07 /  23 /  07 Wi dge t Comp a ny Page 2
7 : 25am Pay r o l  l Ch ec k  Jou r na l t o

================================================================================
CA SU I 11 . 20
CA ETT 0 . 32
CA WKCM 3 . 20

Em p l oyee Taxes  FE FWH 23 . 37
FE E I C  - 30 .  62
FE F I CA 19 . 84
FE MED I 4 . 64
CA SWH 2 . 07
CA SD I 1 . 92

___________________________________________________________________________
Ra t e CUR Ea r  n CUR Dedu c t CUR NET YTD Ea r  n YTD Dedu c t YTD NET
8 . 00 320 .  00 21 .  22 298 .  78 2300 .  00 169 .  69 2130 .  31

GR A ND TOTALS :
=============================================================================
CUR Ea r  n : 2 , 448 .  00 CUR Dedu c t :  1 , 070 .  94 CUR NET : 1 , 377 .  06
YTD Ea r  n : 16 , 068 .  00 YTD Dedu c t :  7 , 258 .  74 YTD NET : 8 , 809 .  26
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When the printing is complete press theESCAPE key to return to the Payroll menu.
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5.8 Print G/L Journal

This menu option (8) is for printing the G/L distributions for the check posting.For this option to work, the system-wide
control file parameter for General Ledger must be set to "Y".

Selecting the menu option to print G/L distributions will cause the following Report Selection screen to be displayed.

pyglr1

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press theRUN function key to run the report.

Below is a description of each screen field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, press theRUN function key to generate the report. The report will appear as
follows.
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py g l r 1
07 /  24 /  07 Wi dge t Comp a ny Page 1

8 : 26am Pu r  cha s  e Or de r  G / L  Jou r na l
Po s t No :  2

===============================================================================
So u r ce : < O  - I > Ba t ch# :  2 En t r y  Da t e :  07 / 24 / 07

D / C :  11 , 568 .  00 11 ,  568 .  00
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Tr ans  - # Re f no Da t e  Pe r  i od Deb i t C r ed i  t

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
summ a r y  N / A  07 / 24 / 07 07 / 24 / 07 11 , 568 .  00 11 ,  568 .  00

summ a r y
Ac coun t De s c r  i p t  i on Deb i t C r ed i  t
130 -  000 I nven t o r y  3 , 000 .  00
130 -  000 I nven t o r y  5 , 400 .  00
201 -  000 Ac coun t s Pay ab l  e 5 , 668 .  00
212 -  000 Pu r chase  C l ea r  i ng Ac coun t 5 , 400 .  00
500 -  000 Co s t o f Good s So l d 2 , 430 .  00
565 -  000 D i  s coun t s Taken 500 . 00
570 -  000 F r  e i gh t  120 .  00
590 -  000 M i  s ce  l l aneou s 18 .  00
690 -  000 Ot  he r  Taxes  600 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Tr ansac  t i on To t a  l 11 ,  568 .  00 11 ,  568 .  00

=============================================
Ba t ch  To t a  l : 11 , 568 .  00 11 ,  568 .  00

* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
* * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * *
Gr  and To t a  l : 11 , 568 .  00 11 ,  568 .  00

Po s t i ng Log #2 : 07 / 24 / 07 08 : 25 : 56

Po s t P /O  I nvo i  ces  has  been comp l e t ed suc  ces  s f u  l l y

Note that the check posting program will create accrual batches or non-accrual batches depending on your answer to the
payroll control file parameter for accrual.For a further explanation about accrual vs. non-accrual, refer to the information
provided for this control file parameter in Chapter 3.

When the printing is complete press theESCAPE key to return to the Payroll menu.
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5.9 Export G/L Journal

This menu option (9) is for exporting the G/L distributions for the check posting.For this option to work, the system-wide
control file parameter for General Ledger must be set to "Y".

This menu option allows you to export G/L distributions in various formats acceptable by other systems. Upon selecting this
menu option the following Selection screen will be displayed.

pyglr2

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press theRUN function key to run the report.

Below is a description of each screen field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

Post No

This field is the unique number assigned to the last posting and should already be filled in.

When you are satisfied with your entries, press theRUN function key to export the G/L journal.
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5.10 Direct Deposits

This menu option (10) is for processing Direct Deposits.

Upon selecting this option, the following popup menu will appear.

pymenuach

The following describes each of the above direct deposit menu choices.

ThePayroll Journal option is for generating the ACH deposit file for the current payroll run. After selecting this option the
following screen will appear.

pychkach

When you are satisfied with your entries, press theRUN function key to generate the file.

The Employee Table Test menu option is for generating an ACH deposit file useful for verifying Employee direct deposit
banking information. After selecting this option the following screen will appear.
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pyempach

When you are satisfied with your entries, press theRUN function key to generate the file.

The Enter Control menu option is for setting up parameters needed by your ACH files. This should be done before
generating ACH deposit files. After selecting this option the following screen will appear.

pyctlach

When you are satisfied with your entries, press theRUN function key to sav ethe information.
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5.13 Payroll History Reports

This menu option (13) is for reporting history payroll information.

Upon selecting this option, the following popup menu will appear for choosing the type of history report.

1 .  Summa r y
2 .  by Emp l oyee
3 .  D i s t r  i bu t i on
4 .  Ea r  n i ng Aud i t
5 .  Emp l oye  r Ex pen s  e
6 .  Dedu c t i on Reg i s t e r

After you have choose the report type, the report selection screen will appear as follows.

pyhisr1

When you are satisfied with your entries, press theRUN function key to generate the report. The report will appear as
follows.
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Em p l oyee Summa r y H i s t o r y  Repo r t
py h i s r 1

07 /  23 /  07 Wi dge t Comp a ny Page 1
7 : 57am Pay r o l  l H i  s t o r y  Repo r t 01 / 30 / 07 t o 06 / 30 / 07

================================================================================
Ea r n i ngs  O 180 .  00 15 .  00

R 13440 .  00 480 .  00
============================

To t a l :  13620 .  00 495 .  00

De d uc t  i ons  401K 1800 .  00 1800 .  00
CR E D 150 .  00 150 .  00
DEN 170 .  64 170 .  64
I RA 600 .  00 600 .  00
ME D 249 .  36 249 .  36
STK 150 .  00 150 .  00

============================
To t a l :  3120 .  00

Em p l oyee Taxes  FE E I C  - 177 .  97 11580 .  00
FE F I CA 844 .  44 13620 .  00
FE FWH 1646 .  16 11220 .  00
FE MED I 197 .  49 13620 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - -
FE To t a  l : 2510 .  12

CA SD I 81 . 72 13620 .  00
CA SWH 475 .  96 11220 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - -
CA To t a  l : 557 .  68

============================
To t a l :  3067 .  80

Em p l oye r Ta xes  FE F I C2 844 .  44 13620 .  00
FE FUTA 71 . 84 8980 .  00
FE MED 2 197 .  49 13620 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - -
FE To t a  l : 1113 .  77

CA ETT 11 . 02 11020 .  00
CA SU I 314 .  30 8980 .  00
CA WKCM 155 .  60 13560 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - -
CA To t a  l : 480 .  92

============================
To t a l :  1594 .  69

============================
Gr and To t a  l : 21402 .  49 495 .  00

Operations/Reference Section 5-26

5-26



Em p l oyee H i s t o r y  Repo r t
py h i s r 2

07 /  23 /  07 Wi dge t Comp a ny Page 1
7 : 58am Pay r o l  l H i  s t o r y  Repo r t 01 / 01 / 01 t o 01 / 01 / 08

================================================================================

1 Doe P . John SSN 555 -  22 -  2304
Ea r n i ngs  R 11200 .  00

To t a l :  11200 .  00
De d uc t  i ons  401K 1400 .  00 1400 .  00

CR E D 175 .  00 175 .  00
DEN 59 . 08 59 . 08
I RA 350 .  00 350 .  00
ME D 80 .  92 80 .  92
STK 175 .  00 175 .  00
To t a l :  2240 .  00

Em p l oyee Taxes  FE E I C  0 . 00 11200 .  00
FE F I CA 694 .  40 11200 .  00
FE FWH 1693 .  09 9450 .  00
FE MED I 162 .  40 11200 .  00
FE Sub t  o  t  a l :  2549 .  89
CA SD I 67 . 20 11200 .  00
CA SWH 537 .  39 9450 .  00
CA Sub t  o  t  a l :  604 .  59

To t a l :  3154 .  48
Em p l oye r Ta xes  FE F I C2 694 .  40 11200 .  00

FE FUTA 56 . 00 7000 .  00
FE MED 2 162 .  40 11200 .  00
FE Sub t  o  t  a l :  912 .  80
CA ETT 7 . 00 7000 .  00
CA SU I 245 .  00 7000 .  00
CA WKCM 112 .  00 11200 .  00
CA Sub t  o  t  a l :  364 .  00

To t a l :  1276 .  80

2 Sm i  t h P . Joe SSN 444 -  22 -  5583
Ea r n i ngs  O 264 .  00 22 .  00

R 2240 .  00 280 .  00
S 64 . 00 8 . 00
To t a l :  2568 .  00 310 .  00

De d uc t  i ons  401K 700 .  00 700 .  00
DEN 140 .  00 140 .  00
I RA 350 .  00 350 .  00
ME D 210 .  00 210 .  00
To t a l :  1400 .  00

Em p l oyee Taxes  FE F I CA 159 .  22 2568 .  00
FE FWH 77 . 79 1518 .  00
FE MED I 37 .  24 2568 .  00
FE Sub t  o  t  a l :  274 .  25
CA SD I 15 . 41 2568 .  00
CA SWH 4 . 91 1518 .  00
CA Sub t  o  t  a l :  20 . 32

To t a l :  294 .  57
Em p l oye r Ta xes  FE F I C2 159 .  22 2568 .  00

FE MED 2 37 .  24 2568 .  00
FE Sub t  o  t  a l :  196 .  46
CA ETT 2 . 57 2568 .  00
CA WKCM 49 . 60 2480 .  00
CA Sub t  o  t  a l :  52 . 17

To t a l :  248 .  63
============================

Gr and To t a  l : 22382 .  48 310 .  00
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D i  s t r  i bu t i on H i s t o r y  Repo r t .
py h i s r 3

07 /  23 /  07 Wi dge t Comp a ny Page 1
7 : 59am Pay r o l  l D i  s t r  i bu t i on Repo r t

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  06 / 30 / 07
======================================================================================================================

1 Depa r tmen t #1 + - - - - - - - - - HOU RS -  -  -  -  -  -  -  -  - + + - - - - - - - - - - - - - - - - - - - - - - - EARN I NGS - - - - - - - - - - - - - - - - - - - - - - - - +
REGU LAR PREMI UM TOTAL REGUL AR PREMI UM VAC AT I ON S I CK OTHER TOTAL

1 Doe J . 9600 .  00 9600 .  00
2 Sm i  t h J . 240 .  00 10 .  00 250 .  00 1920 .  00 120 .  00 2040 .  00

- - - - - - - -  - - - - - - - -  - - - - - - - - - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -
DE PARTMEN T 1 TOTALS : 240 .  00 10 .  00 250 .  00 11520 .  00 120 .  00 11640 .  00

2 Depa r tmen t #2 + - - - - - - - - - HOU RS -  -  -  -  -  -  -  -  - + + - - - - - - - - - - - - - - - - - - - - - - - EARN I NGS - - - - - - - - - - - - - - - - - - - - - - - - +
REGU LAR PREMI UM TOTAL REGUL AR PREMI UM VAC AT I ON S I CK OTHER TOTAL

3 Aa r on H . 240 .  00 5 . 00 245 .  00 1920 .  00 60 .  00 1980 .  00
- - - - - - - -  - - - - - - - -  - - - - - - - - - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -  - - - - - - - - -

DE PARTMEN T 2 TOTALS : 240 .  00 5 . 00 245 .  00 1920 .  00 60 .  00 1980 .  00

RE POR T TOTALS : 480 .  00 15 .  00 495 .  00 13440 .  00 180 .  00 13620 .  00
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Ea r n i ng Aud i t H i s t o r y  Repo r t .
py h i s r 4

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 17am Pay r o l  l Ea r n i ngs  Aud i t Repo r t

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
======================================================================================================================

1 Depa r tmen t #1
EMP LOY E E NAME CODE DESCR I PT I ON W/ C  G / L  RAT E HOU RS AMO UNT
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J .

R Regu l  a r 1111 601 - 000 1600 . 00 9600 .  00
EARN I NG TOTALS : 9600 .  00

1 2  Sm i  t h J .
R Regu l  a r 2222 601 - 000 8 . 00 240 .  00 1920 .  00
O Ove r t i me 2222 601 - 000 8 . 00 10 . 00 120 .  00

EARN I NG TOTALS : 250 .  00 2040 .  00

R Regu l  a r - - - - - - - - 601 -  000 - - - - - - - -  240 .  00 11520 .  00
O Ove r t i me - - - - - - - - 601 -  000 - - - - - - - -  10 . 00 120 .  00

- - - - - - - -  - - - - - - - - - - -
DE PARTMEN T NO : 1 TOTALS : 250 .  00 11640 .  00

07 /  23 /  07 Wi dge t Comp a ny Page 2
8 : 17am Pay r o l  l Ea r n i ngs  Aud i t Repo r t

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
======================================================================================================================

2 Depa r tmen t #2
EMP LOY E E NAME CODE DESCR I PT I ON W/ C  G / L  RAT E HOU RS AMO UNT
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
2 3  Aa r on H .

R Regu l  a r 1111 602 - 000 8 . 00 240 .  00 1920 .  00
O Ove r t i me 1111 602 - 000 8 . 00 5 . 00 60 . 00

EARN I NG TOTALS : 245 .  00 1980 .  00

R Regu l  a r - - - - - - - - 602 -  000 - - - - - - - -  240 .  00 1920 .  00
O Ove r t i me - - - - - - - - 602 -  000 - - - - - - - -  5 . 00 60 . 00

- - - - - - - -  - - - - - - - - - - -
DE PARTMEN T NO : 2 TOTALS : 245 .  00 1980 .  00

R Regu l  a r - - - - - - - - 601 -  000 - - - - - - - -  240 .  00 11520 .  00
R Regu l  a r - - - - - - - - 602 -  000 - - - - - - - -  240 .  00 1920 .  00
O Ove r t i me - - - - - - - - 601 -  000 - - - - - - - -  10 . 00 120 .  00
O Ove r t i me - - - - - - - - 602 -  000 - - - - - - - -  5 . 00 60 . 00

- - - - - - - -  - - - - - - - - - - -
RE POR T TOTALS : 495 .  00 13620 .  00
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Ea r n i ng Aud i t H i s t o r y  Repo r t ( con t  i nu e d ) .
py h i s r 4b

2 Depa r tmen t #2
EMP LOY E E NAME CODE DESCR I PT I ON W/ C  G / L  NO. RAT E HOU RS AMO UNT
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
2 3  Aa r on H .

R Regu l  a r 1111 602 - 000 8 . 00 160 .  00 1280 .  00
V Vaca  t i on 1111 602 - 000 8 . 00 18 . 00 144 .  00

EARN I NG TOTALS : 178 .  00 1424 .  00
2 4  May s W.

R Regu l  a r 2222 602 - 000 8 . 00 160 .  00 1280 .  00
O Ove r t i me 2222 602 - 000 8 . 00 10 . 00 120 .  00
V Vaca  t i on 2222 602 - 000 8 . 00 8 . 00 64 . 00

EARN I NG TOTALS : 178 .  00 1464 .  00
2 5  Man t  e l M.

R Regu l  a r 1111 602 - 000 6000 . 00 24000 .  00
O Ove r t i me 1111 602 - 000 6000 . 00 1000 .  00

EARN I NG TOTALS : 25000 .  00

R Regu l  a r - - - - - - - - 602 -  000 - - - - - - -  320 .  00 26560 .  00
O Ove r t i me - - - - - - - - 602 -  000 - - - - - - -  10 . 00 1120 .  00
V Vaca  t i on - - - - - - - - 602 -  000 - - - - - - -  26 . 00 208 .  00

- - - - - - - -  - - - - - - - - -
DE PARTMEN T NO : 2 TOTALS : 356 .  00 27888 .  00

R Regu l  a r - - - - - - - - 601 -  000 - - - - - - -  296 .  00 2976 .  00
R Regu l  a r - - - - - - - - 602 -  000 - - - - - - -  320 .  00 26560 .  00
O Ove r t i me - - - - - - - - 601 -  000 - - - - - - -  30 . 00 450 .  00
O Ove r t i me - - - - - - - - 602 -  000 - - - - - - -  10 . 00 1120 .  00
V Vaca  t i on - - - - - - - - 601 -  000 - - - - - - -  24 . 00 224 .  00
V Vaca  t i on - - - - - - - - 602 -  000 - - - - - - -  26 . 00 208 .  00

- - - - - - - -  - - - - - - - - -
RE POR T TOTALS : 706 .  00 31538 .  00
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Em p l oye r Ex pen s  e H i  s t o r y  Repo r t .
py h i s r 5

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 17am Pay r o l  l Em p l oye r s Expen s  e Re p o r t

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
======================================================================================================================

Em p l oyee W/ C  I ns  . Gr  os s  Med i ca  r  e To t a l P / R
Numb e r Name Code Ea r  n i ngs  F. I . C .  A  . F. U . T. A .  S . U . I .  O t he r  I ns  W/ C  I ns  . Ta x Ex pen s  e

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 Doe J . 1111 9600 . 00 595 .  20 56 .  00 245 .  00 7 . 00 96 . 00 139 .  20 1138 .  40
2 Sm i  t h J . 2222 2040 . 00 126 .  48 2 . 04 40 . 00 29 . 58 198 .  10

- - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -
DE PARTMEN T 1 TOTALS : 11640 .  00 721 .  68 56 .  00 245 .  00 9 . 04 136 .  00 168 .  78 1336 .  50

3 Aa r on H . 1111 1980 . 00 122 .  76 15 .  84 69 .  30 1 . 98 19 . 60 28 . 71 258 .  19
- - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -

DE PARTMEN T 2 TOTALS : 1980 .  00 122 .  76 15 .  84 69 .  30 1 . 98 19 . 60 28 . 71 258 .  19

- - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -  - - - - - - - - - -
RE POR T TOTAL : 13620 .  00 844 .  44 71 .  84 314 .  30 11 .  02 155 .  60 197 .  49 1594 .  69
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De d uc t  i on Reg i s t e r  H i s t o r y  Repo r t .
py h i s r 6

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 19am Pay r o l  l De d uc t  i on Reg i s t e r

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
YTD Da t e  Range : 01 /  01 /  07 t o  12 / 31 / 07

===============================================================================
DEDUC T ION :  401K 401K

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 200 .  00 1200 .  00 1400 .  00
1 2  Sm i  t h J . 100 .  00 600 .  00 700 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 1800 .  00 2100 .  00

DEDUC T ION :  CRED Cr ed i  t Un i on

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 25 . 00 150 .  00 175 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 150 .  00 175 .  00

DEDUC T ION :  DEN Den t  a l I ns

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 8 . 44 50 . 64 59 . 08
1 2  Sm i  t h J . 20 . 00 120 .  00 140 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 170 .  64 199 .  08

DEDUC T ION :  I RA I RA

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 50 . 00 300 .  00 350 .  00
1 2  Sm i  t h J . 50 . 00 300 .  00 350 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 600 .  00 700 .  00

DEDUC T ION :  MED Med i  ca l  I ns

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 11 . 56 69 . 36 80 . 92
1 2  Sm i  t h J . 30 . 00 180 .  00 210 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 249 .  36 290 .  92

DEDUC T ION :  STK S t oc k  P l an

Em p l oyee Dedu c t i on Dedu c t i on + - - - - - Am oun t De d uc t ed - - - - +
Numb e r Emp l oyee Name Ra t e / Pc t Go a l Th i  s Pe r i od Yea r - To - Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 25 . 00 150 .  00 175 .  00

- - - - - - - - -  - - - - - - - - - -
De d uc t  i on To t a  l : 150 .  00 175 .  00
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5.14 Payroll Quarterly Reports

This menu option (14) is for reporting quarterly payroll information.

Upon selecting this option, the following popup menu will appear for choosing the type of quarterly report.

1 .  Summa r y
2 .  by Emp l oyee
3 .  Ea r  n i ng Reg i s t e r
4 .  Ea r  n i ng Reg i s t e r  by Dep t
5 .  Ea r  n i ng Reg i s t e r  Summa r y
6 .  Tax  S t a t us ( Fe d e r a  l )
7 .  Tax  S t a t us (Me d i ca r e )
8 .  Tax  S t a t us ( S t  a  t  e )

After you choose the report type, the report selection screen will appear as follows.

pyempyr1

When you are satisfied with your entries, press theRUN function key to generate the report. Here is an example of the the
Summary Report.
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Summ a r y  Qua r t e r l y Repo r t
py emp y r 1

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 21am Pay r o l  l Qu a r t e r  l y Repo r t Summa r y

Qu a r t e r  : 3 Yea r : 2007
================================================================================

QT D YTD QTD Un i  t YTD Un i  t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Ea r n i ngs  O 144 .  00 324 .  00 12 .  00 27 .  00
R 2240 .  00 15680 .  00 80 .  00 560 .  00
S 64 . 00 64 . 00 8 . 00 8 . 00

===============================================
To t a l :  2448 .  00 16068 .  00 100 .  00 595 .  00

De d uc t  i ons  401K 300 .  00 2100 .  00
CR E D 25 .  00 175 .  00
DEN 28 . 44 199 .  08
I RA 100 .  00 700 .  00
ME D 41 .  56 290 .  92
STK 25 . 00 175 .  00

===============================================
To t a l :  520 .  00 3640 .  00

Em p l oyee Taxes  FE E I C  - 30 .  62 - 208 .  59
FE F I CA 151 .  78 996 .  22
FE FWH 297 .  31 1943 .  47
FE MED I 35 .  50 232 .  99

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
FE To t a  l : 453 .  97 2964 .  09

CA SD I 14 . 69 96 . 41
CA SWH 82 . 28 558 .  24

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
CA To t a  l : 96 . 97 654 .  65

===============================================
To t a l :  550 .  94 3618 .  74

Em p l oye r Ta xes  FE F I C2 151 .  78 996 .  22
FE FUTA 2 . 56 74 . 40
FE MED 2 35 .  50 232 .  99

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
FE To t a  l : 189 .  84 1303 .  61

CA ETT 0 . 85 11 . 87
CA SU I 11 . 20 325 .  50
CA WKCM 28 . 80 184 .  40

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
CA To t a  l : 40 . 85 521 .  77

===============================================
To t a l :  230 .  69 1825 .  38

NE T PAY : 1377 .  06 8809 .  26
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Em p l oyee Qua r t e r l y Repo r t
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py emp y r 2
07 /  23 /  07 Wi dge t Comp a ny Page 1

8 : 22am Pay r o l  l Qu a r t e r  l y Repo r t by Emp l oyee
Qu a r t e r  : 3 Yea r : 2007

================================================================================
QT D YTD QTD Un i  t YTD Un i  t

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 Doe P . John 555 - 22 - 2304

Ea r n i ngs  R 1600 .  00 11200 .  00
To t a l :  1600 .  00 11200 .  00

De d uc t  i ons  401K 200 .  00 1400 .  00
CR E D 25 .  00 175 .  00
DEN 8 . 44 59 . 08
I RA 50 . 00 350 .  00
ME D 11 .  56 80 .  92
STK 25 . 00 175 .  00

To t a l :  320 .  00 2240 .  00
Em p l oyee Taxes  FE E I C

FE F I CA 99 . 20 694 .  40
FE FWH 241 .  87 1693 .  09
FE MED I 23 .  20 162 .  40
FE To t a  l : 364 .  27 2549 .  89
CA SD I 9 . 60 67 . 20
CA SWH 76 . 77 537 .  39
CA To t a  l : 86 . 37 604 .  59

To t a l :  450 .  64 3154 .  48
Em p l oye r Ta xes  FE F I C2 99 . 20 694 .  40

FE FUTA 56 . 00
FE MED 2 23 .  20 162 .  40
FE To t a  l : 122 .  40 912 .  80
CA ETT 7 . 00
CA SU I 245 .  00
CA WKCM 16 . 00 112 .  00
CA To t a  l : 16 . 00 364 .  00

To t a l :  138 .  40 1276 .  80
NE T PAY : 829 .  36 5805 .  52

2 Sm i  t h P . Joe 444 - 22 - 5583
Ea r n i ngs  O 144 .  00 264 .  00 12 .  00 22 .  00

R 320 .  00 2240 .  00 40 .  00 280 .  00
S 64 . 00 64 . 00 8 . 00 8 . 00

To t a l :  528 .  00 2568 .  00 60 .  00 310 .  00
De d uc t  i ons  401K 100 .  00 700 .  00

DEN 20 . 00 140 .  00
I RA 50 . 00 350 .  00
ME D 30 .  00 210 .  00

To t a l :  200 .  00 1400 .  00
Em p l oyee Taxes  FE F I CA 32 . 74 159 .  22

FE FWH 32 . 07 77 . 79
FE MED I 7 . 66 37 . 24
FE To t a  l : 72 . 47 274 .  25
CA SD I 3 . 17 15 . 41
CA SWH 3 . 44 4 . 91
CA To t a  l : 6 . 61 20 . 32

To t a l :  79 . 08 294 .  57
Em p l oye r Ta xes  FE F I C2 32 . 74 159 .  22

FE MED 2 7 . 66 37 . 24
FE To t a  l : 40 . 40 196 .  46
CA ETT 0 . 53 2 . 57

07 /  23 /  07 Wi dge t Comp a ny Page 2
8 : 22am Pay r o l  l Qu a r t e r  l y Repo r t by Emp l oyee

Qu a r t e r  : 3 Yea r : 2007
================================================================================

QT D YTD QTD Un i  t YTD Un i  t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

CA WKCM 9 . 60 49 . 60
CA To t a  l : 10 . 13 52 . 17

To t a l :  50 . 53 248 .  63
NE T PAY : 248 .  92 873 .  43

3 Aa r on . He n r y  555 -  33 -  2304
Ea r n i ngs  O 60 .  00 5 . 00

R 320 .  00 2240 .  00 40 .  00 280 .  00
To t a l :  320 .  00 2300 .  00 40 .  00 285 .  00

Em p l oyee Taxes  FE E I C  - 30 .  62 - 208 .  59
FE F I CA 19 . 84 142 .  60
FE FWH 23 . 37 172 .  59
FE MED I 4 . 64 33 . 35
FE To t a  l : 17 . 23 139 .  95
CA SD I 1 . 92 13 . 80
CA SWH 2 . 07 15 . 94
CA To t a  l : 3 . 99 29 . 74

To t a l :  21 . 22 169 .  69
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Em p l oye r Ta xes  FE F I C2 19 . 84 142 .  60
FE FUTA 2 . 56 18 . 40
FE MED 2 4 . 64 33 . 35
FE To t a  l : 27 . 04 194 .  35
CA ETT 0 . 32 2 . 30
CA SU I 11 . 20 80 . 50
CA WKCM 3 . 20 22 . 80
CA To t a  l : 14 . 72 105 .  60

To t a l :  41 . 76 299 .  95
NE T PAY : 298 .  78 2130 .  31
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Ea r n i ng Reg i s t e r  Summa r y Qua r t e r l y Repo r t .
py h i sq r 6

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 23am Pay r o l  l Ea r n i ng Reg i s t e r

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07 YTD Da t e  Range : 01 /  01 /  07 t o  12 / 31 / 07
====================================================================================================================================

Ch ec k  Che c k + - - - HOU RS -  - + + - - - - - - - - - - - - - - EARN I NG- -  -  -  -  -  -  -  -  -  -  -  -  -  - + + - - - - - - - - - - - - - - - - - - - - DEDUC T ION -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  -  - + Ne t
Da t e Numb e r Reg P r em Regu l  a r P r em i  um Ot he r  Gr os s  Fed W/ H  F I CA S t a t e  W/ H  SD I  Med i ca  r  e To t De d Ea r n i ng

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe John

01 /  31 100 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36
02 /  28 200 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36
03 /  31 320 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36
04 /  30 430 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36
05 /  30 550 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36
06 /  30 600 1600 . 00 1600 .  00 241 .  87 99 .  20 76 .  77 9 . 60 23 . 20 320 .  00 829 .  36

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
QT D TOTAL : 9600 .  00 9600 .  00 1451 .  22 595 .  20 460 .  62 57 .  60 139 .  20 1920 .  00 4976 .  16
YTD TOTAL : 11200 .  00 11200 .  00 1693 .  09 694 .  40 537 .  39 67 .  20 162 .  40 2240 .  00 5805 .  52

1 2  Sm i  t h Joe

01 /  31 101 40 . 0  320 .  00 320 .  00 5 . 37 19 . 84 1 . 92 4 . 64 200 .  00 88 .  23
02 /  28 201 40 . 0  320 .  00 320 .  00 5 . 37 19 . 84 1 . 92 4 . 64 200 .  00 88 .  23
03 /  31 321 40 . 0  320 .  00 320 .  00 5 . 37 19 . 84 1 . 92 4 . 64 200 .  00 88 .  23
04 /  30 431 40 . 0  320 .  00 320 .  00 5 . 37 19 . 84 1 . 92 4 . 64 200 .  00 88 .  23
05 /  30 551 40 . 0  320 .  00 320 .  00 5 . 37 19 . 84 1 . 92 4 . 64 200 .  00 88 .  23
06 /  30 601 40 . 0  10 . 0  320 .  00 120 .  00 440 .  00 18 .  87 27 .  28 1 . 47 2 . 64 6 . 38 200 .  00 183 .  36

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
QT D TOTAL : 240 .  0 10 .  0 1920 .  00 120 .  00 2040 .  00 45 .  72 126 .  48 1 . 47 12 . 24 29 . 58 1200 .  00 624 .  51
YTD TOTAL : 280 .  0 22 .  0 2240 .  00 264 .  00 64 .  00 2568 .  00 77 .  79 159 .  22 4 . 91 15 . 41 37 . 24 1400 .  00 873 .  43

2 3  Aa r on Hen r y

01 /  31 102 40 . 0  320 .  00 320 .  00 23 .  37 19 .  84 2 . 07 1 . 92 4 . 64 298 .  78
02 /  28 202 40 . 0  320 .  00 320 .  00 23 .  37 19 .  84 2 . 07 1 . 92 4 . 64 298 .  78
03 /  31 322 40 . 0  320 .  00 320 .  00 23 .  37 19 .  84 2 . 07 1 . 92 4 . 64 298 .  78
04 /  30 432 40 . 0  320 .  00 320 .  00 23 .  37 19 .  84 2 . 07 1 . 92 4 . 64 298 .  78
05 /  30 552 40 . 0  320 .  00 320 .  00 23 .  37 19 .  84 2 . 07 1 . 92 4 . 64 298 .  78
06 /  30 602 40 . 0  5 . 0  320 .  00 60 .  00 380 .  00 32 .  37 23 .  56 3 . 52 2 . 28 5 . 51 337 .  63

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
QT D TOTAL : 240 .  0 5 . 0  1920 .  00 60 .  00 1980 .  00 149 .  22 122 .  76 13 .  87 11 .  88 28 .  71 1831 .  53
YTD TOTAL : 280 .  0 5 . 0  2240 .  00 60 .  00 2300 .  00 172 .  59 142 .  60 15 .  94 13 .  80 33 .  35 2130 .  31

=====================================================================================================================================
RE PT QTD : 480 .  0 13440 .  00 1646 .  16 475 .  96 197 .  49 7432 .  20

15 .  0 180 .  00 13620 .  00 844 .  44 81 .  72 3120 .  00
RE PT YTD : 560 .  0 15680 .  00 64 .  00 1943 .  47 558 .  24 232 .  99 8809 .  26

27 .  0 324 .  00 16068 .  00 996 .  22 96 .  41 3640 .  00

Operations/Reference Section 5-38

5-38



Ov e r t  i me Pa i d  Qua r t e r l y Repo r t .
py h i sq r 7

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 23am Ove r t i me Pa i d  by Depa r tmen t

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
====================================================================================================================================

De p t Emp Emp l oyee T i me and 1 / 2  Doub l e T i me Regu l  a r Vac  / Ho l /M i s c  To t a  l Ov e r t  i me To t a  l A l  l T i me
No No Name H r s  $Pa i d H r  s $Pa i d  H r s  $Pa i d H r  s $Pa i d  H r s  $Pa i d H r  s $Pa i d

____________________________________________________________________________________________________________________________________
1 1  Doe J . 9600 9600
1 2  Sm i  t h J . 10 120 240 1920 10 120 250 2040

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
De p a r tme n t To t a  l s :  10 120 240 11520 10 120 250 11640

2 3  Aa r on H . 5 60 240 1920 5 60 245 1980
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
De p a r tme n t To t a  l s :  5 60 240 1920 5 60 245 1980

====================================================================================================================================
Re p o r t  To t a  l s :  15 180 480 13440 15 180 495 13620
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Ta x S t  a  t  u s ( Fe d e r a  l ) Qua r t e r l y Repo r t .
py h i sq r 2

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 24am Tax  S t a t us Repo r t ( Fe d e r a  l )

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
===================================================================================================

Em p l oyee Gr os s  Fede r a l  F. I . C .  A  . F. I . C .  A  . F. U . T. A .
Numb e r Emp l oyee Name Soc  Sec  Ea r  n i ngs  W/ H  W/ H  Wage s Wa g es

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 555 -  22 -  2304 9 , 600 .  00 1 , 451 .  22 595 .  20 9 , 600 .  00 7 , 000 .  00
1 2  Sm i  t h J . 444 -  22 -  5583 2 , 040 .  00 45 .  72 126 .  48 2 , 040 .  00
2 3  Aa r on H . 555 -  33 -  2304 1 , 980 .  00 149 .  22 122 .  76 1 , 980 .  00 1 , 980 .  00

- - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -
FEDERA L TOTAL : 13 ,  620 .  00 1 , 646 .  16 844 .  44 13 ,  620 .  00 8 , 980 .  00

- - - - - - -  - - - - - - - - - - -
TA X A BLE RAT ES :  6 . 20 %  0 . 80 %

- - - - - - -  - - - - - - - - - - -
TA X TOTALS : 844 .  44 71 .  84
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Ta x S t  a  t  u s (Me d i ca r e )  Qua r t e r l y Repo r t .
py h i sq r 3

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 25am Tax  S t a t us Repo r t ( Fe d e r a  l Me d i ca r e )

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
===================================================================================================

Em p l oyee Gr os s  Loca  l Me d i ca r e  Med i ca  r  e
Numb e r Emp l oyee Name Soc  Sec  Ea r  n i ngs  W/ H  W/ H  Wage s

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe J . 555 -  22 -  2304 9 , 600 .  00 139 .  20 9 , 600 .  00
1 2  Sm i  t h J . 444 -  22 -  5583 2 , 040 .  00 29 .  58 2 , 040 .  00
2 3  Aa r on H . 555 -  33 -  2304 1 , 980 .  00 28 .  71 1 , 980 .  00

- - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -
LOCA L TOTAL : 13 ,  620 .  00 197 .  49 13 ,  620 .  00

- - - - - - -
TA X A BLE RAT ES :  1 . 45 %

- - - - - - -
TA X TOTALS : 197 .  49
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Ta x S t  a  t  u s ( S t  a  t  e ) Qua r t e r l y Repo r t .
py h i sq r 4

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 25am Tax  S t a t us Repo r t ( S t  a  t  e  : CA )

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
============================================================================================================================

Em p l oyee Gr os s  P I T  S t a t e  SD I  SD I  S . U . I
Numb e r Emp l oyee Name Soc  Sec  Ea r  n i ngs  Wage s W/ H W/ H Wa g es Wage s We ek s  Wkd

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1  Doe , John P. 555 -  22 -  2304 9 , 600 .  00 8 , 400 .  00 460 .  62 57 .  60 9 , 600 .  00 7 , 000 .  00 6
1 2  Sm i  t h ,  Joe P. 444 -  22 -  5583 2 , 040 .  00 1 , 440 .  00 1 . 47 12 . 24 2 , 040 .  00 6
2 3  Aa r on ,  Hen r y 555 -  33 -  2304 1 , 980 .  00 1 , 980 .  00 13 .  87 11 .  88 1 , 980 .  00 1 , 980 .  00 6

- - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -  - - - - - - - - - - -
STAT E TOTAL : 13 ,  620 .  00 11 ,  820 .  00 475 .  96 81 .  72 13 ,  620 .  00 8 , 980 .  00

- - - - - - -  - - - - - - - - - - -
TA X A BLE RAT ES :  0 . 60 %  3 . 50 %

- - - - - - -  - - - - - - - - - - -
TA X TOTALS : 81 .  72 314 .  30
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Ta x S t  a  t  u s (Wo r ke  r ’ s  Comp ) Qu a r t e r  l y Repo r t .
py h i sq r 8

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 26am Pay r o l  l Wo r ke  r ’ s  Comp e nsa  t i on Repo r t ( S t  a  t  e  : CA )

Ch ec k  Da t e  Range : 01 /  01 /  07 t o  07 / 01 / 07
==================================================================================================

Ta x ab l  e Re g u l a r P r em i  um Wo r  k Comp
De p t Emp l oyee Name Soc  Sec  Wage s Ea r n i ng Ea r  n i ng Amo u n t
____________________________________________________________________________________________

Wo r ke  r ’ s  Comp Code : CA 1111 Jan i t o r
1 1  Doe J . 555 -  22 -  2304 9 , 600 .  00 9 , 600 .  00 96 .  00
2 3  Aa r on H . 555 -  33 -  2304 1 , 960 .  00 1 , 920 .  00 60 .  00 19 .  60

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
To t a l f o r  Code : 1111 11 , 560 .  00 11 ,  520 .  00 60 .  00 115 .  60

Wo r ke  r ’ s  Comp Code : CA 2222 Sec  r e t a r y
1 2  Sm i  t h J . 444 -  22 -  5583 2 , 000 .  00 1 , 920 .  00 120 .  00 40 .  00

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
To t a l f o r  Code : 2222 2 , 000 .  00 1 , 920 .  00 120 .  00 40 .  00

==================================================================================================
Gr and To t a  l 13 ,  560 .  00 13 ,  440 .  00 180 .  00 155 .  60
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5.15 Personnel Reports

This menu option (15) is for Personnel reporting.

Upon selecting this option, the following popup menu will appear for choosing the type of personnel report.

1 .  Emp l oyees  by H i r e Da t e
2 .  Vaca  t i on Ac cu r a l
3 .  Wo r  ke r  s Comp
4 .  Emp l oyee Rev i ew Da t es
5 .  I nsu  r an c  e Ce nsus
6 .  401K Con t r i bu t i ons
7 .  Pe r  sonne l Ch a n g e No t i ce Fo rms
8 .  B l ank  Pe r  sonne l Ch a n g e No t i ce
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H i  r e Da t e  Pe r  sonne l Re p o r t .
py emp r 11

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 27am Emp l oyees  by H i r e Da t e  Repo r t

===============================================================================
Em p Em p l oyee Dep t S t  a r t
No Name S t a t us No T i t l e Sex Da t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
3 Aa r on ,  Hen r y Ac t  i ve  2 M 01 / 23 / 91
1 Doe , John P. Ac t  i ve  1 M 01 / 23 / 91
2 Sm i  t h ,  Joe P. Ac t  i ve  1 M 01 / 23 / 91
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Va c a t i on Ac c  r ua l Pe r sonne l Re p o r t .
py emp r 12

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 27am Vaca  t i on Ac c  r ua l Re p o r t

==========================================================================================================================
Em p Dp t Em p l oyee Ca r  r y Va l ue E f f ec  t H i  r e
No No Name Ove r Ac c r ued Used Ava i l Ava i l Da t e  Da t e  PTO NAC D C R  A  U F Ra t e
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 1 Do e , John P. 0 . 0  120 .  0 0 . 0  120 .  0 4800 .  00 01 /  01 /  90 01 /  23 /  91 V 01 / 23 / 08 H B Y U A  40 . 0000
2 1 Sm i t h ,  J oe P. 0 . 0  120 .  0 0 . 0  120 .  0 960 .  00 01 /  01 /  90 01 /  23 /  91 V 01 / 23 / 08 H B Y U A  40 . 0000
3 2 Aa r on ,  Hen r y 0 . 0  120 .  0 0 . 0  120 .  0 960 .  00 01 /  01 /  90 01 /  23 /  91 V 01 / 23 / 08 H B Y U A  40 . 0000

==========================================================================================================================
Re p o r t  To t a  l s 6720 .  00
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Wo r ke  r ’ s  Comp Pe r  sonne l Re p o r t .
py emp r 13

07 /  23 /  07 Wi dge t Comp a ny Page 1
8 : 28am Wo r  ke r  ’ s Comp e nsa  t i on Repo r t

===============================================================================
De p t Emp l oyee Emp Wo r  ke r  s An nua l S t  a  t  e
No Name No T i t l e Comp C l as s  Sa l a r y  Code
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 Doe , John P. 1  1111 83 , 200 .  00 CA
2 Aa r on ,  Hen r y 3  1111 16 , 640 .  00 CA

To t a l s  f o r  Wo r  ke r  s Comp Code : 1111 99 , 840 .  00

1 Sm i  t h ,  Joe P. 2  2222 16 , 640 .  00 CA
To t a l s  f o r  Wo r  ke r  s Comp Code : 2222 16 , 640 .  00

To t a l s  f o r  t he S t a t e  o f CA : 116 ,  480 .  00

Re p o r t  To t a  l s :  116 ,  480 .  00
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Em p l oyee Rev i ew Pe r  sonne l Re p o r t .
py emp r 14

I n f oflex ,  I nc  . Pa g e : 1
Em p l oyee Rev i ew Da t es Repo r t 05 : 00a 06 / 02 / 99

===============================================================================
De p a r tme n t :  1 De p a r tme n t #1

- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Em p Em p l oyee Ex /  H i r e Ac c  t We ek l y  Las  t I nc r ea s  e La s t Nex t
No Name Non Da t e  No Sa l a r y  Amo u n t Da t e  Rev i ew Rev i ew
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 Doe , John P. Non 01 / 23 / 91 480 .  00
2 Sm i  t h ,  Joe P. Non 01 / 23 / 91 320 .  00

De p a r tme n t :  2 De p a r tme n t #2
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
Em p Em p l oyee Ex /  H i r e Ac c  t We ek l y  Las  t I nc r ea s  e La s t Nex t
No Name Non Da t e  No Sa l a r y  Amo u n t Da t e  Rev i ew Rev i ew
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
3 Aa r on ,  Hen r y Non 01 / 23 / 91 320 .  00
5 Man t  e l ,  M i c k i e Exm 01 / 23 / 91 6000 .  00
4 May s , Wi l l i e Non 01 / 23 / 91 320 .  00
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I n su  r an c  e Ce nsus  Pe r  sonne l Re p o r t .
py emp r 15

I n f oflex ,  I nc  . Pa g e : 1
I nsu  r an c  e Ce nsus  Repo r t 05 : 00a 06 / 02 / 99

==========================================================================================================
Em p Em p l oyee B i r  t h H i r e Med i ca  l De n t a  l LT D I nsu  r an c  e
No Name Sex Da t e  Age Da t e  Ca r  - Co v Co v SS # Am oun t Am oun t S
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
1 Doe , John P. M 09 /  10 /  62 36 01 / 23 / 91 N0 N0 555 -  22 -  2304 24 ,  960 50 ,  000 A
2 Sm i  t h ,  Joe P. M 09 /  10 /  62 36 01 / 23 / 91 N0 N0 444 -  22 -  5583 16 ,  640 34 ,  000 A
3 Aa r on ,  Hen r y M 09 /  10 /  62 36 01 / 23 / 91 N0 N0 555 -  33 -  2304 16 ,  640 34 ,  000 A
4 May s , Wi l l i e M 09 /  10 /  62 36 01 / 23 / 91 N0 N0 555 -  44 -  2304 16 ,  640 34 ,  000 A
5 Man t  e l ,  M i c k i e M 09 /  10 /  62 36 01 / 23 / 91 N0 N0 555 -  55 -  2304 31 ,  542 64 ,  000 A
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

To t a l Ac t  i ve  Emp l oyees  5
To t a l Te rm i  na t ed Emp l oyees
To t a l Emp l oyees  5
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5.16 Check Register

This section describes how to print yourCheck Register.

Select Check Register option 16 and the Report Selection screen will appear as shown below.

pyhisr10

This screen has a number of entry fields which you will need to complete with appropriate values.

Below is a description of each screen field.

The first 4 fields are standard on the Report Selection screen, and are described in Chapter 2,General Operational
Procedures.

Check Number Range

Enter the check number range that you want to print. If you do not enter a check number range, the program will
print all checks by default. You may press theHELP function key to see a list of valid entries.

Check Date Range

Enter the check date range that you want to print.All checks will print that have a Check date between the specified
range. Ifyou do not enter a date range, the program will print all checks by default.

Employee Code

Enter the employee code that you want to print. If you do not enter an employee code, the program will print all
checks by default. Thiscode must exist in the employee table.You may press theHELP function key to see a list of
valid entries.

When you are sure all your entries are correct press theRUN function key to run theCheck Register report as shown below.
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py h i s r 10
07 /  23 /  07 Wi dge t Comp a ny Page 1

8 : 30am Pay r o l  l Ch ec k  Reg i s t e r
t o

===============================================================================
Ch ec k  No .  Da t e  S t a t us Emp l oyee Amo u n t
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

100 01 / 31 / 07 1 John P. Doe 829 . 36
101 01 / 31 / 07 2 Joe P. Sm i  t h 88 . 23
102 01 / 31 / 07 3 He n r y  Aa r on 298 .  78
200 02 / 28 / 07 1 John P. Doe 829 . 36
201 02 / 28 / 07 2 Joe P. Sm i  t h 88 . 23
202 02 / 28 / 07 3 He n r y  Aa r on 298 .  78
320 03 / 31 / 07 1 John P. Doe 829 . 36
321 03 / 31 / 07 2 Joe P. Sm i  t h 88 . 23
322 03 / 31 / 07 3 He n r y  Aa r on 298 .  78
430 04 / 30 / 07 1 John P. Doe 829 . 36
431 04 / 30 / 07 2 Joe P. Sm i  t h 88 . 23
432 04 / 30 / 07 3 He n r y  Aa r on 298 .  78
550 05 / 30 / 07 1 John P. Doe 829 . 36
551 05 / 30 / 07 2 Joe P. Sm i  t h 88 . 23
552 05 / 30 / 07 3 He n r y  Aa r on 298 .  78
600 06 / 30 / 07 1 John P. Doe 829 . 36
601 06 / 30 / 07 2 Joe P. Sm i  t h 183 .  36
602 06 / 30 / 07 3 He n r y  Aa r on 337 .  63
800 07 / 31 / 07 1 John P. Doe 829 . 36
801 07 / 31 / 07 2 Joe P. Sm i  t h 248 .  92
802 07 / 31 / 07 3 He n r y  Aa r on 298 .  78

=====================
To t a l :  8 , 809 .  26

Once the report is complete then press theESCAPE key to return to the Payroll menu.
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5.17 940-EZ Report

This section describes how to print the Federal Report 940-EZ.

To print this report select option 17 on the Payroll menu. The Report Selection screen will appear as shown below.

py940ez

Below is a description of each entry field.

The first 2 fields are standard on the Report Selection Screen, and are described in Chapter 2,General Operational
Procedures.

Year

Enter the year for which you would like to print the 940EZ report.

When you are sure all of your entries are correct press theRUN function key to run the 940-EZ Report. A sample of this
report is shown below.

Operations/Reference Section 5-52

5-52



py 940e z
FORM 940 - EZ Emp l oye  r ’ s  Annua l Fe d e r a  l
Ye a r :  2007 Unemp l oymen t ( FUTA )  Tax  Re t u r n

================================================================================
Fe d Ta x I D  :
Comp a ny Name : Wi dge t Comp a ny
Ad d r es s  1 : 1000 Techno l  ogy Way
Ad d r es s  2 :
C i  t y : Bu r l i ngame S t a t e :  CA Z i p : 94010

________________________________________________________________________________
Pa r t 1 :
________________________________________________________________________________
A En t e r t he amo u n t o f con t r i bu t i ons  pa i d  t o you r s t a t e  unemp l oy
B ( 1 )  En t e r t he name o f t he s t a t e  you pay con t r i bu t i ons  . . . . . . . .

( 2 )  En t e r you r s t a t e  r epo r t i ng numb e r ( s )  . . . . . . . . . . . . . . . . . . .  .
________________________________________________________________________________
PA RT 2 . TAXAB L E WA GES and FUTA TAX
________________________________________________________________________________
3 To t a  l paymen t s t o a l l  emp l oyees  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3 16 , 068 .  00
4 Exemp t paymen t s .  ( ex p l a i n ) . . . . . . . . . . . . . . . . . 4 2 , 568 .  00
5 To t a  l paymen t s i n ex ces  s o f  $7000 . . . . . . . . . . 5 4 , 200 .  00
6 To t a  l exemp t paymen t s ( add l i nes  4 and 5 ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 6 6 , 768 .  00
7 To t a  l t a xab l  e FUTA wage s ( sub t r ac t  l i ne 4  f r om l i ne 1 ) .  .  .  .  .  . 7 9 , 300 .  00
8 FUTA t ax  . Mu l t i p l  y t he wage s on l i ne 5 by 0 . 800 %. . . . . . . . . . 8 74 . 40
________________________________________________________________________________
Pa r t 3 :
________________________________________________________________________________

________________________________________________________________________________
Pa r t 4 :
________________________________________________________________________________
12 To t a  l FUTA t ax  a f t e r  ad j us tme n t s  . . . . . . . . . . . . . . . . . . . . . . . . . . 12 74 . 40
13 To t a  l FUTA t ax  depo s i t ed f o r  t he yea r . . . . . . . . . . . . . . . . . . . . . 13 74 . 40
14 Ba l ance  Due ( sub t  r ac  t l i ne 7 f r om l i ne 6 ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 14 0 . 00
15 Ove r paymen t ( sub t r ac t  l i ne 6  f r om l i ne 7 ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 15 0 . 00
________________________________________________________________________________
PA RT 5 . RECOR D OF QUA RTERLY FEDERA L UN EMP LOY M ENT TAX L I AB I  L  I TY
________________________________________________________________________________
Qu a r t e r  1s t  ( Jan -Ma r ) 2nd ( Ap r - Jun ) 3 r d (  Ju l  - Se p ) 4 t h (Oc t  - De c ) To t a  l yea r
________________________________________________________________________________

L i ab i  l  i t y :  46 . 08 25 . 76 2 . 56 74 . 40

When the printing is complete press theESCAPE key to return to the Payroll menu.
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5.18 941 Report

This section describes how to print the Federal Report 941.

To print this report select option 18 on the Payroll menu. The Report Selection screen will appear as shown below.

py941

Below is a description of each entry field.

The first 2 fields are standard on the Report Selection Screen, and are described in Chapter 2,General Operational
Procedures.

Quarter

Enter the quarter for which you would like a 941 report.

Year

Enter the year for which you would like a 941 report.

When you are sure all of your entries are correct press theRUN function key to run the 941 Report. A sample report is
shown below.
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py 941
FORM 941 Emp l oye  r ’ s  Qua r t e r l y Fede r a l  Tax  Re t u r n
( Rev . Jan 2005 ) Qu a r t e r  : 3 Yea r : 2007

=============================================================================
Fe d Ta x I D  :
Comp a ny Name : Wi dge t Comp a ny
Ad d r es s  1 : 1000 Techno l  ogy Way
Ad d r es s  2 :
C i  t y : Bu r l i ngame S t a t e :  CA Z i p : 94010

____________________________________________________________________________
1 Numb e r o f Emp l oyees  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 0
2 Wage s , t i p s ,  and o t he r  comp e nsa  t i on . . . . . . . . . . . . . . . . . . . . . . 2 2 , 048 .  00
3 To t a  l i n come t ax  w i t hhe l  d f r om wage s , t i p s ,  s i c k pay . . . . . . . 3 297 .  31
4 I f no wage s , t i p s ,  and o t he r  comp e nsa  t i on sub j  ec t  t o

So c i a l  Secu  r i t y o r Med i ca  t  e Ta x . . . . 4
5 Taxab l  e soc  i a l  secu  r i t y and Med i ca  r  e wa g es and t i p s :

Co l umn 1 Co l umn 2
5a Taxab l  e soc  .  sec  . wa g e 2 , 448 .  00 x 0 . 124 = 303 .  55
5b Taxab l  e soc  .  sec  . t i p s  x = 0 . 00
5c  Taxab l  e Me d and t i p s 2 , 448 .  00 x 0 . 029 = 70 .  99
5d To t a  l So c i a l  Secu  r i t y and Med i ca  r  e Ta xes  ( 5a+5 b+5c )  . . . . . 5d 374 . 54

6 To t a  l t a xe s be f o r e  ad j us tme n t s ( l  i ne s 3 + 5d )  . . . . . . . . . . . . . . . 6 671 .  85
7 Tax  ad j us tme n t s

7a Cu r  r en t  qua r t e r ’ s f r ac t  i on o f cen t s .  .  .  .  .  .  . 0 . 02
7b Cu r  r en t  qua r t e r ’ s s i c k pay . . . . . . . . . . . . . . . . _____________
7c  Cu r  r en t  qua r t e r ’ s ad j us tme n t s  t i p s /  i n su  r  e . _____________
7d Cu r  r en t  yea r ’ s  i n come t ax  w i t hho l  d  i  ng . . . . . _____________
7e P r i o r  qua r t e r ’ s Soc  i a l  and Med i ca  r  e Ta xes  . _____________
7 f  Spe c i a l  add i t i on s t o  f ede r a l  i n come t ax  . . . _____________
7g Spe c i a l  add i t i on s t o  Soc  . and Med . Ta xes  . . _____________
7h To t a  l ad j  us tme n t s ( l  i ne s 7a t h r ough 7g ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 7h 0 . 02

8 To t a  l t a xe s ( l  i ne s 6 + 7h )  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 8 671 .  87
9 Advan c  ed ea r ned i ncome c r ed i  t ( E  I C ) payme n t s . . . . . . . . . . . . . . . 9 30 . 62

10 To t a  l t a xe s a f  t e r ad j us tme n t f o r  E I C ( l  i ne s 8 - 9 ) .  .  .  .  .  .  .  .  . 10 641 . 25
11 To t a  l depo s i t s f o r  qua r t e r ,  i n c  l ud i  ng ove r  payme n t s . . . . . . . . 11 0 . 00
12 Ba l ance  Due ( l i ne s 10 -  11 ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 12 641 . 25
13 Ove r paymen t ( I  f l i ne 11 i s  mo r e  t han 10 ) .  .  .  .  .  . 0 . 00 Che c k App l y

Re f und
______________________________________________________________________________

Em p l oye r ’ s  Reco  r  d o f  Fede r a l  Tax  L i ab i  l  i t y
________________________________________________________________________________

A .  Da i  l y Tax  L i ab i  l  i t y  - F i  r s t Mon t  h o f  Qua r t e r
________________________________________________________________________________
1 8 15 22 29
2 9 16 23 30
3 10 17 24 31 641 .  25
4 11 18 25
5 12 19 26
6 13 20 27
7 14 21 28
________________________________________________________________________________
A .  To t a  l t a x l i ab i  l  i t y  f o r  fi r s  t mo n t h  o f qua r t e r . . . . . . . . . . . . . .  A . 641 .  25
________________________________________________________________________________

B .  Da i  l y Tax  L i ab i  l  i t y  - Se c ond Mon t  h o f  Qua r t e r
________________________________________________________________________________
1 8 15 22 29
2 9 16 23 30
3 10 17 24 31
4 11 18 25
5 12 19 26
6 13 20 27
7 14 21 28
________________________________________________________________________________
B .  To t a  l t a x l i ab i  l  i t y  f o r  second mon t  h o f  qua r t e r . . . . . . . . . . . . .  B .
________________________________________________________________________________

C.  Da i  l y Tax  L i ab i  l  i t y  - Th i r d  Mon t  h o f  Qua r t e r
________________________________________________________________________________
1 8 15 22 29
2 9 16 23 30
3 10 17 24 31
4 11 18 25
5 12 19 26
6 13 20 27
7 14 21 28
________________________________________________________________________________
C.  To t a  l t a x l i ab i  l  i t y  f o r  t b i  r d mon t  h o f  qua r t e r . . . . . . . . . . . . . .  C .
________________________________________________________________________________
D To t a  l f o  r qua r t e r ( add l i nes  A , B , and C ) .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 641 .  25
________________________________________________________________________________

When the printing is complete press theESCAPE key to return to the Payroll menu.
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5.19 W-2 and W-3 Report

This menu option (19) is for processing W-2 and W-3’s.

Upon selecting this option, the following popup menu will appear.

pymenuw2

The following describes each of the above menu choices.

The Generate W-2 and W-3 option generates the W-2 and W-3 data. After selecting this option the following screen will
appear.

pyw2g

Below is a description of each entry field.

Year

Enter the year you would like the 941 report.

Employee Range

Enter the range of employee codes you would like to print. If you do not enter an employee range, the program will print
all employees.
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When you are satisfied with your entries, press theRUN function key to generate.

TheEdit W-2 menu option enables you to edit the generated W-2’s using the following screen.

pyw2

ThePrint W-2 menu option enables you to print the generated W-2’s from the following screen.

pyw2r1

When you are sure all of your entries are correct, press theRUN function key to print the W-2’s. Below is a sample of the output.

Operations/Reference Section 5-57

5-57



pyw2 r 1

1

94 - x x x x x x x  9450 .  00 1693 .  09

Wi dge t Comp a ny 11200 .  00 694 .  40
1000 Techno l  ogy Way

11200 .  00 162 .  40
Bu r l i ngame CA 94010

555 -  22 -  2304 0 . 00

John P . Doe D 1400 .  00

P. O. Box 2421 S 350 .  00
Sa n F r  anc  i  s co  CA 94128

CA 9450 .  00 537 .  39 11200 .  00 67 .  20 SD I

2

94 - x x x x x x x  1518 .  00 77 .  79

Wi dge t Comp a ny 2568 .  00 159 .  22
1000 Techno l  ogy Way

2568 .  00 37 .  24
Bu r l i ngame CA 94010

444 -  22 -  5583 0 . 00

Joe P . Sm i  t h D 700 .  00

840 H i nc k  l ey  S 350 .  00
Sa n F r  anc  i  s co  CA 94128

CA 1518 .  00 4 . 91 2568 .  00 15 .  41 SD I

TheEdit W-3 menu option enables you to edit the generated W-3’s using the following screen.
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pyw3

ThePrint W-3 menu option enables you to print the generated W-3’s from the following screen.

pyw3r1

When you are sure all of your entries are correct, press theRUN function key to print the W-3’s. Below is a sample of the output.
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pyw3 r 1

1

13268 .  00 1943 .  47

16068 .  00 996 .  22

3 16068 .  00 232 .  99

94 - x x x x x x x  0 . 00 0 . 00

Wi dge t Comp a ny 208 .  59 0 . 00

1000 Techno l  ogy Way 0 . 00 2800 .  00

Bu r l i ngame CA 94010

CA 13268 .  00 558 .  24

16068 .  00 96 .  41

( 415 )  340 -  0220

i n f o@i n f oflex . com

The Generate Magnetic Media option generates the W-2 and W-3 in magnetic media format. After selecting this option the
following screen will appear.

pyw2mag

Below is a description of each entry field.

W-2 Mag Media File

Diectory location and name of file wherethe magnetic media reporting file (MMREF-1) will be stored.

Resubmission

Flag indicating wether this is a resubmission of a previously submitted MMREF-1 file.
When you are satisfied with your entries, press theRUN function key to generate.
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5.20 State Reports

This menu option lists the state specific reports that may be printed.

5.30 Enter Employee

This menu option is described in Chapter 3,How to Get Started.

5.31 Print Employee

This menu option is described in Chapter 3,How to Get Started.

5.32 Enter Account

This section is discussed in Chapter 3,How to Get Started.

5.33 Print Account

This menu option is described in Chapter 3,How to Get Started.

5.34 Enter Department

This menu option is described in Chapter 3,How to Get Started.

5.35 Print Department

This menu option is described in Chapter 3,How to Get Started.

5.36 Enter Earning

This menu option is described in Chapter 3,How to Get Started.

5.37 Print Earning

This menu option is described in Chapter 3,How to Get Started.
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5.38 Enter Deductions

This menu option is described in Chapter 3,How to Get Started.

5.39 Print Deduction

This menu option is described in Chapter 3,How to Get Started.

5.40 Enter Tax

This menu option is described in Chapter 3,How to Get Started.

5.41 Print Tax

This menu option is described in Chapter 3,How to Get Started.

5.42 Load Tax

This menu option is for loading new Tax rate distributions.

5.43 Enter Pay Group

This menu option is described in Chapter 3,How to Get Started.

5.44 Enter PTO

This menu option is described in Chapter 3,How to Get Started.

5.45 Enter Control

This menu option is described in Chapter 3,How to Get Started.

5.46 Purge

This section describes the process ofPurging Data from the Payroll system.

To Purge Data, select option 46 on the Payroll menu. The Payroll Purge screen will appear as shown below.
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pypurge

Press theSAVE key to begin PURGING or press theESCAPE key to EXIT. Please make a note of the instructions
displayed on the screen.

Below is a description of each screen field.

Last Purge Date

This is a display-only field that displays the last date used to purge.

New Purge Date

Enter the new purge date. All checks paid prior to this date will be purged.

As the Purging takes place, the screen fields will display the following information:

Employee

The employee number that is currently being processed will be displayed here.

When the Purging has been completed you will see the following message:

Pu r g i ng has  been Suc  ces  s f u  l l y  Comp l e t ed

Once this message appears you may press theESCAPE key to return to the Payroll menu.
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6. PAYROLL TIMESHEETS

6.0 Overview

This chapter provides detailed instructions on how to operate eachPayroll Timesheet menu option. You will only need to
access thePayroll Timesheet menu if you are entering and generating checks from timesheets.

To position to thePayroll Timesheet Menu, select option 1 on thePayroll Menu.

ThePayroll Timesheet menu appears as follows.

ptmenu

Each section within this chapter covers a specific menu option. The sections are in the same order as the menu options on
thePayroll Timesheet menu.

Payroll Timesheets 6-1

6-1



6.1 Enter Timesheets

This section discusses how to enter timesheets.

To enter timesheets select option 1 on the Payroll Timesheet menu. The timesheet screen will appear as shown below.

pttime

The above example is for entering timesheets by date.Timesheets may also be entered by Employee or by Job based on
Control file options (see Enter Control option on the Payroll Timesheet menu).

Below is a description of each field used for entering timesheets.

Date

Enter the Date labor was performed.

The bottom portion of the screen is for entering the time worked for each employee on the above date. Below is a
description of each field.

EmpNo

The employee code is a required entry field. The maximum
entry is 8 alphanumeric characters. This code must exist in
the employee table. You may press the HELP function key to
see a list of valid entries.

Type

Enter the earning code. This code must exist in the earning
code table. You may press the HELP function key to see a
list of valid entries.

Dpt

Enter the department number. You may press the HELP
function key to see a list of valid entries. This prompt
will only appear if you selected multiple departments on the
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payroll control file.

Job

Enter the job number.

Rate

You will enter a rate if the earning code has a rate factor
assigned to it and the employee has a pay type of "U" or
unit pay. Otherwise enter a payment amount. If you enter a
payment amount, this amount will be displayed under the
column Total located to the right of this field.

Units

You will enter the units (usually hours) worked if the
earning code has a rate factor assigned to it and the
employee has a pay type of "U" (which stands for unit pay).
The system will automatically calculate the pay amount based
on the employee’s pay rate. The calculated pay amount will
be displayed under the column Total located to the right of
this field.
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6.2 Generate Checks

This section describes how to generate checks. Generating checks will create a batch of checks based on the timesheet
information. Oncegenerated, you will be given an opportunity to override information on the checks prior to printing.

To generate checks from the from Timesheets select option 2 on the Payroll Timesheet menu. The generate checks screen
will appear as shown below.

ptgenp

Press theSAVE key to begin Generating or Press theESCAPE key to EXIT.

Below is a description of each screen field.

Deduction Period

Enter the deduction period number that determines which deductions to include on checks.For further information
about the deduction scheduling refer to the documentation for the screen fieldDeduct Periods for the Enter
Employee screen. Ifyou do not enter a deduction period no deductions will be taken on the checks.

Date on Checks

Enter the issue date you would like printed on the checks.

Pay Date Range

Enter the pay date range you would like to hav eprinted on the checks. The range should be the beginning and ending
dates that the work was performed.

As the generation takes place, the screen fields will display the following data.

Processing Statistics

To the right of this screen label, the pass description will be displayed.Tw o passes will take place:pass 1 verifies the
data andpass 2 generates the checks.

Employee
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The employee number that is currently being processed will be displayed here.

When the checks have been generated you will see the following message:

Ch ec k  gene r a t  i on has been Suc  ces  s f u  l l y  Comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Payroll Timesheet menu.To view the
checks you will need to go to the Payroll menuEdit Checks option.
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6.3 Update Jobcost

This section describes how to update the jobcost module with timesheet data.You will only run this option if you are using
the Jobcost module and after successfully generating checks.

To update jobcost select option 3 on the Payroll Timesheet menu. The update jobcost screen will appear as shown below.

ptjobp

Press theSAVE key to begin Updating or Press theESCAPE key to EXIT.

Upon sucessfull completion the following message will appear.

Up d a t e  Job c  o s t has  been suc  ces  s f u  l l y  comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Payroll Timesheet menu.
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6.4 Clear Timesheets

This section describes how to clear timesheets. Clear timesheets will erase all timesheet information in preparation for the
next check run. You will only run this option after successfully generating checks and updating job cost for the existing
timesheet data.

To clear timesheet data select option 4 on the Payroll Timesheet menu. The clear timesheet data screen will appear as shown
below.

ptclrp

Press theSAVE key to begin Clearing or Press theESCAPE key to EXIT.

Upon sucessfull completion the following message will appear.

C l  ea r  T i meshee t s has  been suc  ces  s f u  l l y  comp l e t ed .

Once this message appears, you may then press theESCAPE key to return to the Payroll Timesheet menu.

6.5 Enter Control

This section describes options on the Timesheet Control screen.

Upon selecting option 5 on the Payroll Timesheet menu the following control screen will appear.

Payroll Timesheets 6-7

6-7



ptctl

6.10 Print Timesheets

Payroll Timesheet Menu options 10 thru 20 provide a number of usefull timesheet reports.For the most part these reports
contain the same information but use different sorting or formating.

The following is an example of theTimesheet by Date report.

pttimer3

This screen has a number of entry fields which you will need to fill in with appropriate values. When you are sure all your
entries are correct press theRUN key to run your Timesheets.

Below is an example of the report.
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p t  t i me r 3
AC COU NTF LEX Pay r o l  l T i me Shee t by  Da t e  PAG E : 1

t o  15 : 15 : 51 08 / 07 / 07
================================================================================

08 /  07 /  07
1 Doe , John P. R 1 12 . 00 40 . 00 480 .  00
2 Sm i  t h ,  Joe P. R 1 8 . 00 10 . 00 80 . 00
2 Sm i  t h ,  Joe P. O 1 12 . 00 15 . 00 180 .  00
2 Sm i  t h ,  Joe P. S 1 8 . 00 8 . 00 64 . 00
3 Aa r on ,  Hen r y R 2 8 . 00 20 . 00 160 .  00
3 Aa r on ,  Hen r y O 2 12 . 00 20 . 00 240 .  00
4 May s , Wi l l i e R 2 8 . 00 10 . 00 80 . 00
4 May s , Wi l l i e O 2 12 . 00 10 . 00 120 .  00
4 May s , Wi l l i e D 2 16 . 00 20 . 00 320 .  00

- - - - - - - - - - - - - - - - - - - - - -
153 .  00 1 , 724 .  00

======================
GR A ND TOTALS : 153 .  00 1 , 724 .  00

Payroll Timesheets 6-9

6-9



About the Document 1−(2−
Account
Code Format 3−4
accrual method 3−6
accural 3−17, 5−21
Add Accounts 3−7
Add
Function Key 2−3
Mode 2−3, 2−4
Backup
Shell 3−33
Change Accounts 3−7
Change
Function Key 2−2
Mode 2−2
Check Date5−9, 5−13
Check Format 5−12
Checks
Data Entry 5−(4−8)
Numbering 5−4
Posting 5−16
Print Journal 5−17
Clear Timesheets 6−(7−
Code
Employee 5−2, 5−4, 5−9, 5−12
control file 5−7
Control File Entry 5−62
Control File
Payroll 3−5
System-wide 3−3
Control Keys 2−9
Data Entry 2−2
Date 6−2
Dates
Check 5−5
Deduction Code 3−30
Deduction Period 3−30
by employee 5−2, 5−4, 6−4
Employee 3−30
Deduction
Report 5−62
deductions 5−5
Deduction Scheduling 3−30
by employee 5−2, 5−4, 6−4
deductions Code 3−11
Deductions
Data Entry 5−62
Employee 3−30
deductions File
deductions Code 3−11
Deductions
Setup 3−(11−
Department 5−2, 5−5
department 5−7
Department Code 3−23
Department
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Data Entry 5−61
Departments
Report 5−61
Earn Code 3−27
earning code 5−7
Earning
Data Entry 5−61
earning
rate factor 3−9
Earnings 5−5
Earnings Code 3−9
Earnings File
Earnings Code 3−9
Earnings
Report 5−61
Setup 3−(9−10)
Earn Period 3−27
Employee 3−27
Earn Scheduling 3−27
Earns
Employee 3−27
Employee Code3−21, 5−2, 5−4, 5−9, 5−12
Employee Deduction Period 3−30
Employee
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