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Overview

PAYROLL MANAGER is a user-friendly payroll generation module. It features detailed
employee records, custom generation of payroll, and directly interfaces with the ACCOUNTING
MANAGER and HUMAN RESOURCES MANAGER modules in the FINANCE MANAGER
SERIES. It has been developed specifically to deal with the special accounting and payroll issues
that face New York State municipal entities.

PAYROLL MANAGER uses a five-step procedure to process each payroll. Users can follow the
payroll process from generating the initial payroll and processing unique payroll situations, to
calculating the entire payroll and printing the payroll checks. In addition, PAYROLL MANGER
allows the user to view a single payroll check on screen, either before or after it has been printed.

PAYROLL MANAGER features a computerized employee database, which catalogs all relevant
employee data. The database allows users to maintain the data on-hand electronically, eliminating
the need to manually research employee data.

In addition to its processing function, PAYROLL MANAGER can generate a full set of payroll
reports, including contract and earnings listings, edit listings, check registers, account code
distributions, as well as all state retirement system reports.

Before becoming involved in the details of PAYROLL MANAGER, the user must grasp the
most important concept of the program:

. Understanding how the payroll process works



The Payroll Process

PAYROLL MANAGER utilizes a five-step procedure to process each payroll. The processing
steps include:

Setting the Payroll Parameters

The first part of the payroll process is to set the parameters for the current payroll. The parameters include the dates covered by the
payroll period, the payroll check date, and the pay frequencies to be used on the current payroll. Each item must be defined for the
current payroll period.

Generating the Payroll

The next part of the payroll process is to generate the payroll for all full-time contractual
employees. The generation of payroll is based upon the employees contracted salary and the time
period for which the payroll is intended. All adjustments made to the employee’s base contractual
salary will be reflected in the current payroll generation.

The generated payroll is essentially the base payroll of the individual contractual employees and
remains constant until the employee’s contract salary changes.

PAYROLL MANAGER generates the payroll by accessing each employee data file and
computing the standard, full-time salary to be paid during the current payroll period.

Entering Additional Earnings

The third part of the payroll process is to enter the additional earnings for the payroll period. The
additional earnings are entered from timesheets or payroll vouchers for both full-time and part-
time employees. Entered data is unique for the payroll period and will include hours worked for
hourly employees, overtime hours for salaried employees, and additional payments for other
employee earnings (e.g. — night differential pay, longevity stipends). Entered data will
automatically reset for each payroll period. Utilities are available to speed the data input process
of additional earnings.

Calculating the Payroll

The fourth part of the payroll process is to calculate the payroll for all employees by merging
together the generated contractual earnings and the entered additional earnings. The combination
is the employee’s gross wages for the payroll period.



Once the gross wages have been totaled, PAYROLL MANAGER completes the calculation as
based upon the employee’s specific voluntary deductions and the current year’s tax tables. The
calculation will result in the employee’s net wages for the period.

After the calculation of the payroll, the user can then work with and review the payroll period’s
data in a variety of formats. The user can generate reports to compare to batch totals of timesheets,
correct any discovered errors or discrepancies re-generate and re-calculate select employees to
account for changes, and view individual payroll checks on screen.

Printing the Checks

After any errors have been corrected and all of the checks are determined to be correct, the user
can print the period’s payroll checks. After the checks have been printed and reviewed, the
payroll data can be posted to the individual employee’s file.

For additional information, please refer to the Sample Payroll Procedure.



Payroll Modules

The PAYROLL MANAGER program can be broken up into three different sections or modules.
Each module has its own specific purpose in the program. Similar operations have been grouped
together to simplify PAYROLL MANAGER'S operation

The three modules consist of routines for:

Payroll

Processing

Maintenance

Information

Requests

All payroll period data used in PAYROLL
MANAGER is input through the Payroll
Processing module. This module also
allows for the user to progress through the
five-step payroll process, to view payroll
checks on screen, and to print payroll
checks

The maintenance module enables the user
to define various codes for the
classification of employees and payroll
expenses. The user can create, edit, and
delete specific codes, such as employee
codes, departments, buildings, the chart of
accounts as used in ACCOUNTING
MANAGER, deduction codes, earning
codes, pay frequencies, and tax tables. The
user can also access the individual
employee information files and the utilities
menu.

The output module provides a variety of
standard reports that the user may display
on screen, print to a text file, or print to a
printer. Output reports are broken down
into the categories Prior to Printing
Checks, After Printing Checks, Retirement
Reports, and Other Reports. Possible
output includes contract & earnings
listings, edit listings, transaction journals,
check registers, account distribution
reports, and all state employee retirement
system reports. The output module also
provides a Query function that allows the
user to search for Information for a specific
data item or items, such as an individual
employee or pay period. The user can
define the search criteria to customize the
search or select the built in defaults and
query all payroll entries.



Setting the Payroll Parameters

The payroll process for each payroll period begins in the Payroll Processing section by setting the
payroll parameters for the current payroll period. To enter the set payroll parameters module,
select Processing = Set Payroll Parameters from the PAYROLL MANAGER Main Menu.

H Payroll Paramelers

Parameters Frequencies
Pap Penod  Start End Check Start PR Gen Calc Pt Post
Date Date Date Check:, B PR Tax Chks PR
Previous 0571695  06/09/99 06/11/5% 27444 8 ez Yex ‘fex ‘res
Cument 0&510/93 06717799 06/25/99 27444 2% Ye: MNo Mo Mo
Hext

P/R Accourt: A200 Q] Diect Deposit Ensbled
Puichaze Ordertl; 1998 PR Hwt'narl ¥ I

*HOURLY P&Y FACTORS =
Owesbme: 150 Holidayw  1.00  Doubletime:  2-00 StandBy: 0-00  Differentist = 0-00

Press to Save Record.

Before data for a new payroll period can be entered, the payroll period must be defined. To define
a new payroll period:

e Click UPDATE from the update panel.
o  Enter the Start Date of the current payroll period to be defined and press TAB.
e  Enter the End Date of the current payroll period and press TAB.

e  Enter the Check Date of the current payroll period and press TAB. This date should
be the date of the payroll, not necessarily the date they will be printed.

Payroll Tips:
0 The date of the checks should be the date of the payroll. Normally, payroll checks

are prepared prior to the payroll date. Checks dated for the date of the payroll and not for
the date they are prepared will reduce any potential irregularities in the payroll process.

e  Enter the Starting Check number of the next payroll check and press TAB.
e  Enter the Payroll Number and press TAB. This is a number unique to a district.

Payroll Tips:

10



0 The YES or NO options for the payroll generated, taxes calculated, P/R Checks
printed and Payroll posted will change automatically as the procedures are completed by the
user. You do not need to enter these values.

Repeat the same process for the next payroll.

Enter the Payroll Cash account code as used in ACCOUNTING MANAGER to
record transactions in the payroll checking account and press TAB. FINANCE
MANAGER will automatically default to the A200 account number. To select
another account the user can click the magnifying glass to display a list of available
General Ledger accounts.

If the payroll includes Direct Deposit of employee’s wages, enter “E” for “Enabled”
and press TAB. If Direct Deposit is not used, enter “D” for “Disabled” and press
TAB

If the payroll has been encumbered and is to be liquidated by a purchase order, enter
the purchase order number and press TAB.

Select the type of Payroll Routine. The different Payroll Routines are:

Regular This routine is for a normal regular biweekly payroll.

Year-End This routine will prepare the year end “multi-pay” payroll to satisfy

fiscal contracts.

Split Period This routine is intended for any payroll period that is less than the full

payroll cycle. It will allow the earnings to be split into a smaller period,
i.e. to pay for only 6 out of 10 days in the payroll period. This routine is
commonly used for the first biweekly payroll in the fiscal year where
only a partial period is being paid.

Enter the default hourly multipliers to be used for the payroll, if applicable.

Click SAVE to lock in the information.

11



Shifting the Periods

As each payroll period passes, the user must shift the payroll into the proper time frame.
PAYROLL MANAGER uses three different definitions to refer to payroll periods. The three
definitions are:

Previous - the most recent payroll period
Current - the current payroll period

Next - the next payroll period
To shift the payroll to the next payroll period:

e  (Click the SHIFT Button.

e PAYROLL MANAGER will automatically shift the current payroll to the previous
period.

e  The user may then fill in the current dates to begin the new period’s payroll.

Payroll Tips:

0  The user cannot shift to the next payroll period unless the most recent payroll period has
been completed, printed, and posted and the YES or NO fields on the P/R Parameters
screen must all read YES.

0 “Post” on the P/R Parameters screen may not change to YES if checks with errors
remain in the Display/Modify Checks screen.

12



Setting the Payroll Frequencies

Because not all employees are paid in the same way, PAYROLL MANAGER allows the user to
create and use payroll frequency codes to pay and deduct selected items at different times.

M Payioll Paramelers

Parameters I Frequencies

Fieg |Eanings|Dedusctz|Descrption Oecurence| Tvpe =

1020 WO MO 10 MO-20 P&YS TSATL 20 Deductions
1021 HO MO 10 MO-21 PEYSINS 21 Deductions:
10640 MO N TOMOMTH P&y 21 Eamnings
1180 MO 11 MOMTH PAY 24 Earnings
1240 (MO WO 12 MOMTH P&Y 26 Eamings
1PAY |NO MO PaY 1 YR - MERALOKNG 1 Earnings
i MO MO SPECIAL ED PROG 4FAY 4 Eamnings
318 MO M0 18 PAYS 18 Deduchions
319 MO IMONTHS 19 PAYS 19 Deductions
MO DEDUCT EVERY P&y 25 Both
B MO Temp 26 Eaming: | ™

Press to Save Record.

To set the payroll frequency codes:
e Select the FREQUENCY tab.
e Select the desired frequency.

e  To turn the frequency code on or off for this payroll, you can either double click the
deduction or earning column, or type “Y” for “YES” or “N” for “NO” and click
SAVE to include the earning and/or deduction codes in the current payroll period.
The ability to change the “YES” or “NO” in the columns is based on the type
column. If the type column displays deductions you can only change the deduction
column, like wise if the type column displays earnings you can only change the
earnings column, and if the type column displays both you can change both the
earnings and deductions columns. Another indication of the ability to change the
“YES” or “NO” in the columns is that the appropriate “YES” or “NO” will be
highlighted in green.

Payroll Tips:

0 The ability to update or change the YES or NO option for the earning or deduction
fields will be based on the frequency chosen.

13



For more information about the use of pay frequencies, please refer to Maintenance Menu - Pay
Frequencies.
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Employee Type

The Employee Type Tab is used to update the type of payments that will be made to each
employee type.

P Payioll Paramelers
Frequencies I Employee Type I Print

ADMCD CENTRAL ADMINISTRATORS
PRINCIFALS/ DIRECTORS &£
10MO5 BUS DVWA AFTER 572
1005 BUS DVYR BEFORE 5/ YES
12 MOS5 BUS DVR AFTER 572
12 M0OS BUS DR BEFORE 57T
CHAIRPERSONS- 20 CHECES
CHAIRPERSOMS- 24 CHECES
10M0O% CLERICAL AFTR 5/21
10M0O5 CLERICAL BEFORE &
105 MOS CLERICAL AFTR 5.2 7T
10.5 MOS CLERICAL BEFR 5/ YES

Nen [ o] £v ] Lo

Press to Save Record.

. Select the employee type from the listing by using the scroll bar.

e To change the type of payment that will be made to the employee type you must double click
the correct column either contractual or supplemental to turn the payment on or off for that
employee type. YES will have the payment be made, NO will stop the payment. These
changes need to be made for each payroll they will not be saved in the database.

15



Generating Payroll

Once the payroll parameters for the current payroll period have been set, the payroll should be
generated. To generate the payroll, select Processing = Generate Payroll from the PAYROLL
MANAGER Main Menu.

E Payioll Generation [ (O] <]

Starting Emploves: [ QJ Ending Employee: |0 al

Eriter a Range of Employess or Leave Blank for ALL Employess.

PAYROLL MANAGER will ask the user to define the range of employees for the payroll being
generated. To enter the range:

e To generate all employees, leave the selection criteria blank.

e To generate a range of employees enter the first employee number of the range and
press TAB twice.

o  Enter the last employee number of the range and press TAB. To select an employee
click the magnifying glass to display a list of available employees from which to
select.

e Click "OK" to generate the payroll information. The generation will display across
the bottom of the screen as it occurs.

PAYROLL MANAGER will automatically generate the payroll for all active, contractual
employees within the selected range.

Payroll Tips:

0 To re-generate a single employee, simply enter the desired employee
number as both the beginning and ending number of the range. An employee or
group of employees may be regenerated an infinite number of times prior to
printing payroll checks. Once regenerated, the employee’s deduction information

16




will be reset to zero and the applicable taxes and deductions MUST be calculated
again.

0 Once a check has been generated, inactivating an employee will NOT

remove it from the generated list. The user must manually delete the check form
the Display/Modify Check screen.

17



Timesheets
Timesheet Input Utility

To access the Timesheet Input Utility function, select the Timesheet Input Utility option from the
Processing drop-down menu or simply select the Timesheet button.

The Timesheet Input Utility function allows you to group and enter payroll period data by
account, earnings, building, department, employee type, or employee name. These various
methods of data input help to expedite the payroll process. Blank timesheet input worksheets can
be printed and distributed to various departments. Once the worksheets are completed and
returned to the Payroll Department, the data can be easily entered. Once entered into the system,
the data is transferred to the current payroll checks.

Data Entry
The Data Entry folder contains a listing of those timesheet records that were created either through
the Maintenance folder or set up through the Utilities folder. This folder facilitates the Payroll

Timesheet process in that the user can simply go down the list of timesheet entries and enter the
proper number of units to be paid.

Printing

The Printing folder is used to print completed timesheet data so that you may verify your entries
before transferring the data to the current payroll.

Maintenance

The Maintenance folder is used to add, update, or delete a timesheet record for an employee.

Transfer

The Transfer folder is used to transfer timesheet data to the current payroll checks.

Utilities
The Utilities folder is used to create, initialize, or purge timesheet entries for all employees

associated with a specific group (Account, Earnings, Building, Department, Employee Type,
Employee). You may also generate blank timesheet input worksheets.

18



Timesheet Data

The Data Entry folder contains a listing of those timesheet records that were manually created
either through the Maintenance folder or automatically set up through the Utilities folder. This
folder facilitates the Payroll Timesheet process in that the user can simply go down the list of
timesheet entries and enter the proper number of units to be paid.

P Timesheet Pay Entry

| Martenance | Transte | wiibies |

Entiy by  Account  Famings " Buldng  Depatment ¢ Emplopes Type  Emplopes
Timeesheet Entry by Account

m_mm—mmm_-m
3 Jacob, Hams H0-401 AIDEH 1010 REG Pa" [<H A 100000

# Bachman, Baily B0 ADEH  AZIIDIZN0  REG PAY ELE'H'I ELEM . 450
39 Hanie, Gieoiga 163734289 AIDEH  AZI1012000  |REGPAY HIGH | HIGH . 11.000
1Andsesmib, JudihA, 255737558 AIDEH  AZTINA00  REGRAY DIS | MID . 7500
14 Howard, Marcy 1B3265234  AIDEH  AZII0I000  REGFAY MID  MID 12,000
&1 Hulchinzon, Anna 16238504 AIDEH  AZ11003000 REG P&y HIGH HIGH 12500
£2 Bamen, Masie 162346523 AIDES  AZIIDI3000 | PER DIEM <N/ | <Nis 74000
12 Hichalzon, Jack 292-40-29034 SUa4 A21101 4000 PER DIEM <H /&y <N 20000
2 Bachman, Betly 183420348  CAFEH  AZT1DME000 REG Fay" ELEM |ELEM 10000
18 Huggins. Bil 182-34-06533 CAFEH  A2110ME000 REG Pay” ELEM ELEM 3450

List By % Emploes Mumber  © Ervploves Mame Social Secuity Group Tots: 0,00
Show: = &1 Account Code Time Shest Totat 0. 00

Calcullabe Tatals

The Timesheet Entry browser displays the following information: Employee Number, Employee
Name, Social Security Number, Employee Type, Account Code, Earnings Code, Building Code,
Department Code, Units, Pay Rate, and Extended Amount. The Timesheet Pay Entry function
allows you to group and enter payroll period data by account, earnings, building, department,
employee type, or employee name. These various methods of data input help to facilitate and
expedite the payroll process.

To Use the Timesheet Pay Entry Window:

1. Use the radio buttons in the Entry By field located above the browser to indicate how the
timesheet data is being grouped and inputted. Employee timesheet records can be sorted in any
one of the following methods: by Account Code, Earnings Code, Building, Department,
Employee Type, or Employee Number. Once the timesheet entry method has been specified, the
column heading in the browser is highlighted to reflect the selected entry method.

2. Optionally select a secondary sort for timesheet entry by flagging the appropriate radio button in
the List By field located below the browser. Within each primary sort method, a secondary sort
by employee number, employee name, or social security number may be specified. For example,
if timesheets are entered alphabetically by employee name within each building, set the Entry By
radio button to Building and the List By radio button to Employee Name.

3. The Show radio buttons can be used to restrict the browser to specific timesheet entries.

Set the Show radio button to ALL to display all timesheets associated with the selected entry
method.
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Set the Show radio button to Account, Earnings, Building, Department, or Employee Type Code
to restrict the entries to those associated with one specific account, earnings, building, department,
or employee type. Then enter the appropriate code or use the lookup window to choose from a
listing of valid codes.

To enter pay units, click on the Units field. Enter the appropriate number of units to be paid for
each employee and press Enter. The system multiplies the number of units by the pay rate and
automatically calculates the extended pay amount.

NOTE: If the Units and Amount fields are highlighted in red, the values have already been
transferred to payroll. In this case, update to the units and amount values are not permitted. Use
the Additional Earnings function to make any necessary changes.

Once all the units have been specified, use the Calculate Totals button to display a running total
of the entries for the selected group and for all timesheet records.

NOTE: Once timesheet data has been transferred to the current payroll and checks are printed and
posted, the Units and Amount values are zeroed out. When appropriate, the units for the next pay
period may be entered.
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Printing Timesheet Data

The Printing folder is used to print completed timesheet data in order to verify your entries. It is
important to review all entries and make any necessary changes before timesheet data is
transferred to the current payroll.

P Timesheet Pay Entry i ] 4|
Data Entry Printing Maintenance Transfer Utilities
[~ Select all dccount Codes
Looount Name = — Repaort Criteria
— al01l010 WHITE ACCOUNT |
Al010ll FILE ACCOUNT Include All Entries Even If Amount |5 Zero:
Eawiiizs alololz PICTURE ACCOUNT " es * No
Building 4101013 DESETOP ACCOUNT
Department Al0i0ld HONITOR ACCOUNT Include Entries For D ate(z]:
101015 CIMJ ACCOUNT ' Specific & Al
Employee Type 101016 POWER ACCOUNT
Errployes 2101017 DRIVE ACCOUNT -
O 4| | 3
SORT STARTING
&+ Account I
" Mame
oK

|E nter Starting Yalue

To Use the Print Timesheet Window:

1. Use the buttons on the left-hand side of the window to indicate how the timesheet data is being
grouped and printed. Employee timesheet records can be sorted in any one of the following

methods: by Account Code, Earnings Code, Building, Department, Employee Type, or Employee
Number.

2. Once the timesheet print method has been specified, use the browser to select specific entries to be
printed.

Select the criteria from the browser list by clicking on the data to be included in the printed
timesheets. Each selection is highlighted. (To deselect an item, click on the item to remove the
highlight.)

OR
Check the Select All box if you wish to print all timesheet data associated with the selected group.

3. Use the Sort field to change the sort order of the information contained in the browser. Use the
Starting field to change the starting point of information contained in the browser.

4. Define the timesheet reporting criteria.
Include All Entries Even if Amount is Zero —

Flag the YES radio button if you wish to include all timesheet entries including those that have
Zero amounts.

Flag the NO radio button if you only wish to include those timesheet entries where the amount is
not zero.

Include Entries for Date(s) —
Flag the Specific radio button if you wish to include timesheet data that was entered during a
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specific date range. Then indicate the timesheet entry date range.
Flag the All radio button if you wish to include all timesheet entries regardless of their entry dates.

5. Select the OK push button to generate the report.

All Timesheet Reports contain the following information: employee number, employee name, account
number, earnings code, building, department, employee type, pay rate, units, extended pay amount,
transfer flag (indicating whether the timesheet information has been transferred to the current payroll),
timesheet entry date, and initials of the individual who entered the timesheet information. Subtotals are
provided for each group and for the entire timesheet.
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Timesheet Data Maintenance

The Maintenance folder is used to add, update, or delete a timesheet record for an employee. If
you already have used the Setup Entries by Account option under Timesheet Ultilities, those
timesheet records are displayed on the Maintenance folder.

P Timesheet Pay Entry

29013150 (&2 107 3000
2 Bachman, Benp TE2-0348 A2 2000 FEG P&t
2 Bachmar, Beny TE342.0348 A10NE000 FEG PAY .00 SORT  STARTING
E2 Banett, Maie TB2-34-B923 |A21101 3000 FEFR DMEM 0.000 " Mame l—
39 Harreg, Gaoige 163734233 A1 2000 FEG PAY .00 ™ Humber
14 Howrard, Mancy 183-24.5234 |AZ1101 3000 REG P&y 0.000  S5M
18 Huggin, Bill TE2 340293 A2 10NE000D FEG PAY 0.000
B1 Hubchingon. Anna 182-34.5004 |A21101 3000 REG P&y 0.000

Emploges: 1 1| Andeesmith, Jud 253-73-7558 Cuarent Payrcl Check Date: 070800

Erp Type: MDEH  C1| Eny Dale: 07714700 Urilz: 0,000 Rstits Subem fo]|
Buidng D5 Q]  Eenng REGRAY O PapRae 7.500
Dept MID S| decount A211013000 Q]  amount 0.00

pdete] oot | ada | Do | corce |t |

Fnl:f the Starting Emplopes Hame lor the Browsss.

Each timesheet record in the browser includes the following information: employee number,
employee name, social security number, account number, earnings code, pay rate, and number of
units. Use the Sort radio buttons to change the sort order of the information contained in the
browser. Records may be displayed in employee name, number, or social security number order.
Use the Starting field to change the starting point of timesheet records contained in the browser.

Field Description

Employee The number that uniquely identifies the employee. If
necessary, use the Employee Lookup browser to select the
appropriate employee. The system defaults the employee
name and social security number.

Current Payroll Check This field defaults to the current pay period check date as
Date defined in the Payroll Parameters File and is not modifiable.
Emp Type This field defaults to the employee type associated with the

hourly or daily appointment. If no hourly or daily
appointment exists, this field defaults to the employee type
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Building

Dept

Entry Date

Earning

Account

24

defined on the Information window in Employee
Maintenance. You may change the default value if
necessary. If needed, use the Employee Type Lookup
browser to select the appropriate code.

This field defaults to the building code defined on the
Information window in Employee Maintenance. You may
change the default value if necessary. If needed, use the
Building Code Lookup browser to select the appropriate
code.

This field defaults to the department code defined on the
Information window in Employee Maintenance. You may
change the default value if necessary. If needed, use the
Department Code Lookup browser to select the appropriate
code.

This field defaults to the current system date and may be
changed if necessary.

Enter the appropriate earnings code for the employee. Valid
codes are:

R — Regular Pay

O — Overtime Pay
U — Doubletime Pay
I - Differential Pay
X — Extra Pay

D — Per Diem Pay

To display more earnings codes, use the Earnings Code
Lookup browser to select the appropriate code.

This field is used to indicate the account number to which the
earning is being expensed.

If the Earnings Code selected is Regular Pay, this field
defaults to the Regular Account code defined on the Earnings
window in Employee Maintenance.

If the Earnings Code selected is Overtime Pay and the
employee is an Hourly employee, this field defaults to the
Overtime Account code defined on the Earnings window in



Employee Maintenance.

Units The number of units to be paid to the employee. Based on
the earnings code, enter the number of days or hours.

Pay Rate This field is used to indicate the employee’s hourly or daily
pay rate.

e  This field defaults to the pay rate associated with the
earnings code as defined on the Earnings window in
Employee Maintenance. If the Earnings code is for Overtime
or Doubletime Pay, the system calculates the appropriate pay
rate based on the hourly pay factors defined in the Set
Payroll Parameters function.

NOTE: If the employee is to be paid a flat dollar amount, enter 1 (one) in the Units field and the
flat dollar amount in the Pay Rate field.

Amount This field is for display purposes only and is not modifiable.
The system multiplies the number of units by the pay rate
and automatically calculates the extended pay amount.

Retire System This field defaults to the employee’s retirement system code,
as defined on the Retirement window in Employee
Maintenance.

Adding a Timesheet Record
Select the Add button.
Enter all appropriate timesheet information.

Select the Save button to lock in the new information.

Finding a Timesheet Record
In order to edit/change or remove a timesheet record, you must first identify the appropriate

record. PAYROLL MANAGER allows you to locate records using the SORT method with three
search options.
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Name Select the Name radio button in the Sort box to sort timesheet records by
employee last name. In the Starting field, type in all or part of the employee’s
last name. The starting point of the records in the listing is based on the sort
criteria you enter.

Number Select the Number radio button in the Sort box to sort timesheet records by
employee number. In the Starting field, type in all or part of the employee
number. The starting point of the records in the listing is based on the sort
criteria you enter.

SSN Select the SSN radio button in the Sort box to sort timesheet records by social
security number. In the Starting field, type in all or part of the social security
number. The starting point of the records in the listing is based on the sort
criteria you enter.

Editing a Timesheet Record

Highlight the appropriate timesheet record from the list.
Select the Update button.

Make changes by typing over the existing data.

Select the Save button to lock in the new information.

Deleting a Timesheet Record
Highlight the appropriate timesheet record from the list.
Select the Delete button.

Confirm that this is the correct record that you wish to delete. Click Yes to delete the record.
Click No if you do not wish to delete the record.

Exiting from Timesheet Maintenance

Select the Exit button to return to the PAYROLL MANAGER Main Menu.
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Transfer Timesheet Data
The Transfer folder is used to transfer timesheet data to the current payroll checks.

F Timesheet Pay Entry _.ln_l!l

Data Eny | Piiiea | Martanance Transies Ui |

This Aoutine will Import the Pr d Payroll Timesheets
onlo the Cunent Payioll of Date 07/08.00
Clhick DE bo Continwe.

|

Ereer the Starting Emploges Blame for the Browser,

NOTE: This function should only be used after the timesheet data has been entered and verified.
Use the Printing folder tab to print a timesheet report to ensure that all data is correct before
generating the timesheet transfer process.

To Transfer Timesheet Data:
1. Select the OK button.

2. A message box displays asking you to confirm that you wish to proceed with the timesheet
transfer process at this time. Select YES if you wish to transfer timesheet data. Otherwise, select
NO.

3. Once data has been transferred, the system displays an Information box stating that the transfer is
complete.

The timesheet entries on the Data Entry window are displayed in red, indicating that the data has
been transferred to the current payroll. The transferred payroll records can be viewed using the
Display/Modify Current Payroll Checks function or Enter Additional Earnings. At this point,
updates to the units and amount values are not permitted. Use the Enter Additional Earnings
function to make any necessary changes.
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Timesheet Utilities

The Utilities folder is used to create, initialize, or purge timesheet entries for selected or all employees
associated with a specific group (Account, Earnings, Building, Department, Employee Type, Employee).
You may also generate blank timesheet input worksheets.

Dt Eriry | Fiintiog | Marversnce | Toanster

I Sehect sl Accounl Codes Sedect a Lkl
P .

Account Hams E?Hﬁﬂbﬂﬁmm
ALD1010 WELITE ACCOUNT ™ Iritislize erities by Aeconl
ALOLOL1 FILE ACCOUNT ™ Puge enities by Accourt
ALOLOLZ PICTURE ACCOUNT ~ Piii blank .
AL01013 DESETOP ACCOUNT

. ; R Thiz Routre wall ciesbs ary new Time Shesl erties
ALDLOL4 MONITOR ACCOUNT '
ALD101E COU ACCOIET needed lor Hourdy o Per Diesn{Diady] Employees that
ALD101S POWED ACCOUNT aie panc fram the selected Account.

ALDLOLT DRIVE ACCOUNHT

- Diale Aange Ciiberia

Stating Dale: (0701700
Ending Dale:  |0s/30/0L

DE |

[Enter the Staing Emplapes Name for the Browser.

Setup Entries Utility

This utility creates a new timesheet entry for all employees with Hourly or Per Diem appointments
based on a specified date range. If any new employees were hired since the last payroll was run,
this utility will create a timesheet entry for those employees. This utility can also be used to create
a new timesheet entry for hourly or per diem employees at the start of the fiscal year.

1. Use the buttons on the left-hand side of the window to indicate how the timesheet entries are to be
set up. Employee timesheet records can be set up in any one of the following methods: by
Account Code, Earnings Code, Building, Department, Employee Type, or Employee.

2. Once the setup method or group has been specified, use the browser to select specific criteria for
the setup process.
Use the Sort field to change the sort order of the information contained in the browser. Use the
Starting field to change the starting point of information contained in the browser.
Select the criteria from the browser list by clicking on the selected account(s), earning(s),
building(s), department(s), employee type(s), or employee(s). Each selection is highlighted. (To
deselect an item, click on the item to remove the highlight.)

OR

Check the Select All box if you wish to set up a timesheet entry for all employees associated with
the selected group.

3. Select the Setup Entries radio button.

4. Indicate the starting and ending date range. The system will create a timesheet record for each
hourly and per diem employee who does not already have an existing timesheet record.
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Press the OK button. An Information window displays stating that the initialization is complete.

The timesheet entry can be viewed on the Data Entry and Maintenance folders.

Initialize Entries Utility

This utility sets all units to zero for selected or all Hourly or Per Diem employees or those
associated with selected accounts, earnings, buildings, departments, or employee types.

Use the buttons on the left-hand side of the window to indicate which timesheet entries are to be
initialized. Employee timesheet records can be initialized in any one of the following methods:
by Account Code, Earnings Code, Building, Department, Employee Type, or Employee.

Once the initialization method or group has been specified, use the browser to select specific
criteria for the initialization process.
Use the Sort field to change the sort order of the information contained in the browser. Use the
Starting field to change the starting point of information contained in the browser.
Select the criteria from the browser list by clicking on the selected account(s), earning(s),
building(s), department(s), employee type(s), or employee(s). Each selection is highlighted. (To
deselect an item, click on the item to remove the highlight.)

OR
Check the Select All box if you wish to initialize the timesheet record for all employees associated
with the selected group.

Select the Initialize Entries radio button.

Press the OK button. An Information window displays stating that the initialization is complete.

The Data Entry and Maintenance folders display the Units field as 0.00.

Purge Entries Utility

This utility removes all timesheet entries for selected or all Hourly or Per Diem employees or
those associated with selected accounts, earnings, buildings, departments, or employee types.

Use the buttons on the left-hand side of the window to indicate which timesheet entries are to be
purged. Employee timesheet records can be purged in any one of the following methods: by
Account Code, Earnings Code, Building, Department, Employee Type, or Employee.

Once the purge method or group has been specified, use the browser to select specific criteria for
the purge process.

Use the Sort field to change the sort order of the information contained in the browser. Use the
Starting field to change the starting point of information contained in the browser.

Select the criteria from the browser list by clicking on the selected account(s), earning(s),
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building(s), department(s), employee type(s), or employee(s). Each selection is highlighted. (To
deselect an item, click on the item to remove the highlight.)

OR
Check the Select All box if you wish to purge the timesheet entries for all employees associated
with the selected group.

Select the Purge Entries radio button.

Press the OK button. A Message window displays asking you to confirm that you wish to proceed
with the timesheet purge process at this time. Select YES if you wish to purge timesheet records.
Otherwise, select NO.

If you chose to purge timesheet records, an Information window displays stating that the purge is
complete.

The timesheet records are removed from the Data Entry and Maintenance folders.

Print Blank Input Sheets

This utility prints blank timesheet input worksheets for selected or all Hourly or Per Diem
employees or those associated with selected accounts, earnings, buildings, departments, or
employee types.

Use the buttons on the left-hand side of the window to indicate which timesheet input worksheets
are to be printed. Employee timesheet worksheets can be printed in any one of the following
methods: by Account Code, Earnings Code, Building, Department, Employee Type, or Employee.

Once the print method or group has been specified, use the browser to select specific criteria for
the print blank timesheets process.
Use the Sort field to change the sort order of the information contained in the browser. Use the
Starting field to change the starting point of information contained in the browser.
Select the criteria from the browser list by clicking on the selected account(s), earning(s),
building(s), department(s), employee type(s), or employee(s). Each selection is highlighted. (To
deselect an item, click on the item to remove the highlight.)

OR
Check the Select All box if you wish to print blank timesheets for all employees associated with
the selected group.

Select the Print Blank Input Sheets radio button.
Press the OK button.

The Blank Timesheets display the employee number, employee name, account number, earning
type (Reg Pay, Per Diem, OT Pay, etc.), and pay rate. Use the worksheets to enter the appropriate
number of units worked for each employee. Once the worksheets have been completed, these
worksheets may be used to quickly input timesheet data on the Timesheet Data Entry window.
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Enter Additional Earnings
Adding Current Payroll Data

Current Payroll Checks to Be Paid will list all of the current checks that have been created for the
current payroll period. Generating contractual employees automatically creates a check for the

employee and displays it in the listing.

F Enter Additional Eamings/Amounts

Erp Hume 1727 CYf
123-45-6777
Doe, Jane

Emp Type: [TRMZE | Q1]

Building: [MHS al

Sequence: 1

SORT STARTIMG

% Mame I—

= Mumber

Mewt | Brev | Erst | Last

PPress to Lookup Employes Types.

If the employee is not contractual, a check does not exist for them in the listing and must be
created for them. To create a check:

e Select ADD from the Update Panel.

e  Enter the employee’s number and press TAB (Click the magnifying glass to view a
list of all available employees).

If the employee is contractual and has been generated, a check already exists and the employee
simply needs to be selected to add additional earnings information. To select an existing
employee:

e Select the employee from the list, either through the SORT method or by using the
scroll bars.

e Select the Additional $ tab.

Once created or selected to be processed, additional earnings can be entered. Select the type of
earning to enter. When a selection is chosen, the Additional Earning Screen will appear.
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Finding an Employee’s Current Payroll Data

In order to edit/change or delete an employee’s payroll data for the current period, it is necessary
to locate it. The SORT method assists the user in locating the data by four search options.

NAME Allows the user to type in the employee name being searched

EMP NUM Allows the user to type in the employee number being searched

Removing an Employee’s Current Payroll Data

Users can remove an employee’s current payroll period data from any open listing, essentially
removing the employee’s check.

e Select the individual employee from the Current Payroll Checks listing
e Click DELETE from the Update Panel
e PAYROLL MANAGER will ask, "Delete this payroll check?"

e Click “YES” to delete the employee’s check or click "No" to keep the information.

Exiting the Payroll Processing

Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER Main
Menu.
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Entering Additional Wages

F Enter Additional Earmings/Amounls

Cur PR Checks | Additional §

Emp Mum 1727 Mame: Dos, Jane S5M: 123-4E-777 Seq: 1

Eaming Type: I'E.l..|:plerr|ertal -
Code:JORIED (1]

Urits: 25.000

DRI EC

Rale: 32.143
Aot 803, 58
Tax Methad: [0
Ret Sys:[TAs QW Include
" Howrly'wages ¢ PerDiem'wages ¢ Supplemental & All 414201 60500400 g]

Mest | Fr=v | Erst | Last

|Presz to Look Up Eaming Codes,

e Select ADD from the Update Panel

e  Enter the Earning type "H" for hourly, "P" for per diem wages, or ""S" for
supplemental and press TAB.

For Hourly Wages...
e Enter the type of pay, “R” for regular, “X” for extra, “O” for overtime, “U” for
double-time, “H” for holiday, “V” for vacation, “I” for differential pay or “S” for

stand-by time and press TAB.

e  Continue to follow the directions for All Entries

For Per Diem Wages...

e PAYROLL MANAGER automatically provides the user with the correct type and
code

e  Continue to follow the directions for All Entries.

For Supplemental Wages...
o  Enter the supplemental earning code and press TAB (Click the magnifying glass to
view all available earning codes, select the code from the list and click exit to return
to the Additional $ screen).

e  Continue to follow the directions for All Entries.
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All Entries...

Enter the number of hours, if necessary, and press TAB.

Enter the hourly rate. The default rate displayed by PAYROLL MANAGER is the

employee’s hourly rate from their earnings information screen (Screen 4) multiplied
by the respective hourly multiplier as indicated in the Set Payroll Parameters (Please
refer to Employee Information - Earnings Information - Screen 4)

The default amount displayed by PAYROLL MANAGER is the number of hours
multiplied by the hourly rate

Enter the desired tax method, “0” for taxation at the employee’s normal tax rate or
“9” for the taxation at the reduced supplemental flat tax rate, and press TAB. These
are the only two allowable taxation methods for earnings as detailed by the Internal
Revenue Service in its Publication 15, Circular E, Employer’s Tax Guide

Enter the retirement System Code, or click the magnifying glass for an available
listing and press TAB. If the specific earning is to be excluded from the retirement
system calculations for the employee, select “X” to exclude.

Enter the budgetary account to be expensed and click SAVE to lock in the new
information (click the magnifying glass to view all available payroll accounts).

Payroll Tips:

0 Payroll Manager displays the default account. The default code is the
budgetary account code with the highest Fiscal Year-to-Date earnings for the
employee for the Earning Code entered.

Enter additional items in the same manner

Modifying Additional Wages

Select the earning line to change.
Select UPDATE from the Update Panel.
Press TAB until the desired information to be changed is selected.

Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data and return to the item listing.

Payroll Tips:
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0 Payroll Manager allows the user to change all information except the
employee type. If the employee type needs to be changed then the user must enter
a new additional wages earning line.

Removing Additional Wages

e Select the earning line to remove.
e Click DELETE from Update Panel.

e PAYROLL MANAGER will ask “Delete this earning?” click "YES” to remove the
earning line or click "No" to keep it.

Exiting the Payroll Processing

Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER Main
Menu.
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Calculating Payroll

After the base salary has been generated, and the additional earnings data has been processed, the
gross and net wages are ready to be calculated. PAYROLL MANAGER completes the payroll
calculation based upon the employee’s specific deductions and the current year’s tax tables. The
calculation will result in the employee’s net earnings for the period.

To calculate the payroll, select Processing = Calculate Payroll from the PAYROLL MANAGER
Main Menu.

M Calculate Payroll Checks [ (O] <]

Starting Empioyee: [ L] Ending Employes: [0 | ok | Concel |

Eriter a Range of Employess or Leave Blank for ALL Employess.

PAYROLL MANAGER will ask the user to define the range of employees that should be
calculated for the payroll. To enter in the range:

o  Enter the first employee number of the range and press TAB or click the magnifying
glass to select from the employee list.

o  Enter the last employee number of the range and press TAB or click the magnifying
glass to select from the employee list.

e To select all employees, leave the selection criteria blank.

e  Click "OK" to generate the payroll. PAYROLL MANAGER will automatically
calculate the payroll for the selected employees.

Payroll Tips:

0 To re-calculate a single employee, simply enter the desired employee
number as both the beginning and ending number of the range. An employee or
group of employees may be recalculated an infinite number of times prior to
printing payroll checks. Once recalculated, the employee’s tax and deduction

36



information will be reset to the recalculated amounts, overwriting any amounts
modified through Display/Modify checks.
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Display/Modify Payroll Checks

After the payroll has been generated, processed, and calculated, the checks may be displayed on
screen to verify the calculation process and modified, if necessary. To display or modify checks in
the current payroll, select Processing = Display/Modify Checks from the PAYROLL
MANAGER Main Menu.

PAYROLL MANAGER will display a listing of all non-posted checks. You may not modify
information for manual checks or checks that have already been printed.

P Dizplag/Modify Cument Payioll Checks

Conti/Supl | Proc Eam | Deductions | Di Depost |

1727 Doe, Jane 101/01/39 Marwsal 45505.00  45555.00 45157.00

SORT STARTING

i Mame Ii

" Mumber

[Select with Mouse: or Use Up/Diown Keys.

Finding an Employee’s Current Payroll Check

In order to edit/change or delete an employee’s payroll check for the current period, it is necessary
to locate it. The SORT method assists the user in locating the data.

NAME Allows the user to type in the employee name being searched

NUMBER Allows the user to type in the employee’s employee number being searched
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Modifying an Employee’s Check

At times, modifications that apply for only one payroll period must be entered. To make these
modifications:

e Select the employee’s check (as detailed above).
e Select the View Tab.
e Select UPDATE from the Update Panel.

e  Press TAB until the desired field is reached. Enter the new data and click SAVE. The
new data will replace the old data.

e  After the last item is entered the gross wage amounts and net amount of the check
will be recalculated.

Payroll Tips:

0 When a check is modified in PAYROLL MANAGER, all applicable wages
and FICA and Medicare withholding will be recalculated for the check. The related
federal, state, and city tax withholdings will not be recalculated. To enable the
system to recalculate the withholdings, modifications should be made to the
employee’s master records and the payroll check should be regenerated and
recalculated.

Override an Employee’s Wages

PAYROLL MANAGER provides user the ability to override the calculated wages. Any
modifications to an employee’s wages should be documented and reported on the necessary
federal, state, and local wages reports.

e  (Click the OVERRIDE WAGES button.

e PAYROLL MANAGER will prompt the user for a password. Enter in the System
Supervisor Password to continue.

e  Enter the desired gross, FICA, Medicare, Federal or State wages.
e  When a user has selected to override a payroll checks wages, PAYROLL
MANAGER will internally mark the check with the time, date, and user

identification for audit control purposes.

For Earnings and Deductions, a separate tab will display their respective windows.
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Contractual Earnings

If the employee is a Contractual Employee the user will be able to enter the account for the
earnings and either the percentage or amount.

P Display/Modify Cuirent Payroll Checks

| iew | Conti/Supl | ProcEam | Deductions | Dis Depost |

Employee: 1727 G/ Accourd | Fri| Amount|Code
414301 BOS00000 100,00 45 555 00

I

Doe, Jane
Check Mum:
Check Date: 01701799

Mat Pay £22.11
Grozs Pay: 802, 58
Conir Pay: 0.00

o] [ (o] Cemlod o [omefom] oo

| |Diouble-Click: on Fisld or Press FE for Account Lockup.

Adding a Contractual Earnin

e Click ADD from the Update Panel.

e  Enter the account number or Double Click the text box to display the Employee
Account Code look-up screen.

e  After selecting the Code enter the percentage for that code or press tab and enter the
amount for that code (If you use the percentage method it must total 100% before

you can leave the screen).

e Enter addition information in the same manner. When all information has been
entered click SAVE to lock in the new information.

Modify Contractual Earnings

e Click UPDATE on the Update Panel.
e  C(Click the earnings line that needs to be changed.

e  Enter in the new information and click SAVE. PAYROLL MANAGER will
automatically replace the old data with the new data.
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Remove a Contractual Earning

e  Click the earnings line that you would like to delete.
e Click DELETE from the Update Panel.

e PAYROLL MANAGER will ask, "Ok to delete the selected earning record?" click
"Yes" to delete the record, or click "No" to keep the record.
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Processed Earnings

If the employee is not contractual the user will enter the information in the processed earnings
screen.

P Display/Modify Current Papioll Checks

Checks | View | Cont/Supl | ProcEam | Deductions | Di Deposit |

Type|Code Units] Fat=] Amount] Ta|Rt G/ Account =
Emplopee. 1727 E DRIED 25,000 2143 80358 0T A1430160500400

Doe, Jane [ ]
Check Mum:
Chack Date; 01701799

et Pay: 0.00
Gross Pay: BD3. 58
Conb Pay: 0.00

save | o0 | 200 | Detete| Cancel| Exit |

puﬂbl:i:k on Field or Pres= FB for Earning Type Lookup.

Adding Processed Earnings

e Click ADD from the Update Panel.

e  Enter the employee type, double click the text box or press F6 to display the
employee type look-up screen.

e Enter the earning code, double click the text box or press F6 to display the earnings
code look-up screen.

e  Enter the number of hours for the employee and press TAB.

o  Enter the rate of pay for the employee and press TAB twice. The amount will
automatically be calculated for you.

e Enter the tax method "0" for normal or "9" for 28% Federal, 7.35% NY State and
4.080 NY City.

e  Enter the Retirement System Code “X” to exclude, "E" for NYS ERS, "P" for NYS
Police, "T" for NYS.

e  Enter the account number, double click the text box or press F6 to display the
employee type look-up screen.

e Enter additional processed earnings in the same manner.
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After all entries have been made click SAVE to lock in the new information.
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Deductions

P Display/Modily Cuntent Payroll Checks

TRS TCH'S RETIREMENT 53

e Click ADD from the Update Panel.

e  Enter the deduction code, double click the text box or press F6 to display the
deduction code look-up screen.

e  Enter the amount to be deducted.
e  Click SAVE to lock in the new information.

e Enter additional entries in the same manner.

Remove Deductions

e  Select the deduction line to be removed.
e Click DELETE from the Update Panel.

¢ PAYROLL MANAGER will ask, "Ok to delete the selected deduction record?"
click "Yes" to remove the record or click "No" to keep the record.
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Direct Deposit

P Display/Modily Current Paproll Checks

CITIBAME. CITIBAME

e Click ADD from the Update Panel

e Enter the bank code, double click the text box or press F6 to display the Employee
Direct Deposit Bank look-up screen.

e  Enter the amount of the deposit.
e Enter additional entries in the same manner.

e After all entries have been made click SAVE to lock in the new information.

Modify a Direct Deposit

e Select the Direct Deposit line to be changed.

o  Click the amount text box to change the amount of deposit. (If the Bank Code needs
to be changed the user can both delete the old code and add a new one or keep the
old code and add a new code.)

Removing a Direct Deposit

e Select the direct deposit to be deleted.
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e Click DELETE from the Update Panel.

e PAYROLL MANAGER will ask, "Ok to delete the selected direct deposit record?"
click "Yes" to remove the record or click "No" to keep the record.

Removing an Emplovee’s Check

Users can remove an employee’s current payroll period data from any open listing, essentially
removing the employee’s check.

e  Select the Check tab.
e Select the individual employee from the Current Payroll Checks listing
e Select the Maintenance tab.

e Click DELETE from the Update Panel

¢ PAYROLL MANAGER will ask, "Delete this manual check?" click “YES” to
delete the employee’s check or "No" to keep the check.

Exiting Display/Modify

e Selecting EXIT from the Update Panel will return the user to the PAYROLL
MANAGER Main Menu.
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Printing the Payroll Checks

After the payroll modifications are completed, the checks may be physically printed. To print the
current payroll, select Processing = Print Payroll Checks from the PAYROLL MANAGER
Main Menu.

M Payioll Check Printing

Pawoll Check Pinting Dptions Procedures
Starting Building: | Dir, Deposit; Disabled Brint Checks
Ending Euihi'ng:l Fiscal'v'eas Staling: 0701799 EeSet Chks
Starting Emplopes: | Calendar Year Starting: 01/01/99

E ndirg Emnluyee:l Fost Checks
Cash Account; 4200 CASH Prirk Shubsz

Stasting Check Number: [33274 Check Date: [10/15/93 ReSet Siubs
Staiting DD Stub Numiber. Include Bldg with Mame: [No Exit

Pririt By: IEuidng by Marne "I Employes Type Message: mil

Check Mezsage:

Erter the E niding Emplopes Humber or Leave Blank for All

Updating the Check Printing Option

PAYROLL MANAGER will ask the user to define the print options for how employee payroll
checks should be printed. To update the options:

e  Enter the starting and ending building of the range and press TAB. Leave blank to
select all buildings.

e  Enter the first and last employee number of the range and press TAB. Leave blank to
select all employees.

e  Enter the account number of the payroll bank account.

o  Enter the starting check number and press TAB. The starting check number should
be the first check ready to print after loading the checks into the printer.

o  Enter the check date and press TAB.

e If Direct Deposit is enabled and the Direct Deposit Stubs are to be printed in a
separate print run, enter the starting Direct Deposit Stub number and press TAB. The
starting stub number should be the first check ready to print after loading the forms
into the printer (please refer to SYSTEM MANAGER, System Parameters, for more
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information on configuring PAYROLL MANAGER for a separate Direct Deposit
Stub Run).

Enter the method of sorting the payroll checks, “B” for Building by Name, “D” for
Department by Name, or “N” for Name only.

Enter “Yes” to print the Building location next to the employee’s name. This will
enable the building location to be seen when the check is in an envelope.

Enter “Yes” to add messages by employee type. If "Yes" is entered click the icon M
to enter the employee type message screen.

Enter “No” to add a generic check message.



Update Employee Type Messages
PAYROLL MANAGER will ask the user to update the employee type message to print on the

current payroll checks. After the checks are printed, PAYROLL MANAGER will automatically
delete old messages to allow new messages to be inserted in the new payroll.

Changing an Message

e Select UPDATE from the Update Panel.

e Type in the message to be printed and click SAVE to lock in the new message.

Finding an Employee Type Message

In order to edit/change or delete an employee type message, it is necessary to locate it. The SORT
method assists the user in locating the data.

TYPE Allows the user to type in the employee type code being searched

DESCRIPTION Allows the user to search by description.

Viewing an Employee type Message

Users can view an Employee Type Message from the open listing.

e Select the individual employee type from the current listing

e The message will appear in the message text box.

Exiting an Employee Type Message

Select EXIT from the Update Panel it will return the user to the Payroll Check Printing screen.
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Printing the Checks

Payroll Tips:

0 The user should load the blank computer checks into the desired printer
prior to selecting the Print Payroll Checks module.

After updating the Payroll Check Printing Options, the user can proceed to print the checks.

e  Click Print Checks from the Payroll Check Printing Options to print the checks

e PAYROLL MANAGER will validate the current payroll checks to ensure they
have been properly prepared. If any errors exist, the user will be prompted to correct
the error before printing.

e If printing checks, the system will prompt the user to align the checks in the printer.

e  After the checks are aligned, click “YES” to confirm and begin printing checks.

e  The check number on the screen will increase as each check is printed. A total of the
number of checks will be displayed at the end of the print routine.
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Re-running the Payroll Checks
After printing the checks, the user has the option of voiding and re-running the checks in case of

errors during printing. To re-run the checks, click Re-Run Checks from the Payroll Check Printing
Options.

PAYROLL MANAGER will review the checks that have been sent to the printer to determine if
all checks or if only a portion were printed. The range of check numbers assigned to checks will
be displayed on screen. The user may select to re-run all checks or only a selected range of check
numbers.

e Select to re-run All or a Range and press TAB.
e Ifarange, enter the number range to re-run and press TAB.
e  Click “YES” to re-run the selected range.

e  The user will be returned to the Print Checks screen. Click the Print Checks button to
reprint the checks.
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Printing Direct Deposit Stubs
If PAYROLL MANAGER has been configured to print Direct Deposit Stubs on separate forms,
options Print Stubs and Re-Run Stubs will be available (please refer to SYSTEM MANAGER,

System Parameters, for more information on configuring PAYROLL MANAGER for a separate
Direct Deposit Stub Run).

Payroll Tips:

0 The user should load the direct deposit forms into the desired printer prior
to selecting the Print Stubs option.

After updating the Payroll Check Printing Options, the user can proceed to print the checks.

e Select option Print Stubs from the Payroll Check Printing Options to print the stubs.

e PAYROLL MANAGER will validate the current direct deposit stubs to ensure they
have been properly prepared. If any errors exist, the user will be prompted to correct
the error before printing.

e If printing forms, the system will prompt the user to align the checks in the printer.

e  After the forms are aligned, Click OK to confirm and begin printing.

e The Direct Deposit Stub number on the screen will increase as each check is printed.
A total of the number of stubs will be displayed at the end of the print routine.
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Re-running Direct Deposit Stubs

After printing the stubs, the user has the option of voiding and re-running the stubs in case of
errors during printing. To re-run the checks, select Re-Set Stubs from the Payroll Check Printing

Options.

PAYROLL MANAGER will review the stubs that have been sent to the printer to determine if
all stubs or if only a portion were printed. The range of stub numbers used will be displayed on
screen. The user may select to re-run all direct deposit stubs or only a selected range.

e Select to re-run All or a Range and press ENTER.
e Ifarange, enter the number range to re-run and press ENTER.

e C(Click OK to re-run the selected range.

53



Post the Checks

Once the payroll checks and, if applicable, the direct deposit stubs are printed and are determined
to be accurate, the checks must be posted. Posting the checks records the information permanently
in the employee’s payroll file.

To Post the Payroll Checks

e  Click Post Checks from the Payroll Check Printing Options screen.

e Read the check-posting message that appears on screen. Click "OK" or click
"Cancel".

e Click “Yes” to post the payroll checks.
e  Click “No” to leave the routine and not post the payroll checks.

e Iferrors are found while trying to post a list of the checks with errors will be
displayed on screen.

Payroll Tips:
0 Why should | post my payroll checks immediately?
0 Payroll checks should be posted immediately so that no unwanted changes

are made to the checks that have already been printed. Any changes that are made
might lead to discrepancies between the printed checks and the posted checks.
Also, final payroll journals may not be printed until the checks are posted.
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Void and Reissue Payroll Checks

The Void and Reissue Payroll Checks function is accessed by selecting the Supervisor Utilities
option from the Utilities drop-down menu, and then selecting Void and Reissue Payroll Checks.
For a screen image, please click Void and Reissue Payroll Checks.

The Void and Reissue Checks function allows you to record a printed and posted check as void
and, if needed, reissue another replacement check. This function can be utilized to reissue a lost
check. This function can also be used in a situation where a deduction pay flag was inadvertently
turned off before checks were printed and posted, and it becomes necessary to void an entire check
run. You may choose to void one, multiple, or all checks having a specified check date.

The Void Only option may be performed for regular-type checks, including those that are direct
deposit. The Void and Reissue option may only be used for regular-type checks that are not direct
deposit. During the void check process, the system reverses the earnings, deductions, and taxes.

To Perform the Void/Reissue Payroll Check Process:
1. Enter the date of the check(s) to be voided or voided and reissued.

2. The Effective Date of Void field defaults to the same date as that entered for the Date of Check.
Accept the default value or enter the effective date of the void.

3. Select the appropriate action that you wish to perform.
Select the Void ONLY option if you wish to void all selected checks.
OR
Select the Void and Reissue option if you wish to void all selected regular-type checks that were
not directly deposited.

The system displays a listing of those checks having the specified check date. Checks are
displayed in numerical ascending order by check number. The list also includes the Employee
Number, Employee Name, Net Pay Amount, and Check Status. The net pay amount is highlighted
in red lettering to indicate that the check is a direct deposit check. The Status column reflects the
following check status indicators: CK (Regular Check), DD (Direct Deposit), or PN (Pre-Notes
prior to actual Direct Deposit).

4. Select the check that you wish to void or void and reissue by highlighting the appropriate check
record. You may highlight one or multiple check records or check the Select All Checks option to
void/reissue all checks. (NOTE: To deselect a check record, click on the check in the browser to
remove the highlight.)

5. After all checks have been selected, choose the OK button.
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Void ONLY Option

If you chose the Void ONLY option, the system will display an Information window indicating
the number of checks selected and the action that was performed.

Void and Reissue Option

If you chose the Void and Reissue option, the system will first search to see if any nonposted,
sequence 1 checks exist for the employees selected.

If nonposted checks do not exist for any of the selected employees, the system displays an
Information window indicating the number of checks selected and the action that was performed.
NOTE: If you select the Void and Reissue option along with a range of records that includes
both standard and direct deposited checks, the system only voids the direct deposited checks.
All other checks are voided and reissued.

The voided check is ready for reissue and can be seen using the Display/Modify function. At this
point, you may reissue the check as previously printed without recalculating checks or you may
have to recalculate in the situation where a deduction flag was turned off when it should have been
turned on.

If nonposted checks do exist for any of the selected employees, the system displays
an error message indicating so and the Void and Reissue process is terminated. You
must print any existing nonposted checks first before the Void and Reissue process
can be completed.
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Manual Checks
Entering the Manual Payroll Checks

At times it becomes necessary to issue a manual payroll check to an employee. The Manual
Payroll Check Maintenance function is used to record a previously handwritten check into the
Payroll System. Once the manual check has been recorded, the check can be posted through the
Check Posting process.

To enter a manual check, select Processing = Enter Manual Check Info from the PAYROLL
MANAGER Main Menu.

P Manual Payroll Check Maintenance - |EI|1|

4 |

Tatal Earmings: 0. 00 Total Deductions: 0.00 MetPap:  200.00
Check Entry I Earnings | Deductions Taxes
Employes: 62 EI August, Ter 182-34-9080
Check Mum: 12154 Check Date: 028414700 Puast Date: 028418700
MHet Pay: zZ00.00

deatel Feset | Add | Delete | Qancell

|F'ress to Save Record,

The top portion of the Manual Check Maintenance window contains a listing of those manual
check records that have not yet been posted through the check posting process.

The middle portion of the window contains the three essential elements that must be balanced in
order to complete the manual check function.

Total Earnings This system-calculated field represents the total earnings entered on the
Earnings folder, with the exception of Non-Cash earnings.
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Field

Total Deductions

This system-calculated field represents the total deductions entered on

the Deductions and Taxes folder.

Net Pay This user-defined field represents the Net Pay amount entered on the Check
Entry folder. The Total Earnings minus the Total Deductions must equal the

Net Pay.

The bottom portion of the window contains the folders used to record the check entry, earnings,

deductions, and taxes.

Check Entry

Employee

Check Num

Check Date

Post Date

Net Pay

Adding a Manual Check
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Description

(Required) The number that uniquely identifies the
employee. If necessary, use the Employee Lookup browser
to select the appropriate employee. The system defaults the
employee name and social security number upon entry of the
employee number.

(Required) The number of the manual check.

This field defaults to the current date and may be changed if
necessary. Enter the date of the manual check.

(Required) Enter the posting date of the manual check.

NOTE: If you are using the Manual Checks function to
make an adjustment to an employee’s pay that has already
been posted to Payroll, the Post Date should be the next
posting date. If you are making an adjustment to an
employee’s pay that has not yet been posted to Payroll, the
Post Date should be the current posting date.

Enter the net pay amount.



P Manual Payroll Check Maintenance - |EI|£|

Exit
-
Total Earmings: 0. 00 Total Deductions: 0. 00 MNet Pap:  200.00
Check Entry I Earnings | Deductions Taxes

Employee: &2 QI August, Ter 152-324-2080
Check Mum: 12154 Check. Date: 08s14,00 Post Date: 08/18/00

MHet Pay: z0o.00

deatel Heset | Sdd | Delete | Qancell

|F're&3 to Save Record,

e  Click the Check Entry Tab.
e Click ADD from the Update Panel.

e  Enter the employee number and press TAB. Click the magnifying glass to view a list
of available employees.

e  Enter the manual check number and press TAB.

o  Enter the date of the manual check and press TAB. This should be the actual date
that the manual payroll check was issued.

o  Enter the effective posting date of this manual check.
Payroll Tips:

0 The manual payroll checks will be summarized on the payroll journal for
the effective posting date.

e  Enter the Net Amount of the manual check and press TAB.

e  Select the Save button to lock in the new information. The manual check record
displays in the browser at the top of the window.

Payroll Tips:
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If more than one manual check record displays in the browser, the system does not allow you to
switch to a different manual check record until the check record being processed is in balance (Net
Pay equals Total Earnings minus Total Deductions). Likewise, the system only permits you to exit
the Manual Checks function when your entries are balanced.

Payroll Tips:

Use the Display/Modify Current Payroll Checks to view the manual check record. The Check Type
displays as Manual with the Sequence Number of 80 or greater. The Employee Type defaults from
the Information folder in Employee Maintenance. The Building defaults to the Check Delivery To
building from the Tax Withholding folder in Employee Maintenance.

Editing/Changing an Employee’s Check

PAYROLL MANAGER provides the user with the ability to edit and change manual checks
prior to posting

e  Click the Manual Checks tab.

e Select the individual check from the listing

e  Click the Maintenance tab.

e Click UPDATE from the Update Panel.

e Press TAB until the desired information to be changed is selected.

e  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing a Manual Check

e Select the individual check from the Manual Check Tab listing.

e  Click the Maintenance tab.

e Select DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “Delete this manual check?”
e Click “Yes” to remove the check.

e  Click “No" to keep the check.

Earnings

The Earnings folder is used to enter the earnings information associated with the manual check.
Earnings records are created by Type (Contract, Supplemental, Hourly, or Per Diem).
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P “Manual Payroll Check Maintenance =|0] x|

69| August, Tari 08/16/00 2 UL @
B

Tatal Eamings: 200_00 Tatal Deduckions: 000 MetPay  200.00
Check Entiy Eamnings Deductions | Tames |
Twpe: | Corfiract ot Unitz; 8. 000
Code [CONTRACT = Rale; £5.000
Aecourt AZ11016000 al Amaurt; 200,00

Ret System: ERS Gl

3.:{.4 | Eﬂj | _ng | E.:r'r.:! |

R .|

[Press bo Save Flacond.
Field Description
Type Enter the earnings type as either Contract, Supplemental,
Hourly, or Per Diem.
Code Enter the appropriate earnings code based on the earnings

type.

If the earnings type is Contract, the earnings code must be
either Contract, Contract Adjustment, Docked or Retro.

If the earnings type is Supplemental, you may select any of
the earnings codes from the Earnings Code File.

If the earnings type is Hourly, the earnings code must be any
one of the following: Regular, Extra, Overtime, Doubletime,
Holiday, Vacation, Differential, or Standby.
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Account

Units

Rate

If the earnings type is Per Diem, the system defaults the
earnings code to PER DIEM.

Enter the account code to which the earning is to be
expensed. Use the lookup browser to display and choose
from a listing of valid account codes for the selected
employee.

Enter the number of units to be paid to the employee. Based
on the earnings code, enter the number of days or hours.

This field is used to indicate the employee’s contract pay,
hourly/daily pay rate, or supplemental earnings pay amount.

NOTE: If the employee is to be paid a flat dollar amount, enter 1 (one) in the Units field and the
flat dollar amount in the Rate field.

Amount

Ret System

This field is for display purposes only and is not modifiable.
The system multiplies the number of units by the pay rate
and automatically calculates the extended pay amount.
NOTE: For Docked entries, the system automatically
creates a negative dollar amount.

This field defaults to the employee’s retirement system code,
as defined on the Retirement window in Employee
Maintenance. If the employee is a member of two different
retirement systems, use the lookup browser to select the
appropriate retirement system code.

Adding Earnings Information
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Click the Add button from the update panel.
Select the Earning Type from the drop down menu.
Select the Earning Code from the drop down menu.

Enter the account code or click the magnifying glass to select from a list of available
account codes.

Enter the number of units and press TAB.

Enter the rate of pay and press TAB.



Enter the Retirement System or click the magnifying glass to select from a list of
available Retirement System Codes.

Click the Save button to lock in the new information. The sum of all earnings
records, except for Non-Cash, are displayed in the Total Earnings field.

Editing/Updating the Earnings Information

Click UPDATE from the update panel.
Select the information to be changed.

Enter the new information and click SAVE. FINANCE MANAGER will
automatically replace the old information with the new.

Deleting an Earnings Record

Deductions

Highlight the earnings record that you wish to delete.
Click the Delete button from the update panel.
PAYROLL MANAGER will ask “Are you sure you want to delete?”’

Click YES to delete the earnings record. Click NO to keep the earnings record.

The Deductions folder is used to enter the voluntary deduction information associated with the
manual check. The system only allows entry of deductions already defined for the employee on
the Deductions folder in Employee Maintenance.
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P “Manual Payroll Check Maintenance =|0] x|

B3| Aviguest, Tami 121658 02/14,/00 03./18/00 - Lol ﬂ
Eu

Tatal Eamings: 20000 Tatal Deductions: 15. 00 MetPay  200.00
Check Entiy | Eamings [nmm l Tanes |
Code “Amount] =
Code: ERS q
Amovnk: 15_00

updﬂnl Hese | Add | Dolete I Cancel ‘

[Press bo Save Flacond.
Field Description
Code Enter the deduction code or use the lookup browser to
display and choose from a listing of the employee’s existing
deduction codes.
Amount Enter the dollar amount being deducted.

Adding Deductions Information
e  Click the Add button from the update panel.

e  Enter the Deduction code or click the magnifying glass to select form a list of available deduction
codes.

e  Click the Save button to lock in the new information. The sum of all entered deductions are
included in the Total Deductions field.

Editing/Updating the Deduction Information

e Click UPDATE from the update panel.
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e  Select the information to be changed.

e Click SAVE to lock in the new information. PAYROLL MANAGER will
automatically replace the old information with the new.

Taxes

The Taxes folder is used to enter the mandatory tax deduction information associated with the
manual check.

P "anual Payroll Check Maintenance -|0] x|

B9 Avgust, Temi 121655 02/14/00 | 08/18/00 . 1L ﬂ
. b

Total Eanings: 20000 Tatal Deduchons: 67.00 MetPay:  200.00
Check Entiy Eanings Deduchons: I Tanes
— Wagesz Taw
Fica 200. 00 Fed: 185.00 Fica: 10.00 Fed 25.00
Medi 200. 00 Shale: Z00.00 hedi: 10.00 Slate 7.00
City: 0.00 Eic: 0.00 City 0.00
T Owenide

P_ L [ Ty

Prm to Save Aecod.

The left-hand side of the folder contains the Wages which are used for W2 reporting and are
system-calculated as follows:

FICA Wage Gross minus Flex deductions (not to exceed the yearly maximum).
Federal Wage Gross minus (Flex, Annuity, and Retirement deductions)
Medicare Wage Gross minus Flex deductions

State Wage Gross minus (Flex and Annuity deductions)

City Wage Gross minus (Flex and Annuity deductions) (Calculated only if the City W/H
flag is checked on the Tax Withholding folder in Employee Maintenance.)

Payroll Tips:
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During the Update mode, you may use the Override button to change and save any
of the system-calculated Wages.

Field Description
FICA Enter the FICA tax being deducted. (6.2% of FICA Wages)
Fed Enter the Federal tax being deducted.
Medi Enter the Medicare tax being deducted. (1.45% of Medicare
Wages)
State Enter the State tax being deducted.
EIC This field is enabled only if the Earned IC flag is checked on

the Tax Withholding folder in Employee Maintenance. Enter
the Earned Income tax being deducted.

City Enter the City tax being deducted.

Adding Tax Deductions
e  Click the Update button.
e  Enter all appropriate tax deduction information.
e  Use the Override button if necessary to change any of the system-calculated Wages.

e  (Click the Save button to lock in the new information. The sum of all entered tax
deductions are included in the Total Deductions field.

Payroll Tips:

0 Once entered, the manual check(s) must still be posted to the employee’s records.
(Please refer to Posting Payroll Checks).
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Override an Employee’s Wages

PAYROLL MANAGER provides user the ability to override the calculated wages. Any
modifications to an employee’s wages should be documented and reported on the necessary
federal, state, and local wages reports.

e  (Click the OVERRIDE button.

e PAYROLL MANAGER will prompt the user for a password. Enter in the System
Supervisor Password to continue.

e  Enter the desired gross, FICA, Medicare, Federal or State wages
e  When a user has selected to override a payroll checks wages, PAYROLL

MANAGER will internally mark the check with the time, date, and user
identification for audit control purposes

Exiting the Manual Checks Module

Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER Main
Menu.
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Maintenance

Employee Types

Employee types provide the user with the ability to create, edit, and define categories to classify
all of the employees. Employees may be classified for reporting purposes and allow for uniform
changes in basic payroll assumptions.

Select Maintenance = Employee Types from the Payroll Maintenance Menu to enter the listing of
employee types. A listing of employee types will be displayed in alphabetic order.

E Employee Type Maintenance

Employes Type l Workday Attend Datail Haalth Schadule |

TR T Code: ADMIN Desciiption: PRINCIPALS/ DIRECTORS &ASST'S

CHAIRPERSOMNS- 20 CHECES L
BLSA - 220.00
CHAIRPERSONS- 24 CHECKS Bargain Uni: ¥ of Cork Day:

10 W05 CLERICAL AFTR 5/21 Instructional Ne HolHrs/Day  6.50
1005 CLERICAL BEFORE 5 Substiutes: Mo # of Morths Contr 12. 0
10.5 MOS CLERICAL AFTR 5/ Gen Conlract Include # of Checks 24

10.5 MOS LLERICAL BEFR S/ Gen Suppt Include Cal Biweekly Pay By # of Checks
12 M05 CLERICAL AFTR 5521

12 W05 CLERICAL BEFORE 5,
CENTRAL ADMINISTRATORS

STARTING

it |—

T Description

| ﬂmtl F -:| Fiet | Last I feset Delebs | =ncel

Adding an Employee Type

e Click ADD from the Update Panel.

e Type the employee type code (up to a maximum of five characters) and press TAB.
o  Enter the description and press TAB.

e  Enter a name of the bargaining unit for this employee type and press TAB.

e If the employee type is instructional type “Y” and press TAB.

o If the employee type is substitute type “Y” and press TAB. This will enable

employees to be seen as available substitutes in attendance record data entry (please
refer to HUMAN RESOURCES MANAGER, attendance data entry).
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If the employee type is to be included in the current payroll Generation and
Supplemental Earnings, type “I” for “Include” and press TAB.

Enter the length of the contract year in days and press TAB. This amount should
represent the total, regular working days for the entire fiscal year for this employee

type.

Enter the normal hours per day and months per year for the employee type and press
TAB.

Enter the Default number of months in the contract and press TAB.

Enter in the default number of checks per fiscal year the employee type will be paid
in and press TAB.

Enter the method of biweekly pay calculation, “D” if based upon the Daily Rate or
“C” if based upon the number of Checks.

Click the Attendance Days button.

Enter in the number of sick, personal, vacation, and comp units earned per year, the
maximum limit this employee type may accumulate, and the rate the time accrues at
and press TAB. The accrue rate is used by the accrual utility as the default rate for
each type.

Enter in the number of units, if any per fiscal year granted the employee type for
personal reasons and comp time and press TAB. If the days convert to sick days at
the end of the fiscal year, type “Y” for yes and click the SAVE button to lock in the
information.

Finding an Employee Type

In order to edit/change or remove an employee type, it is necessary to locate it. The SORT method
assists the user in locating employee type by three search options.

TYPE

Allows the user to type in the employee type code being searched

DESCRIPTION Allows the user to search by description.

Editing/Changing an Emplovee Type

PAYROLL MANAGER provides the user with the ability to edit and change employee types.
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e Select the employee type from the listing.
e Click UPDATE from the Update Panel.
e Press TAB until the information to be changed is selected.

e  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing an Employee Type

e Select the individual employee type from the listing.

e Select DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “ARE YOU SURE?”
e  Click “YES” to remove the type.

e  Click “NO” to keep the type.

HUMAN RESOURCES Tips

0 If employees are associated with the selected type, deletion is not allowed.
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Employee Type Health

The Health screens are used to keep track of various medically related events (e.g. physicals).
From the Employee Types listing, select the employee type that you wish to update. Select the
HEALTH tab.

E Employee Type Maintenance

Employee Type | Wierkday | Attend Detai I Health

Type |Health Event  [Nest Dus DtfRaquied| =
ADMIN Phypsical ez - Employes Type: ADMIN

Healh Eveni: Physical j=]|
Requied: Yes
Newt Due;
Commenis:

Press to Add Record

ADD...
e Click ADD on the Update Panel.

e Enter a new Health Event, or click the magnifying glass to view a list of available
events.

e Answer “Y” if it is required, “N” if not required.
e Enter a Next Due Date for employees of this type, if one standard date is to be used.

e Enter any special instructions for this employee type.

VIEW...
e Select a Health Event from the listing.

e The Health Event information will be displayed on the right side of the screen.

CHANGE...
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e Select a Health Event from the listing.
e Click UPDATE on the Update Panel.
e  Press TAB until the information to be changed is highlighted.

e  Click SAVE to lock in the changes.

REMOVE...
e Select a Health Event from the listing.
e Click DELETE on the Update Panel.
e Enter “Y” and press Enter to remove the record.

e Enter “N” and press Enter to keep the record.

HUMAN RESOURCES Tips:

0 If you delete the Health Event, you will also delete this event from the
employee's records.

PRINT...

. If you enter a next due date, you may print a report of the health events due by clicking on the

print icon. M
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Employee Type Salary Schedule

The path to the Employee Type Salary Schedule is Maintenance = Employee Type = Schedule.
Salary schedule information can be set for each employee.

E Employee Type Maintenance

Employee Type | Werkday | tendDetal | Healh

Type |Desciiption |t WolEfiect Date]Stap iner  |Schedua Type| « |

EmplopesTope:
Canlral ld
Effective Dabe

Start D abe:
End Drabe:
Schedue Type:

e Select the desired employee type from the Employee Types tab.

e  Click the Schedule tab.

Adding a Salary Schedule

e Click ADD from the Update Panel to add a new schedule

e  Enter the control ID or click the magnifying for a list of available Salary Schedules.
o  Enter the effective date for this schedule.

o  Enter the Start date.

e Enter the End date.

e  Enter the Schedule type.

e  Click SAVE to lock in the new schedule.
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Editing/Changing a Salary Schedule

Click the desired schedule from the list.

Click the UPDATE button from the update panel.

Press TAB until the information to be changed is highlighted.

Enter the new information and click SAVE. PAYROLL MANAGER will
automatically replace the old data with the new data.

Removing a Salary Schedule

Select the individual salary schedule from the listing.
e  Click DELETE on the Update Panel.
e PAYROLL MANAGER will ask you “Delete this record?”

Click “Yes” to remove the schedule.

Click “No" to keep the schedule.

PRINT...

. If you enter a salary schedule, you may print a report of the salary schedules by clicking on the

print icon. |___Frint

Exiting the Salary Schedule Module

Selecting EXIT will return the user to the PAYROLL MANAGER Main Menu.
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Attendance Codes

To categorize employee attendance records uses PAYROLL MANAGER attendance codes.
These codes are used to maintain employee sick, vacation, compensation and leave time records.

Select Maintenance = Attendance Code from the main screen to enter the attendance codes
module. The Attendance Codes Screen will be displayed, listing all codes in alphabetic order.

E Maintenance Menu

Attendance | Depls I Buildngs | Accounts Dudu:tiunel Pay Freq: Eam Codes

; .r' T.I I..-1Z o Code: T
FERSOMAL CARRYOVEF yes PERSONAL Mame: COMP CARRYOVER
SICK. CARROVER ez | SICK Chaigeable: YES T I 1rI
ype: | COMP TIME

WACATION CARRYOVER pes VACATIOM
LEAVE WITHOUT FAY  no Unit Types € Hewly 68 Dary
LEAVE WITHOUT PAY - P no Sericeity NO

SCHOOL BUSINESS o

COMP wes |COMP TIME
COMFEREMCE AVISITATIC puy

SO0RT STARTING

o] o]

Press for Mext Record

Adding a Code

e Click ADD on the Update Panel.

e Type the attendance code (up to a maximum of two characters) and press TAB.
o  Enter the description and press TAB.

e If'the absence is chargeable type “Y” for “YES” and press TAB.

e Enter the type the absence is chargeable against, “S” for sick, “V” for vacation, “P”
for personal or “C” for comp time and press TAB

e  Select unit type, Hourly or Daily.
e Enter “Y” or “N” if it applies to Seniority Calculation.

e Click SAVE to lock in the new attendance code.
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HUMAN RESOURCES Tips:

0 There are five fixed attendance codes, *S, *P, *V, *C, and L'V. The * codes are
accrual codes used to grant employees units earned. The LV code is used to record extended
period of unpaid leave. Any recorded leave is used in the calculation of seniority dates.

Finding an Attendance Code

In order to edit/change or remove an attendance code, it is necessary to locate it. The SORT
method assists the user in locating the attendance code.

CODE Allows the user to sort by the attendance code being searched.

DESCRIPTION Allows the user to sort by code description.

Editing/Changing an Attendance Code

PAYROLL MANAGER provides the user with the ability to edit and change attendance codes.

e Select the attendance code from the listing.
e Select UPDATE from the Update Panel.
e  Press TAB until the information to be changed is highlighted.

e Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing an Attendance Code
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Select the individual attendance code from the listing.

Select DELETE from the Update Panel.

PAYROLL MANAGER will ask you “Delete this attendance code?”
Click “Yes" to remove the code.

Click “No" to keep the code.

Exiting the Attendance Code Module

Click the EXIT button to return to the PAYROLL MANAGER main menu.

77



Departments

A department is an individual segment, such as a specific division or department, of the municipal
entity that is segregated for reporting purposes. A department code is assigned to each employee
record in Employee Information Maintenance. Users may want to create and maintain departments
to enhance the relevance of data in PAYROLL MANAGER.

The departments module provides the user with the ability to create, edit, and define department
codes used within its system. Select Maintenance = Departments from the PAYROLL
MANAGER main screen. The Department Maintenance Screen will be displayed, listing all
department codes in alphanumerical order.

E H n.'IirIl enarnce H enu

Atterdance | Depts

| Buildrig: | Accounts | Dudu::l:iunel Pay Freqe Eam Codes

Dept Code| Depatment Name -]
WJ

CHA
DIR
D15
GLE
HIL
IRO
MNT
MHS
ROS

CRAIG

DIRECTORS' OFFICE
DISTRICT OFFICE
GLEMCLIFF

HILLSIDE

IROQUOIS

MalN TEMAMCE
HISEAYUNA HIGH SCHOOL
ROSEMDALE

Code; EIR
Mame: BIRCHWOOD

SORT STARTING

i+
s

Code

MHame

o] o [ow] o

Press for Mest Recod

Adding a Department

e Click ADD from the Update Panel.

e Type in the department number or code and press TAB.

e  Enter the department name and click SAVE to lock in the new code.

Finding an Existing Department
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In order to edit/change or remove a department code, it is necessary to locate it. The SORT
method assists the user in locating department codes by two search options.

CODE Allows the user to type in the department code number being searched.

NAME Allows the user to search by department name.

Editing/Changing Department Codes

PAYROLL MANAGER provides the user with the ability to edit and change department names.
Department codes cannot be edited.

Select the individual department from the schedule listing.

Click UPDATE from the Update Panel.

Press TAB until the information to be changed is highlighted.

Enter in the correct name and click SAVE. PAYROLL MANAGER will
automatically replace the old name.

Removing a Department

Select the individual department from the schedule listing.

Click DELETE from the Update Panel.

PAYROLL MANAGER will ask you “Delete this department?"

Click “Yes" to remove the department.

Click “No" to keep the department.

Payroll Tips:
0 If the department code has employees attached deletion will not be
allowed.

Exiting the Departments Module
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Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER main
screen.
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Buildings

The buildings listing provides the user with the ability to create, edit, and define the individual
building codes used within the system. Building Codes are used to help categorize or group
employee by building for payroll and personel reporting and sorting purposes. You may also
choose to print payroll checks by building. A Building Code is assigned to each employee record
in Employee Information Maintenance. Select Maintenance = Buildings from the PAYROLL
MANAGER main screen to enter the Building Maintenance Screen, which lists all building codes
in alphanumerical order.

E H n.'IirIl enarnce H enu

.ﬁ.l:lun:l-uul Depts I Buildngs | Accounts | Duduntiuml Pay Frege Eam Codes

Code Mame Cornilact -
CRA CRAIG : EIRCHWOOD
DiR DIRECTORS'CTR

Dis DISTRICT OFFICE

GLE GLEMCLIFF

HIL HILLSIDE

IR0 IROQUOIS

MMHT MAINTENANCE

NHS MISKAYUMNA HIGH SCHOD

PRCHS  HIGH SCHOOL CAFE

i+ Code [

SORT STARTIMNG
" Name

" -] L=l =

Press for Mest Recod

Adding a Building

e Click ADD from the Update Panel.
e Type in the building code number and press TAB.
e  Enter the building name and press TAB.

e  Enter the building address and primary contact person. This address should be the
shipping and/or mailing address of the building.

e  Click SAVE to lock in the new information.

Finding an Existing Building
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In order to edit/change or remove a building code, it is necessary to locate it. The SORT method
assists the user in locating building codes by two search options.

CODE Allows the user to type in the building code being searched

NAME Allows the user to type in the name of the building being searched.

Editing/Changing a Building

PAYROLL MANAGER provides the user with the ability to edit and change building names and
addresses. Building codes cannot be edited.

Select the individual building code from the schedule.

Click UPDATE from the Update Panel.

Press TAB until the desired information to be changed is selected.

Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing a Building

Select the individual building code from the schedule.

Click DELETE from the Update Panel.

PAYROLL MANAGER will ask you “Delete this building?”

Click “Yes” to remove the building.

Click “No" to keep the building.
Payroll Tips:

0 If the building code has employees attached, deletion will not be allowed.

Exiting the Buildings Module
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Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER main
screen.
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Chart of Accounts

The chart of accounts provides the user with the ability to create, edit, and define the individual
budgetary account codes used within its system. Select Maintenance = Chart of Accounts from
the PAYROLL MANAGER main screen to enter the chart of accounts. The Chart of Account
Maintenance Screen will be displayed, listing all account codes in alphanumeric order.

M Hainterance Manu

41001001 TAXES-CLIFTOMPaRE  FEY A -IERART EQDESDIST
A1001 0% TA¥EC.COLONIE FEV | Furd: O =lwaid=
A1001002 TAHES-GLEMVILLE FE¥ A | wpe: [5 Losadiary Appras. 2|
21001004 TAXES-MIS<ArLNa FEW &

A1 AAMNM RIARN NF FO-MS8] 8F SPPE A

Shatum: |hoive uf

A101020CS00000  DOAMD OF CE-COUIMME AN A S1 Code: a
A101 0400500020 EQARD OF ED-CONT ==F &FFR A O
AIDI04SC500000  BOARD OFED-WAT 65U sppa s | isler

SORT STARTING TrPE S1a7US

= Agcourt | — TG T Active
 Hame ; R".:.  |pacive
e ﬁl‘l 0 A

I e N L'lmtl].asil

[S ke wath Mowse or uee Up/Covn Fers.

Adding an Account

e Select ADD from the Update Panel.

e  Type the account number and press TAB.
Accounting Tips:
0 Account numbers should begin with the individual fund letter followed by
the account number as indicated by the New York State Uniform Chart of
Accounts. Your fund’s specific account number format is designated under the

specifications of each fund. (Please refer to ACCOUNTING MANAGER:
Maintenance - Funds). Be sure to follow your specified account code format.

e  Enter the account name and press TAB.
e  Enter the fund or click the magnifying glass to select from the Fund look-up listing.

e  Enter the account type and press TAB. Enter G for a general ledger account, S once
for a subsidiary revenue account, or S twice for a subsidiary appropriation account.

e  Enter the Account Status, A for Active or I for Inactive, and press TAB.
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e Enter a State Consolidation Code to consolidate the account to for New York State
reporting purposes. Be sure to enter in a valid State reporting code or click the
magnifying glass to select from the State Consolidation look-up listing. After all new
accounts have been entered click SAVE to lock in the new information.

Finding an Existing Account

In order to edit/change or remove an account code, it is necessary to locate it. The SORT method
assists the user in locating account codes by four search options.

ACCOUNT Allows the user to type in the account number being searched
NAME Allows the user to type in the name of the account being searched.
TYPE Allows the user to sort by account type.

STATUS Allows the user to sort by account status.

Editing/Changing an Account

PAYROLL MANAGER provides the user with the ability to edit and change account codes. The
account code and type cannot be changed once entries exist for the account code.

e Select the individual account code from the schedule listing.
e Click UPDATE from the Update Panel
e Press TAB until the information to be changed is selected.

e  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing an Account

Unused account codes may be removed from the system provided no activity exists in the account
history.

e Select the individual account code from the schedule listing.
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Click DELETE from the Update Panel.
PAYROLL MANAGER will ask you “Delete this account?”
Click “Yes” to remove the code.

Click “No” to keep the account.

Exiting the Chart of Accounts Module

Selecting EXIT will return the user to the Maintenance Menu
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Deduction Codes

To categorize and standardize employee payroll deductions PAYROLL MANAGER uses
deduction Codes. Deduction Codes are assigned to employee records in Employee Deduction
Information Maintenance.

Select Maintenance = Deduction Codes from the PAYROLL MANAGER main screen to enter
the Deduction Codes module. The Deduction Codes Screen will be displayed, listing all codes in
alphabetic order.

E Maintenance Menu

.ﬁ.l‘.lun:l-uul Depts I Buildngs | Accounts | Dudu:liunel Pay Frege | Elnl:u-:hsl

Code Dezcrption Taw Type| = Code: B Descr:

BCI7FAM= BCA7%-FAM-FLEM Before Anruity: No Flex Mo Flex Type: | Reimbursemernt
BCI7IND  BC-17%IMD After Type: |Before Tax Deduction From Gioss = |

BC182PC  BC-1E8%-2 PERS-CHILD  After Bank Acct Yes Exciuds From Cale 1o Erint Poz; ©
BC182PS* BC-18%-2P-SFOUSEFLE Befoe s DEFALLT SETTIMGS o=

BC18FaM  BCAE%-FAM Alter
BC1GFAM® BCAS%-FAM-FLEX Befare Pay Freq: QO Dedvear [ -] AmtPer
BC18IMD  BC-1&%-IMD Alter Tirnes Taker: O Ded Type: - I Doollar Lire

BCIGIND*  BCA8%-NDFLEX Befare ¥ e ACOOUNTING INFORMATION ™=
SORT STARTING  T¥PE G/L Acct al

Flee [ &AMl AP Vet 0 O

" Description " Before Tax
T After Tax

T 1] [l 1=]

Select with Mouse o use Up/Down Keys.

Adding a Deduction Code

e Select ADD from the Update Panel.

e Type the Deduction Code (up to a maximum of eight characters) and press TAB.
e  Enter the description and press TAB.

e Ifthe deduction is an annuity, type “Y” and press ENTER

e If the deduction is a cafeteria or flex plan, type “Y” and press TAB.

e Ifa flex deduction, enter the necessary flex plan code, “D” for dependent care, “M”
for medical, or “R” for reimbursement, and press TAB.
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e  Enter the deduction type, “B” for deduction before taxes or “D” for after taxes, and
press TAB.

o Indicate whether the deduction requires a bank account number by entering “YES”
or “NO” and press TAB.

e If the deduction is to be excluded from the current payroll calculation, type “Y” for
“YES” and press TAB.

e  Enter the proper print position for this deduction. This field is active only if the Use
P/R box number for P/R Deductions flag is checked in the System Parameters
Preference Maintenance Function.

o  Enter the default settings for this deduction code. These defaults will be used every
time the deduction is added to an employee’s master information. Defaults exist for
the pay frequency, times taken per year, deduction year, deduction type, fixed
amount, and year-to-date dollar limit.

o  Enter the general ledger account code the deduction is to be recorded in, if any, and
press TAB. Click the magnifying glass to view available account codes from the
Account look-up screen.

o If this deduction is payable to a single accounts payable vendor, enter the desired
vendor number. Click the magnifying glass to view available vendors from the

Vendor Maintenance screen.

e If the deduction is before taxes, indicate the tax withholdings the deduction is
exempt from by clicking the Exemptions buttons.

Finding an Deduction Code

In order to edit/change or remove a deduction code, it is necessary to locate it. The SORT feature
assists the user in locating deduction codes by three search options.

CODE Allows the user to type in the deduction code being searched.

DESCRIPTION Allows the user to type in the description of the deduction code being
searched.

TYPE Allows the user to sort the listing by type.

Editing/Changing a Deduction Code

PAYROLL MANAGER provides the user with the ability to edit and change deduction codes.
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e  Select the deduction code from the listing.
e Click UPDATE from the Update Panel.
e  Press TAB until the information to be changed is selected.

e  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

e IfaT&A code exists which matches this deduction, the user must decide whether or
not to also update the related T&A code (see T&A codes in ACCOUNTING
MANAGER).

Removing a Deduction Code

Unused deduction codes may be removed from the system provided no activity exists in the
account history.

e Select the individual deduction code from the listing.
e Click DELETE from the Update Panel.
e PAYROLL MANAGER will ask you “Delete this deduction?”

e  Click “Yes” to remove the code.

e  Click “No" to keep the code.

Exiting the Deduction Module

Selecting EXIT will return the user to the Maintenance Menu.
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Pay Frequencies

PAYROLL MANAGER uses pay frequency codes to categorize when employee supplemental
earnings and voluntary deductions are earned or taken. The frequencies serve as switches that can
be turned on when the earning or deduction is desired. Frequencies are assigned to each employee
deduction record in Employee Pay Freqeuncies Information Maintenance.

Select Maintenance > Pay Frequencies from the PAYROLL MANAGER main screen to enter
the Pay Frequencies module. The Pay Frequencies Screen will be displayed, listing all codes in
alphabetic order.

E Maintenance Menu

.ﬁ.l:lun:l-urul Depts I Buildrig: | Accounts | Dudu:tiun:l Pay Freqe | Eam Codes

Code  |Desciption Chiecks] T -

1020 10 MO0-20 PAYS TSATL 20 DEDUCTIONS
1021 10MO-21 PAYSING 2| DEDUCTIONS Code:

10M0 10 MONTH PAY 21 EARMINGS Description:

110 |11 MONTH FaY 24 EARMNINGS Checks: 0

12M0 12 MONTH PayY 26 EARMINGS Tmﬂ:m
1PAY  PAY 1R - MER/LOMNG 1 EARMINGS

4 | SPECIALED PROG 4P&Y 4 EARMINGS

912 9MO 18 PAYS 12 DEDUCTIONS =

SORT STARTING

& Code |

 Descriglian

1 -] B =l =

Select with Mouse o use Up/Dovn Keys.

Adding an Pay Frequenc

e Select ADD from the Update Panel.
e Type the frequency code (up to a maximum of four characters) and press TAB.
e  Enter the description and press TAB.

e  Enter the number of checks, per fiscal year, to be paid to the employees in this pay
frequency.

e Select the type of frequency. Enter “D” for deductions only, “E” for earnings only, or
“B” for both deductions and earnings.

e  Click SAVE to lock in the new information.
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Finding an Pay Frequency

The Sort method assists the user in locating frequency codes by two search options.

CODE Allows the user to type in the frequency code being searched.
DESCRIPTION Allows the user to type in the description of the pay frequency being
searched.

Editing/Changing a Pay Frequency

PAYROLL MANAGER provides the user with the ability to edit and change pay frequency
codes.

e Select the pay frequency from the listing.
e Click UPDATE from the Update Panel.
e  Press TAB until the information to be changed is highlighted.

e Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing a Pay Frequency

e Select the individual frequency code from the listing.

e Click DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “Delete this pay frequency?”
e Click “Yes” to remove the code.

e  Click “No" to keep the code.

e If the pay frequency is in use, it can not be removed.
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Exiting the Pay Frequency Module

Selecting EXIT will return the user to the Maintenance Menu.
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Earning Codes

To categorize employee earnings and assist in budgetary reporting PAYROLL MANAGER uses
earning codes. Payroll information defined in earning codes is used in calculating payroll for those
earning situations. Earnings Codes are assigned to employee records in Employee Earnings
Information Maintenance.

Select Maintenance = Earning Codes from the PAYROLL MANAGER main screen to enter the
earning codes module. The Earning Codes Screen will be displayed, listing all codes in alphabetic
order.

E Maintenance Menu

Attendance | Deptz I Buildrig: | Accounts Dudu:tiun:l Pay Freqe | Eanl:u-:lansl

RS 2%+ YRS ined Wwages Code: 23+YRS

2MD MA SECOMD MASTERS Fixed Descriphore 23+ YRS
ADD ASGN  ADDITIONAL ASSIG Indnadusl Amt Type: [Fived b ~]

ADD HRS  ADDITIONAL HOUR Indnadissl ‘Wage Type: [\/20=: -I

ADVISOR  ADVISOR |r'|I:|.h'IljJEi Inc In Cortract ves Prik Posiior: 0
BDREC BOARD RECORDER Indhidusl

BUS DUTY BUS DUTY Indradusl ! === DEFALLT SETTINGS ===

CAF DUTY  CAFE DUTY Indrvidies Def EanFreg QJ
COACH COACHES | ndradiaal Times Paid 0 Fised Ami; 0.00

SORT STARTING AMOUNT TYPE Eam¥r|F = Dolar Limit; 2,450.00

% Code I " Fixed o ACCOUNTING INFORMATION ===
™ Description ™ Irdiviceal QI
= Bath

[ =] L=l =

Select with Mouse o use Up/Dovn Keys.

Adding an Earning Code

e Select ADD from the Update Panel.

e Type the earning code (up to a maximum of eight characters) and press TAB.

e  Enter the description and press TAB.

e Select the amount type, fixed or individual, and press TAB.

e Select the wage type, wages or reimbursement, and press TAB.

e Enter "Yes" or "No" to have the earning code included in contractual calculations.
Payroll Tips:

0 Reimbursement earning codes may be used to reimburse employees for
valid business expenses through the payroll system. They are used in lieu of direct
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payments from the General Fund through the accounts payable system the
reimbursements are reported on the employee’s Form W-2 at year-end.

o  Enter the proper print position for this Earning. This field is active only if the Use
P/R box number for P/R Deductions flag is checked in the System Parameters

Preference Maintenance Function.

o  Enter the default settings for this earning code. Defaults exist for the pay frequency,
times paid per year, earning year, fixed amount, and year-to-date dollar limit.

e  Enter the general ledger account code for the earning code or click the magnifying
glass to view available account codes.

Finding an Earning Code

In order to edit/change or remove an earning code, it is necessary to locate it. The SORT method
assists the user in locating earning codes by three search options.

CODE Allows the user to type in the earning code being searched.

DESCRIPTION Allows the user to type in the description of the earning code being
searched.

AMOUNT TYPE Allows the user to sort the codes by account type.

Editing/Changing an Earning Code

PAYROLL MANAGER provides the user with the ability to edit and change earning codes.

e Select the earning code from the listing.
e Click UPDATE from the Update Panel.
e  Press TAB until the information to be changed is highlighted.

e  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing an Earning Code
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Unused deduction codes may be removed from the system provided no activity exists in the
account history.

e Select the individual earning code from the listing.

e Click DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “Delete this earning code?”
e Click “Yes” to remove the code.

e  Click “No" to keep the code.

Exiting the Earning Code Module

Selecting EXIT will return the user to the PAYROLL MANAGER main screen.
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Direct Deposit Banks

The direct deposit banks menu provides the user with the ability to create, edit, and define the
different bank codes used in conjunction with direct deposit by the system. Select Maintenance >
Direct Deposit Banks from the PAYROLL MANAGER main screen to enter the appropriate
bank information. The Available Banks Screen will be displayed, listing all bank codes in
alphabetic order.

E Bank Mainlenance

Bank Code: ADIR TST  Routing #: 021302824

AMSTERD AMSTERDAM FED SAVINGS Name: ADIRONDACK TRUST
AMSTRDA AMSTERDAM SAVINGS Address:

BalSPa M BALLSTON SPA MATIONAL B
BODST DEP BOSTOMN SAFE DEPOSIT & T G5t
CAP BANK, CAPITAL BANK. & TRUST
CAP COME CAPITAL COMMUMICATION
CENMAT |CENTRAL NATIONAL BANK

Contact
Phirie;

SORT STARTIMNG
% Code |

i Hame

" City

[Select with Mouse or use Up/Down Keps.

Adding an Bank

e Select ADD from the Update Panel.

e  Enter the bank code and press TAB.

e  Enter bank routing number and press TAB.
e  Enter the bank name and press TAB.

e  Enter the bank address and press TAB.

o  Enter the bank contact and phone number and click SAVE to lock in the new
information.

Finding a Bank
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In order to edit/change or remove a bank, it is necessary to locate it. The SORT method assists the
user in locating bank codes by three search options.

CODE Allows the user to type in the bank being searched.
NAME Allows the user to type in the bank name being searched.
CITY Allows the user to type in the city of the bank being searched.

Editing/Changing a Bank

PAYROLL MANAGER provides the user with the ability to edit and change bank codes.

e Select the bank code from the schedule listing.
e Click UPDATE from the Update Panel.
e  Press TAB until the information to be changed is selected.

e Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data.

Removing a Bank

Unused bank codes may be removed from the system provided no detail activity exists for the
bank code.

e Select the bank code from the listing.
e Click DELETE from the Update Panel.
e PAYROLL MANAGER will ask you “Delete this Bank?”

e  Click “Yes” to remove the code.

e  Click “no” to keep the bank.
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Exiting the Direct Deposit Module

Selecting EXIT will return the user to the PAYROLL MANAGER main screen.
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Tax Tables

PAYROLL MANAGER uses tax tables to calculate employee payroll taxes. The user may use
either multiple tax tables for employees residing in different municipalities or the standard federal
and state tables provided. Each tax table is contained on three complete screens, an Information
screen, a Calculation Method screen, and a Tax Table screen.

Select Maintenance = Tax Tables from the PAYROLL MANAGER main screen to enter the tax
tables module. The Tax Tables Description Screen will be displayed, listing all tables in alphabetic
order.

The Tax Table Screens

There are three tax table screens:

Information This screen lists the different tax tables and their descriptions in
alphabetical order. The detail features of the description screen are
displayed, and they can be updated. They may be viewed and
updated by using the UPDATE command.

Tax Table Maintenance

Calc Method Tax Table

Tax Code: EIC Tauﬁutl-nil}chEl'_EFi.-'-.LEE 'I

Desciiption: EARMED INCOME CREDIT

FED |FEDERAL WITHHOLDIN FED W/H
NY | NEW YORK STATE WIT STATE W/H e
NYE NEW YORK CITY WITHE CITY wWiH [

YO YOMKERS CITY WITHHI CITY \wWitH Taw Lisblity Acct: al

Press for Mest Record.
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Calculation Method This screen defines the applicable tax percentages used in the tax
calculation, maximum taxable amounts, and the general ledger
account codes used to account for these withholding amounts.

Tax Table Maintenance

l Calc Methad I Tax Table

Tax Coder FED TaxAuthonty, FEDERAL W/H
Descripior: FEDERAL WITHHOLDIMNG T

Employer FICA %: 6.20 Emploper MEDI Z:
Emplopes FICA %: 6.20 Employes MEDI %:
Mammum FICA Wages:  72.600.00 b asarmum ME DI ‘W' ages:
Fica/Medi Exp Acct TA2E 2 vl
Fica/Medi Liab Acct TAZE 2 = Irvvalid
Ful %: M axirmum FUI 'afages: 7,000, 00
FUI Expenze ficct TAZE Q| = Irwabd
FUI Liabilky Acct TA26 QU Irwvaha

Select with Mouse or Use Up/Down Kays,

Tax Table This screen defines the withholding allowance amounts of the
wage brackets for varying tax brackets.

Tax Table Maintenance

Calc Method I Tax Table

TaxCode: FED'  Tax Authoity: FEDERAL W/H
Dezciption: FEDERAL WITHHOLDING Tax

WiH Allowance femt: Z,750.00 Supplernental wi/H Pet: 28.0000

Anniual Single W/H Anniial Mared WH
W § plus % of excess over WiiH § pluz % of excess over

0. 00 15.00C Z,650. 0.00 15.00C 6,450,
3,.697.50 2%.00C 27,300. &,157.50 28.00c 47,500,
12,433, 31.00C E8,500. 20,437.50 31.00C 98, 500.
35,156, 3&.00C 131 ,800. 40,432 50 3I6.00C 163,000,
90, 200. 33600 284,700, B85 ZBE. -60C 287,600,
o. 0. 0oC o. o .ooc a.

o. 0. 00oC o. - -ooc o.

Fie | e | Hest | Last

Select with Mouse or Use Up/Down Keays,
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Switching Tax Table Screens

In order to access the multiple tax table screens, PAYROLL MANAGER enables the user to flip
between them by clicking the desired tab.

Editing/Changing a Tax Table Screen

PAYROLL MANAGER provides the user with the ability to edit and change the tax tables as
current tax regulations change.

e  Switch to the screen to be changed

Payroll Tips:

0 For a full description of the various fields on each tax table screen please refer to
Adding a Tax Table below.

Adding a Tax Table

e From the information screen, select ADD from the Update Panel.
e  Type the tax table code (up to a maximum of three characters) and press TAB.

e  Enter the type of tax authority and press TAB. Enter F for Federal, S for state, C for
city, or F twice for Earned Income Credit.

e  Enter the description and press TAB.
e  Enter your tax reporting identification number.

e  Enter the general ledger account code the tax liability is to be recorded in and press
TAB. Click the magnifying glass to select from a list of available accounts.

City Tax Authorities
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The following exemption is available for city tax authorities:

City W/H City Withholding Tax

After entering the final response, PAYROLL MANAGER will revert to the Tax Table
Description Screen. The calculation method screen and the tax table screen now need to be entered
for the new tax table.

Federal Tax Authorities

The following exemptions are available for federal tax authorities:
Fed W/H Federal Withholding Tax

Emp FICA Employee FICA Withholding Tax

Empr FICA Employer FICA Tax Expense

Emp Medi Employee Medicare Withholding Tax

FUI Federal Unemployment Insurance Expense

o  Select the newly created federal tax table from the listing.

e  Select the calculation method tab to switch to the percentage-withholding screen.

e  Click UPDATE from the Update Panel.

e  Enter the employer FICA percentage and press TAB.

e  Enter the employee FICA percentage and press TAB.

e  Enter the maximum FICA wages and press TAB.

e  Enter the employer Medicare percentage and press TAB.

e  Enter the employee Medicare percentage and press TAB.

o  Enter the maximum Medicare wages and press TAB.

e  Enter the general ledger account code the FICA/Medicare expense is to be recorded
in and press TAB. Click the magnifying glass to select from the list of available
accounts.

o Enter the general ledger account code the FICA/Medicare liability is to be recorded

in and press TAB. Click the magnifying glass to select from the list of available
accounts.  Enter the federal unemployment insurance percentage and press TAB.
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e  Enter the maximum wages subject to federal unemployment insurance and press
TAB.

o Enter the general ledger account code the federal unemployment insurance expense
is to be recorded in and press TAB. Click the magnifying glass to select from the list
of available accounts.

o  Enter the general ledger account code the federal unemployment insurance liability is

to be recorded in and press TAB. Click the magnifying glass to select from the list of
available accounts.

State Tax Authorities

The following exemptions are available for state tax authorities:
State W/H State Withholding Tax

SuUI State Unemployment Insurance Expense

e Select the newly created state tax table from the listing.

e Select the Calculation Method tab from the Update Panel to switch to the percentage-
withholding screen.

e C(Click UPDATE from the Update Panel.

o Enter the calculation basis, “D” for directly calculated or “F” for a percentage of the
federal tax liability or “S” for state and press TAB.

e  Enter the gross wage cut-off amount, which is the amount over which taxes will not
be calculated, and press TAB.

o  Enter the Base Gross percentage and press TAB.
e  Enter the standard gross pay adjustment percentage and press TAB.
o  Enter the federal withholding adjustment percentage and press TAB.

e  If the withholding should be adjusted for the FICA withholding, enter Y for “yes” or
N for “n” and press TAB.

e  Enter the minimum standard adjustment and press TAB.
e  Enter the maximum standard adjustment and press TAB.
e  Enter the state unemployment insurance percentage and press TAB.

e  Enter the maximum wages subject to state unemployment insurance and press TAB.
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Enter the general ledger account code the state unemployment insurance expense is
to be recorded in and press TAB. Click the magnifying glass to select from the list of
available accounts.

Enter the general ledger account code the state unemployment insurance liability is
to be recorded in and press TAB. Click the magnifying glass to select from the list of
available accounts.

Enter the standard single deduction and press TAB.

Enter the standard married deduction.

For all Tax Authorities

Select the Tax Table tab from the Update Panel to switch to the withholding
allowance screen.

Click UPDATE from the Update Panel.
Enter the withholding allowance amount and press TAB.
Enter the supplemental withholding rate and press TAB.

Enter the annual single withholding tax table with the withholding amount,
percentage rate, and tax bracket limit for each line. Press TAB after each.

Enter the annual married withholding tax table with the withholding amount,
percentage rate, and tax bracket limit for each line. Press TAB after each.

The tax tables are complete. Click SAVE to lock in the new information.

Removing a Tax Table
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Select the individual tax table from the listing on the Information tab.
Click DELETE from the Update Panel.

PAYROLL MANAGER will ask you “Delete this tax table?”

Click “Yes” to remove the table.

Click “No” to keep the table.



Exiting the Tax Table Module

Selecting EXIT will return the user to PAYROLL MANAGER main screen.
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Employee Information

The maintenance module also provides the user with the ability to create, edit, and define
individual employee master files. The complete employee file is maintained on eight separate
screens. Each screen contains different employee information. User access to the different screens
can be limited based upon the user’s duties.

Select Employee Information from the PAYROLL MANAGER main screen to enter the
employee information module. A list of available employees will be displayed in alphabetical
order on the screen.

The Employee Information Screens

There are seven employee information screens:

1-Employee This screen displays a listing of all the employees along
with the SORT search feature.

B Employee Maintenance

Employes | Information | Retiement | Eamings | Deductons | DiectDep | Tas'wihd |

SORT STARTING STATUS

ABBENANTE, MALIREEM M & Name I— & Active
AERAHAM. VIRGIMIA 146564738 e ™ Inactiva
AERAMS, MALREEMN 091-50-2068 =t || " OnLeave
ACCUMANND, LOUISE & 103466316 1607 &  Temparay
ACKLEY, DAVID A 0E9-E2-2160 1381 & "~ Rstind
ADAMEL, CHERYL ) 071-45-3497 44 i |
ADAMS, NAMCY 083488912 1528 A
ADELSON, MARCH 118-65-0483 5A
ADLER. VIRGIMIA I73-44-3525 A
AFFINITO, SILVIA E 129-50:3233 T A
AGNETA, REGIMA E 0805203 g A
AIELLOCLOUTIER, MARY [ 073-44-1789 104
AINSLIE, JAMNE M 086-25-3041 14| =

Srev | Mest | Last
|Press bo Exil.
2-Information This screen lists the basic employee
payroll information, such as name, address, and employee
type.
3-Retirement Information This screen lists the employee's retirement information.
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4-Earning Information This screen defines the employee’s contracted salary or
hourly rate, the pay frequency, and the general ledger
account code the payroll expense is to be recorded in.

5-Voluntary Deductions This screen summarizes the employee’s tax withholding
and voluntary payroll deductions on a per pay period and
annual basis.

6-Direct Deposit This screen lists the direct deposit information, such as
bank code, account number, the status of the employee
and the date started.

7-Tax Withholding This screen lists the tax with holding for each employee.

Users may access screens two through seven from the Available Employees Screen by selecting
the desired employee and desired tab, for the desired screen.

From screen two through seven, the user may select other employees by using the SORT method
or by using the scroll bar. The user may also switch from screen to screen for the selected
employee by clicking the desired tab, for the desired screen.

Switching Screens

In order to access the multiple employee information screens; PAYROLL MANAGER enables
the user to flip between screens two through eight by selecting the desired tab.
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Employee Basic Information

To enter the Employee Information click the INFORMATION tab. The Information tab will
access the Employee Maintenance screen, which contains the employee’s basic information, such
as his/her name, address, and social security number. This is the first screen that must be added
when entering a new employee.

M Employee Maintenance

Employee | Information | Retiement | Eanings | Deductions | DiectDep | Tax'wihd |

Employee; 1697 Mantal Stabuz: | Srale i
Name: [Public. Jor O Employment Status: [4ctve 7]
s5N:[01z-34-5677 | (= Male [ Femaie HiieDate: [09/09/1995
Salutation; m Teim Reasor; | <Mone: =
Bith Date: [01/01 /1565 TemDate| + +
Address: |1 Main Sheet Rehine Diate: T
Emp Type: IW QI
Buiding [Hs Gl
State: W Zip Code: Im Department: IF gl

Phone: |516-555-8354 Ext: | Friveate: Ethricity: |'#/hite (Not Hispanic =

Eiey | Newt | Last

|Piivate Phone.

Adding an Employee

e Select ADD from the Update Panel. PAYROLL MANAGER will automatically
assign the next available employee number to the new employee.

e  Enter the employee’s name in the following format, last name, comma, space, first
name, space, middle initial, and press TAB.

e Enter the employee’s social security number and press TAB.
e Select the employee’s gender by clicking on the desired radio button.

e  Enter a Salutation (e.g. - Dr., Mr., Ms., and Mrs.) by clicking on the down arrow and
selecting the appropriate greeting and press TAB.

e  Enter the employee’s birth date and press TAB.

o  Enter the employee’s full address, phone number, extension, and private phone
indicator (if applicable). Press TAB after each line item.
NOTE: If the Private phone field is checked, the employee’s phone number displays
as UNLISTED on the Employee Directory Listing that can be generated from the
Human Resources Reports — Employee Lists drop-down menu.
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Select the marital status by clicking the down arrow and press TAB.

Select the employee’s status: “A” for Active, “I” for Inactive, “R” for Retired, “L”
for On Leave, or “T” for Temporary and press TAB. The Employment Status Code
may be used throughout the system to locate a specific employee record or to restrict
reports to employees of a particular status.

NOTE: If the Employment Status is changed to Inactive and an unposted payroll check
exists for that employee, a warning message displays indicating so. You may either
ignore the warning and leave the unposted check to be printed or delete the check using
the Display/Modify Current Payroll Checks function.

Enter in the employee’s date of hire and press TAB.

If an employee has been terminated select the Employee’s termination reason from
the drop down list.

Enter the employee’s termination date, if applicable, and press TAB.
Enter the employee’s rehire date if applicable and press TAB.

Enter the employee type or click the magnifying glass to select from a list of
available employee types. Select the type and click OK to return to the employee
information screen and press TAB.

The Building Field defaults to N/A (none assigned). If you use Building Codes enter
the building code the employee will be working at or click the magnifying glass to
select from a list of available building codes. Select the building and click OK to
return to the employee information screen and press TAB. The Building Code is
used to help categorize or group employees by building for Payroll and Personnel
Report sorting purposes. You may also choose to print payroll checks by building.

The Department field defaults to N/A (none assigned). If you use Department Codes
enter the department code or click the magnifying glass to select from a list of
available codes. Select the department and click OK to return to the employee
information screen and press TAB. The Department Code is used to help categorize
or group employees by department for Payroll and Personnel Report sorting
purposes. You may also choose to print payroll checks by department.

Select the employee’s ethnicity code from the drop down list and press TAB. Click
the magnifying glass to display a list of available ethnic codes. Ethnicity codes are
needed for Equal Employment Opportunity (EEOC) reporting purposes.

Click SAVE to lock in the new information.

Payroll Tips:

0 Every employee must have a Social Security Number. The system will not allow you
leave this field blank. If you try to save the employee information, the system will prompt
you for the SSN entry. The user must then enter a valid SSN for that employee or enter a
“?” in the field by pressing “Shift” and “?”, then clicking CANCEL to cancel the entire
employee information entry.

0 Every employee must be assigned to an employee type. Employee types allow for the
classification of all similar employees into a single group. Employee types allow the user to
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change certain basic defaults, such as number of sick days, number of vacation days, and
number of payroll checks, for the entire employee type population.

Finding an Existing Employee

In order to edit/change or remove an employee’s information, it is necessary to locate the
employee. From the Employee tab the SORT method assists the user in locating employee files.

NAME Allows the user to locate by name. Click the NAME radio button and
click in the STARTING box and type in the employee name being
searched.

SSN Allows the user to locate by social security number. Click the SSN

radio button and click in the STARTING box and type in the
employee’s social security number being searched.

EMP NUM Allows the user to locate by employee number. Click the EMP NUM
radio button and click in the STARTING box and type in the employee
number being searched.

STATUS Allows the user to sort the listing by status type.

Editing/Changing an Employee’s Information

PAYROLL MANAGER provides the user with the ability to edit and change employee
information files.

e Select the employee from the available employees listing.
o  Click the Information tab.
e Click UPDATE from the Update Panel.

e  Either press TAB until the desired information to be changed is selected or use the
mouse to click on the desired field you wish to change.

o  Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data with the new data.

0 It is no longer necessary to enter through a entire screen in order to SAVE a change.
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Employee Notes

PAYROLL MANAGER provides the ability for any unlimited amount of notes to be added and
maintained for each employee information screen. To add or view the notes for screen 1, select
NOTES from the Update Panel, a yellow note pad icon will appear in the left hand bottom of the
screen if notes exist (Please refer to Employee Notes for information on using the notes).

Removing an Employee

e Select the employee from the available employee listing.

e Select the Information tab.

e Click DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “Delete this employee?”
e Click “Yes” to remove the employee.

e  Click “No” to keep the employee.

Payroll Tips:
0 If payroll records exist for the employee the employee may not be deleted.
0 An employee’s data does not have to be removed from PAYROLL MANAGER

simply because they have ceased to work for the municipal entity. Employee information for
former employees may be reclassified to inactive, retired, or on leave status and relevant
information may be retained.

Exiting the Employee’s Information Module

Selecting EXIT from the Update Panel will return the user to the PAYROLL MANAGER main
screen.
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Employee Notes

The employee information section includes the ability to add and maintain an unlimited amount of
notes for each employee on each employee information screen. A yellow note pad icon will appear
in the left-hand bottom of the screen if notes already exist.

To add, view, or delete notes for an employee information screen, select NOTES from the Update
Panel. PAYROLL MANAGER will display the Employee Notes Screen.

Adding Notes

Notes may be added for any employee on any screen.

e  Click in the Employee Notes textbox.
e  Enter the desired note and click SAVE.

e Repeat for each desired employee note.

Removing Notes

e Select the note from the employee notes screen

e Click DELETE from the Employee Notes Screen Update Panel.

e PAYROLL MANAGER will ask you “Delete this employee note?”
e Click “Yes” to remove the note.

e  Click “No” to keep the note.

Exiting the Employee Notes Screen

Selecting EXIT from the Update Panel will return the user to the current Employee Information
Screen.
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Retirement

Click the Retirement tab to access Screen 3 - The Retirement Information screen details the
employee’s retirement system information.

P Employes Maintenance

Employee | Information | Retiement | Eamings | Deductions | DiectDep | Tax'ihd

Employes: 2654 Publc, John 0. 123-45-6777

RET. SY5 #1 RET. 5YS #2
Retie System:[TRS |l Retre Spstemc [ 4
Retirement #: [354100 Retiementtt [
Date Entered: [07/01 /95 DateEnteret | ¢+ /

Thear Mumbser: |'|_ Tier Mumber: [_
Moriths /*Year: |10 .0 Merths ear [0 0
Appl 54k |0 oo ApplSal 0. oo

Weterant ez % No ﬁnﬂew[ﬁue:l i

Bies=t | Notes | Exit

|Press bo Select & Crl Service Code.

Adding/Changing Retirement Information

e Click UPDATE from the Update Panel.

e  Enter the Retirement System Code or click the magnifying glass to select from the
Retirement System Look-up browser. Select the retirement code and click OK to
return to the Retirement Information screen and press TAB. The retirement number
must correspond to the tier number for the employee.

TRS

If the employee is entered into the Teachers’ Retirement System, the retirement number is a 6-
digit number. Tiers are arrived at according to the retirement number assigned to the employee.
Tiers 1 and 2 are noncontributory. Tiers 3 and 4 are contributory at a rate of 3% of pay.

Retirement Number Range Tier
000000 through 599999 1
600000 through 649999 2
650000 through 701737 3
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701738 through 999999 4

If the employee’s retirement number is not known the following codes may be used:

FULL Teachers whose membership is MANDATORY and whose membership number
is UNKNOWN

PART Teachers whose membership is OPTIONAL and who are NOT KNOWN to be
TRS members

RETD Teachers receiving a RETIREMENT ALLOWANCE from TRS or any other NYS Public
Retirement System

ERS

If the employee is entered into the Employees’ Retirement System, the retirement number is an 8-
digit number. Tiers are arrived at according to the retirement number assigned to the employee.
Tiers 1 and 2 are noncontributory. Tiers 3 and 4 are contributory at a rate of 3% of pay.

Retirement Number Range Tier
00000000 through 12999999 1
13000000 through 29999999 2
30000000 through 33340799 3
33340800 through 99999999 4

e  Enter the Retirement number and press TAB.

e  Enter the date that the employee entered the retirement system and press TAB.
o  Enter the tier number for the employee.

e  Enter the number of months to be worked.

e Ifasecond retirement system exists for this employee enter the information in the
same way as above.

e  After entering retirement information, select “YES” or “NO” if the employee is a
veteran and press TAB.

e Enter the employee’s anniversary date and click SAVE to save the new information.

Employee Notes
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PAYROLL MANAGER provides the ability for any unlimited amount of notes to be added and
maintained for each employee information screen. To add or view the notes for the Retirement
screen, select NOTES from the Update Panel. (Please refer to Employee Notes for information on

using the notes).
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Earnings

The Earnings Information screen can be accessed by clicking on the Earnings tab. This screen
details the employee’s salary and contract information. For screen image please click Earnings

Information.

Adding an Appointment

An appointment represents a contractual earning, usually supported by the Board of Education.

Click the Employee tab to select a specific employee from the list by using the scroll
bar or the sort feature.

Click the Earnings tab, and then click the appointment button.
Click ADD from the update panel.

Enter the employee type or click the magnifying glass to select from a list of
available employee types and press TAB.

Enter the payment method or click the magnifying glass to select from a list of
available payment methods.

“A” — Annualize The employee’s salary is based on an hourly or daily rate, which is

totaled to a yearly, base contract. Therefore it acts exactly like a “C”
only data entry at the assignment level is different. A period pay is
determined by dividing the yearly base contract by the number of
checks to be received.

“C” — Contractual The employee’s salary is based on a yearly total which is used to give a
period pay. This amount usually originates from a negotiated salary
schedule.

“D” — Daily The employee’s salary is dependent on the number of days worked in a
payroll cycle.

“H” — Hourly The employee’s salary is dependent on the number of hours worked in
a payroll cycle.

“S” — Supplemental This type allows for extra earnings not directly related to any of the

previous types to be added as a flat amount only. An example of this
would be payment for chaperoning.

Enter the over all FTE% and press TAB.

Payroll Tips:

0
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e  Enter the number of months the employee is expected to work during the year and
press TAB.

e  Enter the standard hours, recognized by the retirement system for a specific
appointment, and press TAB.

o  Enter the start and end date, this is the date for which this appointment and its
assignments will be valid for within the current fiscal year and press TAB.

o  Enter the Board date, this is the date the school board approved this job and press
TAB.

o  Enter the Increment date, this is the month and day during the fiscal year that the
employee should move up a step.

o  Enter the retirement System Code or click the magnifying glass to select from a list
of available codes.

Only for Supplemental Earnings:

e Select the Tax Method, Normal or Flat, this determines the percentages that will be
paid out on supplemental earnings.

e  Enter the Frequency Code or click the magnifying glass to select from the list of
available codes.

Edit/Change an Appointment

e Select the employee appointment to update.
e  Click the UPDATE button from the update panel.
e Press TAB until the information to be changed is highlighted.

e  Enter the correct data and click SAVE. PAYROLL MANAGER will automatically
replace the old data with the new data.

Remove an Appointment

e Select the employee appointment to be removed.
e  C(Click the DELETE button from the update panel.
e PAYROLL MANAGER will ask, “Delete this appointment?”’

e Click “YES” to delete the appointment or click “NO” to keep the appointment.
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Position
The path to the employee position screen is Employee Information - Earnings tab - Position.

P Employee Maintenance

Employes | Infomation | Rletrement | Eamings | Deductions | DiectDep | Taxwihd |

Appoiriment Employes Pozition

Pasiian Start Date]End Datel Tenure Code &

GRAD CRD|NHS 07401499 (06430400 100.00|50C

Eernrias
[WEten Eamsmas

AEEoUTE

1727 Do, Jane

Pmiiunl:odﬂEHﬁD CRD @ Start Date: (0701 /93 Certiication Code: [50C Qj

Bldg: [NHS g| End Date: |06./30,/00 Tmmw Q|
Pmmﬂ;lmu.m nmu-tlchlﬂhlb g] Jarema Eligble: [~

Press to Lookup Postion Code.,

Payroll Tips:

0 To enter the position the user must first click one of the employee appointments and
then click the Position button.

Adding a Position

e  Click the ADD button from the update panel.

o  Enter the position code or click the magnifying glass to select from a list of available
codes and press TAB.

e  Enter the building code or click the magnifying glass to select from a list of available
codes and press TAB.

o  Enter the percentage for this position. (i.e. A 3/5 Teacher would be a 60% employee)
e  Enter the start an end date for this position and press TAB.

e  Enter the department code or click the magnifying glass to select from a list of
available codes.

e  Enter the Certification code or click the magnifying glass to select from a list of
available codes.
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e  Enter Tenure Code or click the magnifying glass to select from a list of available
codes.

e  Click SAVE to lock in the new information.

Editing/Changing a Position

o Select the desired position from the listing.
e Click UPDATE from the update panel.
e Press TAB until the desired information to be changed is highlighted.

e  Enter the correct data and click SAVE. PAYROLL MANAGER will automatically
replace the old data with the new data.

Remove a Position

o Select the desired Position from the listing.
e  Click the DELETE the button from the update panel.
e PAYROLL MANAGER will ask you “Delete this position?”’

e  Click “YES” to remove the position or click “NO” to keep the position.
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Earnings
The path to the Earnings entries is Employee Information - Earnings tab - Earnings button.

P Employee Maintenance

Employee | Information | Retiement | Eamings |nm|nmnup | Taxwind |

Appointment Employee Contractual Eamings
ot [!:."';_EI:!-II'!!_-'III

_ Lorrack 2002 45.000.00f 200.0 26.0 1.730.77
Eaminge

Other Eanings

L CETITT

b

1727  Doe.Jae 123-45-6777  TAM26 FTE Ameurs: [45. 00000
Code: Contract W of Checks: W Step: W Daiy Rate: [225. 000
Stest Dae: [07/01/93 Wrking Dags: [200. 0 Leve: |2 Hourly Rate: 32 . 143
End Date: 05 /3000 Hrs Per Dage |7 - 00 Basa Contract:[45 . 000, 00 Entitlement: [45. 000. 00

Renewable: ¢ Includeln —» Contract [ Perod Pay [# Retrement: [ PﬂHF'ﬁ':Il-""a':'-'”

[Inchude in Period Pay?

Adding Contractual Earnings

e  The starting and ending fields default to the starting and ending dates for the
appointment as defined in Appointment Maintenance. The user can except these
dates or enter a new start and end date for the assignment and press TAB.

e  The number of checks field defaults to the number of checks as specified for the
employee type in the Employee Type Maintenance function. The user can except this
amount of checks or enter the new number of checks the employee will receive and
press TAB.

e The working days field defaults to the number of working days in the contract as
specified for the employee type in the Employee Type Maintenance function. The
user can except this amount or enter the new number of working days for this
employee and press TAB.

e  The hours per day field defaults to the standard number of hours per day as specified
for the employee type in the Employee Type Maintenance function. The user can
except this amount or enter the new number of hours per day for this employee and
press TAB.

e Enter the Salary Step for the assignment and press TAB.

e  Enter the Level for this assignment and press TAB.

e  Enter the base contract amount and press TAB.
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e Enter the FTE amount or accept the system-calculated amount and press TAB. The
FTE Amount is equal to the Base Contract Amount multiplied by the Overall FTE
%.

o  Enter the Daily Rate or accept the system-calculated amount and press TAB. The
Daily Rate is equal to the FTE Amount divided by the number of Standard Contract
Days defined in the Employee Type Maintenance.

o  Enter the Hourly Rate or accept the system-calculated rate and press TAB. The
Hourly Rate is equal to the Daily Rate divided by the number of Hrs per Day.

o  Enter the Entitlement Amount or accept the system-calculated amount and press
TAB. The Entitlement Amount is equal to the Daily Rate multiplied by the number
of Working Days.

e  Enter the Bi-weekly amount or accept the system-calculated pay period amount and
press TAB. The Period Pay amount is equal to the FTE amount divided by the # of

Checks to be received.

e  Click SAVE to lock in the new information.

Payroll Tips:
0 After Earnings have been entered, the user must remember to select the account
that the funds will be distributed from for this appointment. An error window displays to

remind you. If this happens click OK and then click the ACCOUNT button to enter the
Employee Earn Codes screen. Enter the information and click SAVE.

Editing/Changing an Earning

e Select the desired Earning from the listing.
e Click UPDATE from the update panel.
e  Press TAB until the desired information to be changed is highlighted.

e  Enter the correct data and click SAVE. PAYROLL MANAGER will automatically
replace the old data with the new data.

Payroll Tips:

0 If you change any $ amount figure, you must also update the account information
under the ACCOUNT button.

Removing an_Earning

e Select the desired Earning from the listing.
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e  Click the DELETE the button from the update panel.
e PAYROLL MANAGER will ask you “Delete this Earning?”

e  Click “YES” to remove the position or click “NO” to keep the Earning.
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Other Earnings

The path to the Other Earnings button is Employee Information = Earnings tab > Other Earnings
button.

P Employee Maintenance

Employes | Information | Retiement | Eamings | Deductions | DirectDep | TaxWind |

Appointment Employee Other Eamings

L origewity OO Pt 07099 50000000 20000 %.0 19231

BEsriee
E amings

WEherernimge

Al

1727 Dioe, Jane 123-45-6777 TRM2E

Tmll-wgwtf '| FTE Amounk, 5.000.00
Shart Datec [07/01/9% i of Checks: [2€. 0 Step: [0. 00 Period Pay: 192. 31
End date: [05/30,/00 | \orking Days: [200. 0 Lewvek M4 Ertitle: 5,000.00

ﬁm:u.l'tl £.000. 00 Daly Ratec 25.00

Renewable™  Inchids Contract#  PesiodPay ¥ Include Ristirement ¥ HoulyRate: 3.57

Sl [ [

||=E thez conlract renewable?

Adding Other Earnings

e Select the Type of Earning from the drop down list, Longevity, Credit Hours,
Differential or Other.

Longevity and Differential...

e  Enter the start and end date.

Enter the number of checks to be paid.
e  Enter the number of working days.

o  Enter the salary step.

o  Enter the salary level.

e  Enter the base contract amount.

e  Click Save to save the new information.

Credit Hours...
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e All of the entries above.
e  Enter the number of credits.

e  Enter the appropriate daily rate, if different than the default.

Other...

e Enter the start and end date.

e  Enter the earning code or click the magnifying glass to select from a list of available
codes.

e  Enter the number of checks to be paid.
e  Enter the number of working days.

e  Enter the base contract amount.

Editing/Changing an Other Earning

e Select the desired Earning from the listing.
e Click UPDATE from the update panel.
e  Press TAB until the desired information to be changed is highlighted.

e  Enter the correct data and click SAVE. PAYROLL MANAGER will automatically
replace the old data with the new data.

Removing an Earning

o Select the desired Earning from the listing.
e  Click the DELETE the button from the update panel.
e PAYROLL MANAGER will ask you “Delete this Earning?”

e  Click “YES” to remove the position or click “NO” to keep the Earning.
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Account
The path to the Account button is Employee Information = Earnings tab = Account button.

P Employee Maintenance

Employee | Information | Retiement | Eamings |nm|nmnup | Taxwind |

Employee Eamcodes

Account | %] At/Chik] Eam Limitl FTD Ea

A14301 BISH0000100.00{ 192308 S0,000.00 000 S0.000.00

1727 Doe, Jane 123=-45=6777

Aceount [414301 60500000 [
Pescent |L00. 00

EﬁnL'm'tlSD,DEII:I.DD FTD Eaur: ©.00

Amb/Chi: |1, 223.08 Riemaining: 50.000.00

|Pries to Lookup Account Codes.

Adding an Earn Code Account

e  Enter the account number or click the magnifying glass to select from a list of
available account numbers.

e  Enter the percent and press TAB.
e  The earn limit and amount per check amounts are automatically filled in.

e  (Click the SAVE button to save the new information.

Updating an Earn Code Account

e Select the desired Earning from the listing.
e Click UPDATE from the update panel.
e  Press TAB until the desired information to be changed is highlighted.

e  Enter the correct data and click SAVE. PAYROLL MANAGER will automatically
replace the old data with the new data.
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Payroll Tips:

0 The account code cannot be modified if FTD Earnings exist. If FTD Earnings exist,
you may change the Percent, Earn Limit, and/or Amt/Chk.

Removing an Earn Code Account

o Select the desired Earning from the listing.

e  Click the DELETE the button from the update panel.

e PAYROLL MANAGER will ask you “Delete this earnings account record?”

e  Click “YES” to remove the position or click “NO” to keep the Earning.
Payroll Tips:

0 If the Account code has Fiscal Earnings, the earn code account cannot be deleted.
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Deductions

Voluntary Deductions

The Voluntary Deductions screen details the employee’s voluntary deduction information. The
deductions, which may be active or inactive, are listed in alphanumeric order.

P Employee Maintenance

Emplopee | Infomation | Retrement | Eamings | Dedml DiectDep | Tawwihd |

Emploves: 1727 Doe, Jane

Ded Code: [TRS Q| Deser TCH'S RETIREMENT S
Dred Freq: IF g] Sitatus: JAchve
Tupe: F Renswable ¥
Limit; 0.00 Bank Acct:
Chkc Amk: 0.00 ¥-T.D Amk:
Percent:| .00 FoT-D Amk
Limitvear [T Remaining:

S-I‘.u't[."dn'l Lod Last Taken:

[Chieck the bow if the deduction is renessble,

Adding a Voluntary Deduction

e Click ADD from the Update Panel.
e  Enter the star and end date or accept the defaults.

e  Enter the deduction code and press TAB. Click the magnifying glass to display a
listing of all available deduction codes.

o  Enter the deduction type, either $ for dollar amount or % for percentage of earnings,
and press TAB.

e  Enter the percentage or dollar amount per pay period and press TAB.

o  Enter the deduction frequency and press TAB. Click the magnifying glass to display
a listing of all available deduction frequencies.

e Indicate if the deduction is (I) for inactive or (A) for active and press TAB.

e If'the deduction code requires a bank account number, it will automatically be
entered based on the deduction code.
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e Enter the type of year the earning is to be paid over, (C) for calendar year or (F) for
fiscal year, and press TAB.

o  Enter the deduction limitation for the earnings and press SAVE. A zero should be
entered if there is no deduction limitation.

e Place a check the in the check box if the deduction is renewable.

Editing/Changing a Voluntary Deduction

e Select the deduction code from the listing of the employee’s deductions.
e Select UPDATE from the Update Panel.

e Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data with the new data.

Viewing a Voluntary Deduction

e Select the deduction code from the listing of the employee’s deductions

e PAYROLL MANAGER will display the selected deduction information on the
right side of the screen.

Employee Notes

PAYROLL MANAGER provides the ability for any unlimited amount of notes to be added and
maintained for each employee information screen. To add or view the notes for screen 5, select
NOTES from the Update Panel. (Please refer to Employee Notes for information on using the
notes).

Removing a Voluntary Deduction
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Select the earning code from the listing.

Select DELETE from the Update Panel.

PAYROLL MANAGER will ask you “Delete this deduction?”
Click “Yes” to remove the code.

Click “No” to keep the code.
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Direct Deposit

Direct Deposit Information

PAYROLL MANAGER can maintain an unlimited number of direct deposit configurations for
each employee. The direct deposit configurations may be for a fixed dollar amount or for a
percentage of the employee’s net pay. The sum of all direct deposit bank percentages must add up
to 100% of the employee’s net pay.

e Select the DIRECT DEPOSIT tab to access the employee’s Direct Deposit
information.

P Employee Maintenance

Employee | Information | Retremert | Eamngs | Dedustions | DiectDep | TaxWihd

fl Employes; 1727 Doe. Jane

Bank Cd: ICITIEANK :I CITIBANE.

Aecourk: 1224567290
CheksSav: = N
Stdua:lm
Tope: [% Percent: 100. 00
Ot Started: |12 /0992
PeMatez [7.00 Rouling# 021000089

|Pies be Lookup Bank Codes.

Adding a Direct Deposit Record

e Click ADD from the Update Panel.

e  Enter the bank code and press TAB. Click the magnifying glass to display a listing of
all available bank codes.

e Enter the employee’s account number and press TAB.

e  Enter the account type, (C) for checking account or (S) for savings account, and
press TAB.
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Payroll Tips:

Indicate if the direct deposit is (I) for inactive or (A) for active and press TAB.

Enter the direct deposit type, “$” for a fixed amount or “%” for a percentage, and
press TAB.

Enter the direct deposit amount or percentage.
If desired, enter the date started and press TAB.

Enter the number of pre-notifications to be made to the bank before this direct
deposit is transmitted.

Click SAVE to lock in the new information.

0 An employee’s pay can be deposited into multiple different accounts. Let’s say that an
employee wants $100.00 to be deposited into their checking account and the remainder deposited into
their savings account. In this situation, add two direct deposit records as illustrated in the example

below:

Bank Code

Citibank

Citibank

Account Chck/Sav T Amount/ Percent
y
p
€

183471 C $ 100.00

1823498 S % 100.00

Editing/Changing a Direct Deposit Record

Select the direct deposit from the listing for the employee.
Click UPDATE from the Update Panel.

Enter in the correct data and click SAVE. PAYROLL MANAGER will
automatically replace the old data with the new data.

Viewing a Direct Deposit Record

Select the direct deposit from the listing.

PAYROLL MANAGER will display the selected direct deposit record on the right
side of the screen.
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Removing a Direct Deposit Record

e Select the direct deposit from the listing.

e Select DELETE from the Update Panel.

e PAYROLL MANAGER will ask you “Delete this direct deposit record?”
e Click “Yes” to remove the code.

e  Click “No” to keep the code.
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Tax Withholding
Changing Tax Withholding Information

o Select the TAX withholding tab to access the employee’s tax withholding
information.

P Emplopee Mainlenance

Employes |Ir|‘umaﬁ|:|n Ratramert I E ammings Deductons | DrectDep | Tax'Wihd

1727 Dioe, Jane 123-45-6777
[~ Exempt From MEDICARE

EXEMPTIOMNS ADDITIOMAL WiH
¥ of Amount Amout /%

| 0,00 | p.oo |
staswiH [y [s [T | o.oo | voo |
cwwH [ al [ [o] 0.00 | v.oo [
¥ EamedIC[5 Tax Divisar: [26. 0
Check Delivery Ter [NHS Q1]

= = ove | et | Mot | €2 |

|12 this Employes Exempt from FICAT
Select UPDATE from the Update Panel.

e If the employee is exempt from FICA or MEDICARE withholding, click the
appropriate check box and press TAB.

e Enter in the employee’s Federal Withholding Tax deduction status, (M) for married
or (S) for single, number of exemptions or dollar amount, and additional withholding
amounts in either dollar or percentage amounts. Press TAB after each selection.
These amounts should be taken directly from the employee’s Form W-4.

e  Enter in the employee’s State and City Withholding Tax deductions in the same
manner. Entering in the new tax table code over the old one can change the default
tax table code. Click the magnifying glass to display a listing of available tax codes.

e Ifthe employee has filed a Form W-5 to claim the Earned Income Credit, click the
check box. Enter the marital status credit being claimed, M for married or S for
single and press SAVE.

e  Enter the tax divisor for this withholding and press TAB.

o  Enter the building code where the employee’s check will be delivered to or click the
magnifying glass to select from a list of available codes and click SAVE.
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Payroll Tips:

0 When adding a new employee the TAX DIVISOR field must be filled in with the
number of checks or the calculation of the payroll for that employee will fail.
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Utilities
Government Reporting Menu
941 Worksheet

The 941 Worksheet prints a worksheet for the user to use to complete Form 941, Employer’s
Federal Tax Return.

To prepare a 941 Worksheet, select Utilities > Government Reporting Menu —> Print Federal 941
Worksheet.

. Enter the starting and ending date range for the worksheet

. Click the OK button to run the routine. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can: 1) Print the report by clicking

N 0yt o o o P2
the print icon or 2) Saving to a file by clicking the save icon .

135



New York State Reports

The New York State Quarterly Reports Attachment prints a listing that can be attached to the New
York State 45-ATT Quarterly Tax Return.

To prepare the New York State Quarterly Reports, select Utilities - Government Reporting Menu
- New York State Quarterly Reports.

NYS-45 Report to Printer

P Mew York State Printed NYS-45

e  Enter the starting and ending date range for the worksheet. The system defaults the
appropriate ending date based on the specified starting date of the quarter.

e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon -,
Payroll Tips:

0  When run for any of the first three quarters of the year, the NYS form 45-ATT report will only show the
employee’s gross wages. The report run for the last quarter of the year will include the Gross Wages, State
Wages, and State Taxes. The State Taxes is the combined total of State and City Taxes withheld

NYS-45 Report to Diskette
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P Hew Yok State Magnetic Media HYS5-45

fo>/31/00
[FAmATioReT e

e  Enter the Creation date of the disk and press TAB.

. Enter the start and end date and press TAB.

e  Enter the file destination or click the folder icon to browse for the location.
. Enter the Federal ID number and press TAB.

e  Enter the Name and Address of the school district or municipality.
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Unemployment Report by Building

The Unemployment Report by Building analyzes the payroll checks paid for a particular quarter
and summarizes the employees working in each building. This summary report may then be used
to respond to Unemployment Summary Reports.

To prepare the Unemployment Report by Building, select Utilities - Government Reporting
Menu - Unemployment Report by Building.

M Unemployment Report by Building

Sebection Critenia

Erter the Date that the Quarter Ended 05,/ a0,99

First Moniti's Date Range

Second Month's Date Range

Third Maonth's Date Rarge

Entter thez Diate that the Quarter Ended,

. Enter the quarter ending date
. Enter the date range for month of the reports you would like to generate (up to three months).

. Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

sy g v o P2
or 2) Saving to a file by clicking the save icon .
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New Hire Report

The New York State Tax Department requires that all new or re-hired employees be reported to
the State New Hire Processing Unit within 15 days of the first day of work or the first pay date.

To prepare the New Hire report, select Utilities > Government Reporting Menu = New York
State New Hire Report.

Mew Yoik State Hew Hire Repoil

06710799
06177959

. Enter the date range for the report and press TAB.
e  Select to sort the report by the hire date or by date paid.
e  Sect to have the report sent to the printer or save to a file.

e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon I,
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Creating the W-2 File

Select Utilities > Government Reporting Menu - Create the W-2 History File. This will summarize the W-2 data of each
employee for the selected calendar year.

P Create W-2 History Files

. Enter the year you wish to create a history for.
e  Click OK to run the routine.
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Modifying the W-2 File

e  Select Utilities > Government Reporting Menu - Modify Employee W-2 Information.

B Employee W-2 Information

Emp: 1 Fed"-.'-"g;l sz0.00  FedW/H: 1.79

Tear 133 55w sz0.00  SSWH: 3225

2 ABRAHAM. VIRGINI: 1398 |
3 ABRAMS, MAUREE 1958 SSN: 068-54-1741  Mediwig 520.00  MedWiH: 7.54

1381 ACELEY, DAVID & 15958 ABBA, DEEORAH A 55 Tips:

4 ADAMEC, CHERYL J 1938 TR T ECPm:|  o.00 DepCae| 000

1528 ADAMS, NANCY 1338 le
E ADLER,VIRGIMIA 1998 Monl:
10 AIELLO-CLOUTIER, 1992 HISEATLIMA TSA, A 0,00 Bow 14:

11 AINSLIE, JANEM 1398 MY 12309 Ret| | 0.00 ML [0.00

13 AKLAND. CARDLYN 1338 = B 14 Box15 Stat Decd Pens Leg 5342 SubT  Defd
SORT STARTING

i« Mame I— Sl;lN‘r’ 'w"rrl 0.00 @ WeH: 1.94
 ear 1.w|-|;| o.0o0

City: | wag | 0.00

e [ Jowi o]

Enter the Federal ' age [Box 1) Amount,

Finding an Existing Employee

In order to edit/change or remove an employee’s information, it is necessary to locate the
employee. From the Employee tab the SORT method assists the user in locating employee files.

NAME Allows the user to locate by name, click the NAME radio button and
click in the STARTING box and type in the employee name being
searched.

EMP NUM Allows the user to locate by employee number, click the EMP NUM

radio button and click in the STARTING box and type in the employee
number being searched.

SSN Allows the user to locate by social security number, click the SSN radio
button and click in the STARTING box and type in the employee’s
social security number being searched.

YEAR Allows the user to sort the listing by year.

Viewing the Employee’s Information

. Select the employee from the Employee tab.

. Click the View tab to display the employee’s information.
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Editing/Changing an Employee’s information

. In order to UPDATE or DELETE an employee’s information, you must supply the supervisor
password. Any modified information is marked with the time, date, and user identification to
maintain an accurate audit trail.

. Select the employee from the listing on the Employee tab and click the Change tab.

. Enter the proper password and press ENTER.

. Click UPDATE OR DELETE from the Update Panel.

. If UPDATE is clicked then press TAB until the information to be changed is highlighted.
. Enter the new information and click SAVE to lock in the changes.

e  Select EXIT to return to the PAYROLL MANAGER main screen.

. If DELETE is clicked FINANCE MANAGER will ask, “Delete this W-2 information?”, click
“YES” to remove it or click “NO” to keep the information.
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Print Dot-Matrix W-2 Form

e  Select Utilities > Government Reporting Menu > Print Dot-Matrix W-2 Form.
P Fiint Dot Matrix W-2 Form

RANCH LAME AND ABBEY L
LEYITTOWN, Ny 11756

. Enter the desired tax year to print and press TAB.

e  Enter the starting and ending employee number or leave blank for all.

e  Click the appropriate radio button to have the report sorted by Name, Department or Building.
e  Enter the Municipality Information, Name and Address and press Tab.

. Enter the Fenderal Tax ID number and click OK to print the form.
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Creating File for Laser W-2 Printing

e  Select Utilities > Government Reporting Menu - Creat File for Laser W-2 Printing.

P Cieate File For Laser W-2 Preparation

. Read the pop-up message and click YES to proceed or NO to cancel

e  Enter the year for the creation of the file and press TAB.

. Enter the path in which to save the file or click the folder icon to browser for the destination.
e  Click OK to run the routine.
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Create File for SSA Reporting

. Enter the Tax table year to report and press TAB.

. Enter the Reporting Name of the Municipality and press TAB.
. Enter the mailing address and press TAB.

. Enter the Contact Person or press TAB.

. Enter the Contact Person’s phone number and press TAB.

. Enter the Reporting Tax Identification Number and press TAB.

. Enter the path in which to save the file or click the folder icon to browse for the destination and
press TAB.

e  Select the “YES” radio button if the Transmitter and Employer Information are the same.

. Click OK to run the routine.
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Check Items Menu
Manual Checks by Date

To prepare a report of manual and voided checks, select Utilities = Check Items Menu - Manual
Checks by Date.

Manual Check By Date

o7

e  Enter the starting and ending date range for the report.

e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon A,
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Voided Checks by Date

To prepare a report of voided checks, select Utilities > Check Items Menu = Voided Checks by
Date.

Void Check >h Cnitena

. Enter the starting and ending date range for the report.
e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon .
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Transfer Entries by Date

To prepare a report of payroll transfer entries, select Utilities = Check Items Menu = Transfer
Entries by Date.

Tiansfer Entiy Search Crilefia

aa/10/99

. Enter the starting and ending date range for the report.

e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon
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Check Reconciliation File

Setting the Reconciliation Header Information

Update Check Header Informabion

=

b B DTy

. Enter the header information as provided by your financial institution.
. Enter the default location to save the file or click the folder icon to browse for the location.
e  Select the transmission method either via floppy disk or modem and click SAVE.

. Please contact FINANCE MANAGER Support for further assistance in setting up the header
information
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Generating the Check Information

F/H Check Heconcihabion File Creation

150

0327733

Enter the starting and ending date range for the checks and press TAB.
Enter the creation date of the file and press TAB.

Enter the file name and destination of the file or click the folder icon to browse for the location
and click SAVE. The file must end in “check.dat”

After the report has been generated to the media type select YES or NO to run the report. The
report will be displayed on screen in the report viewer for user verification. If the report is

correct the user can: 1) Print the report by clicking the print icon or 2) Saving to a file

by clicking the save icon !



Prior Fiscal Earning Menu

Prior Earnings by Account Listing

The path to the Prior Earnings by Account Listing is Utilities = Prior Fiscal Earnings Menu -

Prior Earnings by Account Listing.

P Piioi Eainings by Account Listing

Select an Account Code

|Hame
ATNMENS00000  BOARD OF ED-MI SALARY
A10EME0500000  DISTRICT MTG-NI SALARY
A124M50500000  SUPT SALARY
AT124ME050000  ASST SUFT- SALARY
A12400160500000  SUFPT-MI SALARY
A124NE0500400  SUPT-MI SALARY OT
A1240MEB0501000  ASST SUFT-NI SALARY
ATIAMENS00000  BUS ADMIN- SALARY
ATNMEDS00000 BUS ADMIN-MI SALARY
ATNME0S00400  BUS ADMIN-MI SALARY OT
A1320160500000 INTERMAL AUD-MI SALARY

Sedect all Account rumbers,

. Select the Account Code(s) to be included in the report. Click the select all checks check box

to select all accounts.

. Click the OK button to run the report. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can: 1) Print the report by clicking

N ey g o o o 2
the print icon or 2) Saving to a file by clicking the save icon .
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Prior Earnings by Employee Listing

The path to the Prior Earnings by Employee Listing is Utilities = Prior Fiscal Earnings Menu >
Prior Earnings by Employee Listing.

+ Prior Eamnings by Employee Listing

Select an Employes

M aies

ABBA, DEBORAH &
ABBEMAMNTE. MALREEM M
ABRAHAM, VIRGIMIA
ABRAMS, MALIREEM
ACCUMAMMO, LOUISE &
ACKLEY. DAVID A
ADAMEC, CHERYL J
ADAMS, MAMCY
ADELSOM. MARC R
ADLER, YIRGINLA
AFFIMITO, SILYIA E

Chck on the check box to Select A1 Employes Types.,

Select the Employee(s) to be included in the report. Click the select all check box to select all employees.

. Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

o =
or 2) Saving to a file by clicking the save icon .
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Year-to-Utility Menu
Clear Quarter to Date Amounts
The Clear Quarter to Date Amounts routine will reset the quarter earnings totals in the employee’s

earning history. To run the routine, select Utilities = Year-to-Date Utility Menu - Clear Quarter
to Date Amounts.

Quarter Cleaning Foutine

To clear the amounts click OK.
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Re-Calculate Quarter to Date Amounts

The Re-Calculate Quarter to Date Amounts routine will recalculate the quarter earnings totals in
the employee’s earning history. To run the routine, select Utilities = Year-to-Date Utility Menu
- Re-Calculate Quarter to Date Amounts.

Re-calculate Quarter To Date Amounts

07/01/22
02/30/99

o
p
—

. Enter the desired quarter date range and press TAB
e  Enter the employee range and click OK to run the routine.
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Clear Fiscal Year-to-Date Amounts

The Clear Fiscal Year to Date Amounts routine will reset the fiscal year earnings totals in the
employee’s earning history. To run the routine, select Utilities = Year-to-Date Utility Menu >
Clear fiscal Year to Date Amounts.

Buarter Cleaning Foutine

. To clear the amounts click the OK button.

155



Clear Calendar Year-to-Date Amounts

The Clear Calendar Year to Date Amounts routine will reset the calendar year and quarter
earnings totals in the employee’s earning history. To run the routine, select Utilities = Year-to-
Date Utility Menu - Clear Calendar Year to Date Amounts.

Calendar Clearning Foutine

. To clear the amounts click the OK button.
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Employee Balances

The Employee Balances routine provides the ability to view Calendar, Fiscal, or Quarter to date
totals for a selected employee. This routine is intended for users to view the initial employee
balances when they begin using PAYROLL MANAGER.

To enter an employee’s balances, select Utilities = Year-to-Date Utility Menu = Employee
Balances.

M Display - Employeee Eainings History

Employee Information

) |F|u DEBORAH &
ABBEMANTE. MALREEN M I]EE-EI]-?I]Q'l SORT STARTING
ABRAHAM. VIRGINLA 146-56-4738 & Name I—
ABRAMS, MALIREEM 091-50-2065 ™ Murbear

ACCUMANMD, LOUISE & 103-46-6316 i S5M

ACKELEY, DAVID A 0B9-62-2160
ADAMELC, CHERYLJ 071-46-94537
ADAMS, NANCY 0B83-48-832
ADELSON, MARC R 118-68-8429

ol E e Last

e  Select the employee from the Available Employees listing.

e  Select the VIEW folder to display the current balances.

M Display - Employeee Eamings Histony

Quater To Date
Gross Pay . - 13000

Cortract AMT : ) 0. oo
FICA Wages : . 130,00
Medicare Wage: : ) 130,00
Federal ‘Wanes . - 13000 ABBA, DEBORAH A
State \w'ages . . 130,00

1

City W ages . . .00
FICA with . ; .08
WED] w/ith . ) _8%
Fedaral ‘with - . .00
State \fith c c .00
City “wiith . ; .00
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Year End Deduction Totals

The Year-End Deduction report details and prepares year-end deduction letters for selected
employees. To run the routine, select Utilities = Year-to-Date Utility Menu = Year-End
Deducation Reports.

. Enter the desired selection criteria and press ENTER

158



Transfer Earnings Between Accounts

Transfer Between Accounts

The transfer balances routine provides for the transfer of earnings from one account to another. To
enter the transfer routine, select Utilities = Transfer Earnings between accounts.

. Enter the employee number or click the magnifying glass to select from a list of available
employees.

. Enter the effective date of the transfer and press TAB.
Payroll Tips:

0 The date of the transfer should be the next payroll date. This will cause the
transfer to appear on the Payroll Transaction Journal for the next payroll. The
effect of the transfer will be reflected in the budget accounts after the entry is
posted. If dated accordingly, no additional accounting entry will be necessary to
record the transfer.

e  Enter the account to transfer from or click the magnifying glass to view a list of available
accounts, select the account from the listing and click OK.

. Enter the amount to be transferred and press TAB.

. Enter the account to transfer to or click the magnifying glass to view a list of available
accounts, select the account from the listing and click OK

. Enter the amount to be transferred and press TAB.
. Repeat the process for any supplemental or processed earnings to transfer

. Click OK to run the routine.
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Substitute Payroll
Substitute Payroll Routine

Generate Substitute Listing

The first step in the substitute payroll utility is to generate the listing of substitutes to be paid. The
routine will use the sliding scale for the employee type, if available, or the employee’s daily rate
as defined on Employee Information Screen - Earnings Information.

B Substitute Payioll Generation

Thiz Routine Genesates the Information Mesded
b2 Process the Substibube Payroll for the Diate Fange.
Thiz Foutine ‘Wil Take Some Time bo Complete

Starting D ate: | eFiEE

Ending Dahe:lnsfza,ruu

Detault Payoll ccount; |

Entes the Starting Date of the Pesiod bo be Paid

e  Enter the date range of the absences to be paid.

. Enter the default payroll account or click the magnifying glass to select from a list of available
accounts.

. Click OK to run the routine.
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Printing the Substitute Listing

After generating or modifying the listing of substitutes to be paid, a listing can be printed for
review.

. Click “OK” to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can:

i
1)  Print the report by clicking the print icon or
2) Saving to a file by clicking the save icon ﬁl .
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Modify the Substitute Listing

Once generated and reviewed, the substitute listing can be modified to correct any discrepancies.

E Modify Substitute Payroll Informabion _[O] =]

Employes Wiew Charge

Employes: L Substitute Mame: ABEA DEBORAH A
fbsence Date; 08/16,/93  Absence Units: |0. 00 Absance Amount; [0 00
Daily Rate: [0 00 Account: | al

| save | Besst | Do | Esi

Fnhﬂr the rumber of units.

e  Select the desired employee by using the SORT feature.

e  Select the View tab to view the information for the employee.

e  Select the Change tab to correct the pay rate, the units, or the account code to be paid.
. Click UPDATE from the update panel.

. Press TAB until the information to be changed is highlighted.

e  Enter the correct information and click SAVE. PAYROLL MANAGER will automatically replace
the old data with the new data.

Removing a Substitute Listing

. Select the desired employee from the Employee TAB.

e  Select DELETE from the update panel to remove a substitute from the listing.
e PAYROLL MANAGER will ask you “Delete this substitute?”

. Click “YES” to delete the substitute or click to keep it.

After modifying data, the substitute information should be printed to ensure that it is accurate.
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Transferring the Substitute Data to Payroll

Once the substitute data has been generated and verified, it may be imported into the current
payroll.

Subszstitute Payroll Transfer Rouline

o  Click “YES” to import the substitute information and click “OK to run the routine.

PAYROLL MANAGER will import the data to the current payroll and clear out the substitute
listing.
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Substitute Payroll Utility

Substitute Types Maintenance

For each employee type designated as having substitutes, a sliding pay scale may be defined. The
scale uses a category defined by the user, the minimum number of days worked to obtain that rate,
and the rate of pay. The rates must be entered in ascending order. If such a scale is available, it
will be used in the substitute payroll generation process.

. Select option T from the Substitute Payroll Routine Menu to enter the Sub Type Maintenance

e  Select the desired substitute type. If the desired type is not present, return to the Payroll
Maintenance Menu and modify the employee type, making sure the substitute field is set to
YES

. Select CHANGE from the Control Bar to modify the sub type
. Enter the sub type description and press ENTER
. Enter the default account code to pay subs in this employee type and press ENTER

. Enter up to five sub payment levels. Enter any desired Pay Level label, the minimum units
necessary to earn the pay, and the pay rate

. Repeat for each desired pay level
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Re-Calculate Sub Days Worked

To recalculate the number of days each substitute worked, use the Recalculate Sub Days routine.

Re-Calculate Sub Fiscal Day Tolals

e  Select “YES” to proceed with the routine.

. Click “OK” to run the routine.
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Re-Print Sub Payroll Listing after Transfer to Payroll

This report is similar, yet not identical, to the Substitute Listing report. It has a dynamic date
range, drawing on data from previously posted payrolls.

I Substitute Employee Listing

Selection Criteria

Select by Emptype: Q| Select by Bulding: Q4| Select by Depatment Q|

 Substibute Selaction Critena — Substitute Listing St Criteria

Employes Start Mame: I
Emplayee End Name: I Dates: jo7ro1r99  oss30/00

Inchude Active Employess in Listing: = Yez O Mo

) Sort By i+ Mame " Bu
Inchde InactivaErplopeesinLising~~ 1* o Yee i g

Inciude Petired Employees in Lishng: + Mo  “Yes
Inchude On Leave Emplopees inListing: ™ Mo ‘es
Include Termporany Employess in Listing % Ye: © Ha

e  Select the employee type(s) to be included in the report.
e  Select the building type(s) to be included in the report.

. Select the department type(s) to be included in the report.
. Enter name range to be displayed in the report.

e  Select “YES” or “NO to include the following in the report, Active employees, Inactive
employees, Retired employees, On leave employees and Temporary employees.

. Enter the date range and press TAB.
e  Select the sort method either by name or by building.

. Click “OK” to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can:

&,
1)  Print the report by clicking the print icon - or

2) Saving to a file by clicking the save icon ﬁl .
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Special Deductions Utility Menu

Change Deduction Amount or Limit
This utility makes changes to active deduction amounts and limits.

M Change Deduction Amount or Limil

— Select Employes Tupe: — Select Criteria;
™ Select All Types Deduction Code: | jo!|

Type  |Desciiption =
ADMCN  CONSULTANT ADMINISTRATOR || Change Ant/Fet & Yes T No
ADMDD DO ADMINISTRATORS

ADMIN  ADMIMISTRATORS

AIDZ2  TCHR AIDES 23 PAYS Mew Amit/Pot 0.00
AIDEH  TEACHER AIDES - HOURLY
ADES  TEACHER AIDES - SALARY ChangsLinit © Yes  C No
CAFEH  CAFETERIAHOURLY N
CAFES  CAFETERIASALARY L o.0o
COACH  COACHES Mew Limit 0,00
DIREC  DIRECTORS

Old Amt/Pek 0.00

oK I Cancel I

Entes the Deduction Code.

. Select the Employee Type(s) to process.

. Enter the deduction code or click the magnifying glass to select from a list of available codes.
e  Select “Yes” or “No” to change the Amount /Percentage.

e If you select “YES” enter the old Amount/Percentage and the new Amount/Percentage

. Select “Yes or “No” to change the Limit.

e  Enter the old and New Limit.

. Click “OK” to run the routine.
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Change Deduction Frequency
This utility makes changes to an active deduction’s frequency.
M Change Deduction Frequencies

Select Employes Type:
I~ iSelect & Employee Types

Tupe IDual::l'pl:i:m |: —Selecton Criteria;
ADMCHN  COMSULTANT ADMINISTRATOR Deduction Code: I— _QI
ADMDO DO ADMIMNISTRATORS

ADMIM  ADMINISTRATORS

AIDZ3  TCHR AIDES 23 PAYS OkFeqency[ Q)

AIDEH  TEACHER AIDES - HOURLY
AIDES  TEACHER AIDES - SALARY
CAFEH  CAFETERIAHOURLY New Frequency: | qj
CAFES  CAFETERIASALARY
COACH  COACHES

DIREC  DIRECTORS

EXEM  INT AUDITOR

MURSE  SCHOOL MURSE
ak | LCancel |

Press to Select Al Emplopes Types,

e  Select the Employee Type(s) to process.
. Enter the deduction code or click the magnifying glass to select from a list of available codes.

e  Enter the Old Frequency or click the magnifying glass to select from list of available frequency
codes.

. Enter the New Frequency or click the magnifying glass to select from list of available codes.
. Click “OK” to run the routine.
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Activate/Inactivate Deduction

This utility makes global changes to a deduction’s active status.

@ Activale Inactivate Deductions

Select Employes Type Select Deductions
™ iSelect Al Employes Types) [~ Select &l Deduction Types

Type Ipesciglion - Coda |Descnplion

ADMCN COMSULTANT ADMIMISTRATOR BCOVFFAM™ BC-173-FAMFLEX
ADMDO DO ADMIMISTRATORS BL17IMD BL-17%ND

ADMIN  ADMIMISTRATORS BC182PC BC-18%-2 PERS-CHILD
AlD23 TCHR AIDES 23 PAYS BO1B2PS™ BC-18%-2F-5POUSEFLE
AIDEH  TEACHER AIDES - HOURLY
AIDES  TEACHER AIDES - SALARY ——Selection Crtenia
CAFEH  CAFETERIA-HOURLY % Sat Statuz az Inactve
CAFES | CAFETERIA-SALARY [ Sel Stahus as Achve
COACH _|COACHES 5 | Eothvate &l [Fedicticns
DIREC ~ DIRECTORS
EXEM INT ALDITOR £ Ectrate [Necistinne Fron Payrsl| D ete:

WURSE SCHOOL NURSE
_ x| _ Concel |

Press to Select All Emplopee Types,

e  Select the Employee Type(s) to process
e  Select the deduction types(s).
e  Select to have the status set as active or inactive.

. If you select active then you must select to activate all deduction or just the deduction from the
payroll date.

e  Click “OK” to run the report.
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Change Earning Amount or Limit
This utility makes global changes to supplemental appointments for the current fiscal year.

Fa Global Supplemental Earning Change

——Select Employee Type -~ Selection Criberia
™ Select Al Employee Types
Eaming Code: | al

Type  |Description |
ADMCN | CONSULTANT ADMINISTRATOR, | .

ADMDO DO ADMINISTRATORS v R

ADMIN  ADMINISTRATORS (™ Set to Fixed Amount

AD23  TCHR AIDES 23 PAYS & Setto New Amount

AIDEH  TEACHER AIDES - HOURLY From: [o- 00 Te:o- 00
AIDES  TEACHER AIDES - SALARY
CAFEH  CAFETERIAHOURLY

CAFES CAFETERIA-SALARY
COACH COACHES [ SetEamings to the Default Limi

DIREC  DIRECTORS ¥ Set Eamings az: Iﬂactwe -
EXEM  |IMT AUDITOR
NURSE  SCHOOL MURSE

[ Set Eamings to the Default Frequency

oK Lancel |

Press to Select Al Emplopes Types,

e  Select the Employee Type(s) to process.
. Enter the Earnings Code or click the magnifying glass to select from a list of available codes.

e  Click the Yes or No radio button for the set earnings to default frequency to set the earnings to
a default frequency.

. If NO is selected enter the old frequency or click the magnifying glass to select from a list of
available frequencies. Select the frequency and click Ok to return to the Global Supplemental
Earning Change screen and press TAB.

e  Enter the new Frequency or click the magnifying glass to select from a list of available
frequencies. Select the frequency and click Ok to return to the Global Supplemental Earning
Change screen.

. Click “OK” to run the routine.
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Bond Deduction Utilities

These utilities allow the municipality to maintain savings bond deductions and current balances.
The utilities require that bond deduction codes, structured as “BOND####” where #### is a left-
justified dollar amount, exists for each desired employee. The Bond utilities are based on the
concept of bond purchases at one-half face value.

The utilities allow the following:

Balance Input Utility Provide for entering a starting balance for each employee for the desired
BOND#### deduction code specified

Calculation Utility This utility is run after a payroll is calculated, printed and posted. It will
determine how much was withheld for the current payroll period and print a

report of necessary bond purchases

Posting Utility If there are no exceptions to the printed report, the bond amounts must be posted
into the deduction records

Please contact FINANCE MANAGER Support for the latest saving bond deduction steps.
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Bond Input Utility

The path to the Bond Input Utility is = Utilities = Special Deduction Utilities Menu = Bond
Input Utility. This routine allows the user to update the selected employees Bond balance and
Bonds year to date received.

¥ Bond Balance Input Utility

Employes l IFipuat

Amount Fiemamning] Bonds Y TD| &

1651
M arme: Amundzan, Russall J
Code: TRS
BondBat 25.00
BondYTD: 3.00

Enter the Starting Emplopes S5M for the Erovser,
Employee Tab

e  Select the desired employee from the Employee tab or use the sort feature. The sort feature
allows the user to search for the employee using three categories:

Name Allows the user to enter the first few letters of the employee’s last
name.

Number Allows the user to enter the employee’s number.

SSN  Allows the user to enter the first few numbers of the employee’s social
security number.

Input Tab

. Click the Input tab. (All employees are displayed on the employee tab listing, not just the ones
with bond deductions. If after selecting the employee and clicking the Input tab the update
buttons are grayed out this employee does not have any bond deductions and you must select
another employee or enter a bond deduction.)

e  Click the UPDATE button.

. Enter the Bond Balance and press TAB.

. Enter the Bonds year to date. This is Bond amount the employee has acquired up to this point.
e  Click the SAVE button to lock in the information.
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Bond Calculation Utility

The path to the Bond Calculation Utility is Utilities = Special Deduction Utilities Menu = Bond
Calculation Utility. This utility is run after a payroll is calculated, printed and posted. It will
determine how much was withheld for the current payroll period and print a report of necessary
bond purchases.

Bond Calculation L tility

03/20/33

e  Enter the starting and ending payroll dates.
e  Click the OK button to run the routine.
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Bond Posting Utility

The path to the Bond Posting Utility is Utilities = Special Deduction Utilities Menu = Bond
Posting Utility. This routine will post the bond amounts into the deduction records. In order to run
this routine the Bond Calculation Utility must be run first.

e  Enter the starting and ending dates.

. Click the OK button to run the routine.
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Supervisor Utilities

The supervisor utilities are a series of utilities to be used by trained technical support staff
personnel or only upon the instruction of the FINANCE MANAGER Support Staff. A Supervisor
password is required for access.
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Custom Utility Menu

The Custom Utility Menu allows each user to call upon special custom utilities provided to the
user by FINANCE MANAGER.

The path to the Custom Utility Menu is Utilities = Custom Utility Menu.

. Select the desired utility by using the cursor-up, cursor-down keys or the mouse.
e  Select RUN from the Control Bar to run the report
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Reports
Prior to Printing Checks

Contract and Earnings Listing

The Contract & Earnings Listing provides a detail of the contract, hourly, daily, and supplemental
earnings for each employee in the current payroll period. The report lists all employees in
alphabetical order. Totals for the period are also provided for the report.

To create a Contract and Earnings Listing, select Reports = Prior to Printing Checks = Contract
and Earnings Listing. The report may be displayed on the screen or printed out.

e Click "OK" to generate the report.

e  The report will be displayed on screen in the report viewer for user verification. If
the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Hourly Earnings Listing
The Hourly Earnings Listing creates and prints an edit listing which details for each hourly

employee the number and dollar amount of hours worked for all regular, overtime, double-time,
holiday, vacation, differential, and stand-by time.

To create and print an Hourly Earnings Listing, select Reports = Prior to Printing Checks >
Hourly Earnings Listing.
e  Click "OK" to generate the report.

e  The report will be displayed on screen in the report viewer for user verification. If
the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Transaction Journal

The Payroll Transactions Journal provides a detail of the current period’s payroll period data for
an employee or range of employees. The journal gives the employee’s gross salary, along with the
deductions, and net pay for both the selected period and for the year-to-date. The journal also
details the supplemental earnings and voluntary deductions and includes the general ledger
account codes the earnings and deductions are coded to. A Payroll Settings Report is generated at
the end of the report.

To produce a Transactions Journal, select reports = Prior to Printing Checks = Payroll
Transactions.

M Payioll Transaclions

Selection Ciitena
Starting Paynall Chack Date

Ending Payrol Check Date 11705793
Starting Emplopes Names
Erding Ernployes Name

Frirt Summary O Detal " Summary © Detasl

Enter the Starting Pawoll Check Date

. Enter the starting payroll check date and press TAB.

. Enter the ending payroll check date and press TAB. The last payroll is the default beginning
and ending dates.

. Enter the starting employee number and press TAB.

. Enter the ending employee number and press TAB. Leave both blank to select all employees.

e Select the transaction level, summary or detail and click "OK" to generate the report
on screen. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
Payroll Tips:

0 The Prior to Printing Checks Transaction Journal will not include check
numbers or employee year-to-date information. The Summary report will display
only the totals for the selected payroll. The Detail Transaction Journal will display
the detail for each employee. On the extreme right of the report, the following flags
may be displayed: “PN” indicating that there are Pre-Notes prior to actual Direct
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Deposit, “DD” indicating Direct Deposit, or “**” indicating that the employment
status is currently inactive.
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Deduction Register

The Deduction Register allows the user to print a listing of each deduction for the current payroll
period. To generate a Deduction Register, select Reports = Prior to Printing Checks. For screen
image please click Deduction Register.

E D eduction Register

~Select Deduction Codes -Selection Citena

Code  |Description Starting Employes Hame

—
E
BCI7FAM’ BCA 75 FAMFLEX
BCI17IND  BC-17%4ND Ending Employes Mame |

BL1E22PL BLA18%-2 PERS-CHILD
Lol L N
BC1SFAM" BC-18%-FAMFLEX
BCISIMD  BCA8%IND
BCIBIND* BC-18:INDFLEX

BC192PC"| BC-19%-2P-CHILD -FLEX
x|

Click on the check box to Select A1 Deduction Codes.

e  Select the desired deductions from the pick list.

. Enter the beginning and ending employee range and press TAB.

. Enter the desired Payroll check date and press TAB. The default date is the current payroll
period.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Earnings Register

The Earnings Register allows the user to print a listing of each earning for the current payroll
period. To generate an Earning Register, select Reports = Prior to Printing Checks = Earnings
Register.

P E amnings Register

-Select Earming Codes ~Selection Crteria

Starting Employes Mame

29+ YRS
ZHD b SECOMD MASTERS Ending Employee Name
ADDASGN  ADDITIOMAL ASSIGMMT
ADD HRS ADDITIONAL HOURS Separste Pages By Type  Ye: (& Mo
ADVISOR ADVISOR
BD REC BOARD RECORDER Desied PR Check Date 06/25/99
BUSDUTY  BUS DUTY
CAFDUTY CAFE DUTY

COACH COACHES

COM EDr CONT EDUCATION Ok |

Click on the check box to Select &0 Eaming Codes.

e Select the desired earnings from the list.
e  Enter the beginning and ending employee range and press TAB.
o Select “Yes" or "No" to separate pages by type and press TAB.

o  Enter the desired Payroll check date and press TAB. The default date is the current
payroll period.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Account Distribution
The Payroll Account Distribution allows the user to print the account code distribution of the
current payroll period. To generate a Payroll Account Distribution, select Reports = Prior to

Printing Checks = Accounts Distribution.

Account Distribution

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Direct Deposit Proof Listing

The Direct Deposit Proof Listing allows the user to print the direct deposit proof for the current
payroll period. To generate a Direct Deposit Proof Listing, select Reports = Prior to Printing
Checks = Direct Deposit Proof Listing.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Payroll Setting Report

The Payroll Settings Report details the payroll dates, direct deposit status, payroll frequency
status, employee type status for contract and supplemental generation, and deduction code status.

To generate a Payroll Settings Report, select Reports = Prior to Printing Checks = Payroll
Settings Report.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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After Checks Printed

Transactions Journal

The Payroll Transactions Journal provides a detail of a selected period’s payroll period data for an
employee or range of employees. The journal gives the employee’s gross salary, along with the
deductions, and net pay for both the selected period and for the year-to-date. The journal also
details the supplemental earnings and voluntary deductions and includes the general ledger
account codes the earnings and deductions are coded to.

To produce a Transactions Journal, select Reports > After Checks Printed = Payroll
Transactions.
M Payioll Transaclions

— Sedection Crtenia

Starting Payroll Check Date: [11/08/88
Ending Payrol Check D ate: [11/08/85
Starting Employes Mame: I—
Erading Employes Name: [

Print Summary Or Detad: % Summary  Detad
Pririt thie Bureau Info for this Joumat i+ Yes " No

Print the Bureau of Labar Info with Detais by Location: " Yes e
Pririt the Buresu of Laber Info with Details by Erployes Type:  © Yes = MNo

_x | (o]

Print the: Bureau of Labar Info with Detail: by Location,

. Enter the starting payroll check date and press TAB.

. Enter the ending payroll check date and press TAB. The last payroll is the default beginning
and ending dates.

. Enter the starting employee number and press TAB
. Enter the ending employee number and press TAB. Leave both blank to select all employees.
. Select the transaction level, summary or detail.

. Select "Yes" or "No" to print the Bureau information for this journal. If “Yes” was selected you
must also select “Yes” or “No” to have the Bureau Information printed with details by location
and employee type.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .

Payroll Tips:
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0 The detail transaction journal will display the detail for each employee. The
summary will display only the totals for the selected payroll. The After Printing
Checks Transaction Journal will include check numbers and employee year-to-
date information.
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Check Register

The Check Register allows the user to print a sequential listing of checks for any posted payroll
period. To generate a Check Register, select Reports = After Checks Printed - Check Register.

¥ Check Register

—Selechan Crilesia

Starting Dabe: W
Ending D ate: II:IE.Fll,fEIEP
First Check Nurber [irmn
Last Check Mumber ILEIZIJ

x|

Enter the Starting Date for the Check Register,

. Enter the starting payroll check date and press TAB.
. Enter the ending payroll check date and press TAB.
. Enter the first check number from which to start.

. Enter the last number of the checks.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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After Checks Printed Deduction Register
The Deduction Register allows the user to print a listing of each deduction for any posted payroll

period. To generate a Deduction Register, select Reports = After Checks Printed = Deduction
Register. For screen image please click Deduction Register.

. Select the desired deductions from the pick list.

. Enter the beginning and ending employee range and press TAB.

. Enter the desired Payroll check date range. The default date is the current payroll period.
e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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After Checks Printed Earnings Register

The Earnings Register allows the user to print a listing of each earning for any posted payroll
period. To generate an Earnings Register, select Reports = After Checks Printed - Earnings
Register. For screen images please click Earnings Register.

. Select the desired deductions from the pick list.

. Enter the beginning and ending employee name and press TAB.

. Select "Yes" or "No" to separate pages by type.

. Enter the desired Payroll check date range. The default date is the current payroll period.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .

190



Account Register

The Payroll Account Distribution allows the user to print the account code distribution of any
posted payroll period. To generate a Payroll Account Distribution, select Reports = After Checks
Printed 2 Account Distribution.

Account Distriibution

. Enter the desired Payroll check date range. The default date is the current payroll period.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon F7]
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Check Sign-in Sheet

To generate a check sign-in sheet separated by building for the current payroll, select Reports
- After Checks Printed - Check Sign-in Sheet.

M Check Sign-in Sheet

—Selechon Critetia

Check D'ats of the Payoll Fun for which pou wish bo obtain & check listing: os/11/33]8

Check Fegistes Report For: JUNE 11,1939

First Check. Mumber. |1-L'?L'i' Last Check Number: 18120

Include Diect Deposit Stubs inListing 7: & ey " Mo

Mumbet of Lines Belween Entmes: Iz

Enrtter the Check Date o the Payoll Fun for this ksting,

. Enter the payroll check date and press TAB.
. Enter the first check number and press TAB.
. Enter the last check number and press TAB.
. Indicate if direct deposit stubs are to be included in the listing.

. Enter the number of lines to skip between persons in the report.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Direct Deposit Submenu

Setting the Direct Deposit Header Information

o  Select Direct Deposit Header Information from the Direct Deposit Submenu to access the
header information.

M Direct Deposit Header File Maintenance

Irrediste Origin Name: MISEATUMA CS5D Bank Routine: pr/dd NATW p
Immediate Origin Code; 1146003381 Bank Account Mumber; 77157003
Home District Mame; MISKATUMA CE Bark Reference Code:

SIGN OM LINE if Required:

ADD Line if Requined:
Local Default File: CADIRECT WMACHA DAT

Immediate Destination: KEY BAME
Imnediste Destination Code: 02130007
Home Distict [0 #: 114600938
Onignating Bark Code:

Press to Save Hecoed

For screen image please click Direct Deposit Header Information.
e  Click UPDATE from the Update Panel to enter or change information.

. Enter the header information as provided by your financial institution.

The header information includes the following:

Immediate Origin Name: The User Name

Immediate Origin Code: 1 + the User’s Tax ID Number

Home District Name: The User Name

Immediate Destination: The Transmitting Bank Name

Immediate Destination Code: The Transmitting Bank’s Routing Number

Home District ID#: 1 + The User’s Tax ID Number

Originating Bank Code: The first 8 digits of the Transmitting Bank’s Routing Number
Bank Routine: The direct deposit file for your specific financial institution
Bank Account Number: The payroll bank account number

Bank Reference Code: The last header record, defined by the bank
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Sign-on Line: A special mainframe signon line required by some banks.
Leave blank if not required.

Add Line: A special mainframe processing line required by some banks.
Leave blank if not required.

Local Default File: The destination file name for the NACHA file

Please contact FINANCE MANAGER Support for further assistance in setting up the header
information
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Participant Listing

To generate a listing of all direct deposit candidates, select Reports = After Check Printed >
Direct Deposit Submenu - Direct Deposit Participant Listing.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Proof Listing

To generate a proof listing of all direct deposit employees for the current payroll, select Reports >
After Checks Printed - Direct Deposit Submenu > Direct Deposit Proof Listing.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Create the NACHA File

To create the NACHA file for the current payroll, select Reports = After Checks Printed = Direct
Deposit Submenu = Create Direct Deposit NACHA File Listing.
M Direct Deposit NACHA File Listing

DIRECT DEPOSIT Effective Date: [

Entes the Effective Date of the Direct Depost..

. Enter the effective date of the direct deposit, the creation date, and the destination file name.
NOTE: the destination file must equal NACHA.DAT. To browse for the file click the folder icon.

Payroll Tips:

0 The effective date of the direct deposit is the date the funds will be
transferred into the employee’s account and traditionally the payroll date. The
creation date is the date the file is created.

197



Printing the NACHA File Listing

To generate a copy of the NACHA direct deposit transmission file for the current payroll, select
Reports 2> After Checks Printed = Direct Deposit Submneu > Direct Deposit NACHA File
Listing.

Direct De |_||_|.;i| HACHA File Li:::l_lrh_]

. Enter the Direct Deposit effective date.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Retirement Reports

Monthly ERS Report Menu
Monthly ERS Report

The Monthly Employees’ Retirement System (ERS) Report provides a monthly summary of
employees’ earnings for submission to local or state agencies for reporting purposes. The user can
generate the report information, modify the information for other non-salary items, and finally
print the report.

To create a Monthly ERS Report, select Reports = Retirement Reports = Monthly ERS Report
Menu. PAYROLL MANAGER will display the Monthly Employees’ Retirement Report Menu.
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Generate ERS Report Information

The path to the Monthly ERS Report Information is Reports = Retirement Reports - Monthly
ERS Report Menu > Generate Report Information.

M Generate Monthly MYS ERS Report

ERS Genetation Crlesia:
Maorth Ending Date for this Repart [P2/23/35

Startng Emplogee Number [ Q1

Ending Employee Number: [55335 Q]

Method OF Payment: * Bi‘weekly © Semitonthly

I axamurn Mumber of Days per 1 Check: |10 - 00
M ammurn Number of Days per £ Chacks: |a|:|. oo
M azamum Number of Days per 3 Checks: I?U .00

Do ''ou 'Wish to Inchude ERS Back Paymentz mto Mormal Corgrbutions:
Yes © Mo

Enter the Month ENDING DATE for the ERS Monthly Repast.

. Enter the month’s ending date and press TAB.

e  Enter the employee range or accept the default to include all employees.
e  Select the method of payment Bi-weekly or Semi- monthly.

. Enter the maximum number of days for one, two, and three checks.

. Select “YES” or “NO” to include ERS back payments into normal contributions.

e Click “OK” to run the report. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Modify ERS Report Information

The path to Modify report is Reports = Retirement Reports = Monthly ERS Report Menu =
Modify Report Information.

P Modify Report Information

Employes|Hame . _. » E]

4 alasMel, CHEHYL |
18 AMATO, MARIANNME F JE51 4477 : ADAMEC. CHERYLJ
24 ANDERSON, BARBARA ) 37467851 . 38136814
32 ARMSTRONG, DONM 90674 4
37 AUSTIN, LORI A 37554748
47 BACKOWSK], MARY BETH 37554755
B0 BAKER, STEFHEM P 37ETEOET
BB BARBALACE, ANTHOMY D 33557482
E1 BARKER.BRETT & JE0263071

r £

SORT STARTING

= Emp#t I—

" Mame
" Retine

EAEErarS ] oo [ o]

Add
e  Select ADD from the update panel
. Enter the Employee number or click the magnifying glass to select from a list of available
employees.
. Enter the retirement number and press TAB.
. Enter the Tier number and press TAB.
. Enter the number of check the employee received over the month.
. Enter the number of days the employee worked this month.
. Enter the current monthly salary received and press TAB.
. Enter the current monthly contributions and press TAB.
. Enter the current monthly loan payments and press TAB.
. Enter the current monthly arrears payments and press TAB.
e  Click SAVE to save the new information.
Update
e  Select the employee from the listing using the SORT feature or the scroll bars.
. Select UPDATE from the update panel.
. Press TAB until the information to be changed is highlighted.
. Enter the correct information and click SAVE. PAYROLL MANAGER will automatically replace
the old date with the new data.
Remove
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e  Select the employee from the list.

. Click the DELETE button from the update panel.

. PAYROLL MANAGER will ask you, “Delete this record?”
. Click “YES” to delete the record or “NO” to keep it.
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Print ERS Report

The path to the Monthly ERS Print Report is Reports = Retirement Reports - Monthly ERS
Report Menu - Print Report.

ERS Monthly Report

e  Enter the Month’s ending date and Click “OK” to run the report. The report will be
displayed on screen in the report viewer for user verification. If the report is correct

the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Create ERS Magnetic Media Disk

The data file provides a monthly summary of employee earning for submission to local or state
agencies. The path to the Create ERS Magnetic Media Disk is Reports = Retirement Reports >
Monthly ERS report Menu - Create ERS Magnetic Media Disk.

ERS Magnetic File Creation

10
ZEE—
e — =

e  Enter the month’s ending date and press TAB.
. Enter the ERS report code as assigned by the retirement system.
e  Enter the location code as assigned by the retirement system.

. Enter the path a file name where the file will be saved to or click the folder icon to browse for
the location.

. Click “OK” to run the routine.
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Semi-Annual TRS Report Menu

Generate TRS Report Information

Generale Semi-Annual TRS Report

D3 /23/39

e  Enter the end date of the month for this report.
e  Select “YES” or “NO” to have the report include TRS back payments into normal contributions.

e Click “OK” to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon E 7]
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Modify TRS Report Information

The path to Modify report is Reports = Retirement Reports = Semi-Annual TRS Report Menu
- Modify Report Information.

P Modify Report Information

Employes|Hame . _. » E]

4 alasMel, CHEHYL |
18 AMATO, MARIANNME F JE51 4477 : ADAMEC. CHERYLJ
24 ANDERSON, BARBARA ) 37467851 . 38136814
32 ARMSTRONG, DONM 90674 4
37 AUSTIN, LORI A 37554748
47 BACKOWSK], MARY BETH 37554755
B0 BAKER, STEFHEM P 37ETEOET
BB BARBALACE, ANTHOMY D 33557482
E1 BARKER.BRETT & JE0263071

r £

SORT STARTING

= Emp#t I—

" Mame
" Retine

EAEErarS ] oo [ o]

Add
e  Select ADD from the update panel
. Enter the Employee number or click the magnifying glass to select from a list of available
employees.
. Enter the retirement number and press TAB.
. Enter the Tier number and press TAB.
. Enter the number of check the employee received over the month.
. Enter the number of days the employee worked this month.
. Enter the current monthly salary received and press TAB.
. Enter the current monthly contributions and press TAB.
. Enter the current monthly loan payments and press TAB.
. Enter the current monthly arrears payments and press TAB.
e  Click SAVE to save the new information.
Update
e  Select the employee from the listing using the SORT feature or the scroll bars.
. Select UPDATE from the update panel.
. Press TAB until the information to be changed is highlighted.
. Enter the correct information and click SAVE. PAYROLL MANAGER will automatically replace
the old date with the new data.
Remove
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Select the employee from the list.

Click the DELETE button from the update panel.
PAYROLL MANAGER will ask you, “Delete this record?”
Click “YES” to delete the record or “NO” to keep it.
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Print TRS Report

The path to the Print the Semi-Annual TRS Report is Reports = Retirement Reports Menu - Print Report.

TRS Semi-Annual Repoil

. Enter the month’s ending date.
. Enter the location code.

e  Click “OK” to run the report. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Create TRS Magnetic Media Disk

The path to the Create TRS Magnetic Media Disk is Reports = Retirement Reports - Semi-
Annual TRS Report Menu = Create TRS Magnetic Media Disk.

TRS Magnetic File Creation

| —
ZEE—
Crsrazzerr ||

e  Enter the month’s ending date and press TAB.
. Enter the location code as assigned by the retirement system and press TAB.
e  Enter the destination of the file or click the folder icon to browse for the location.

. Click “OK” to run the routine.
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Other Reports

Fiscal Report Menu
Year End Check Listing

The path to the Year-End Check listing is Reports = Other Reports = Fiscal Reports > Year-End
Check Listing.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Year End Pennies Report

The path to the Year-End Pennies Report is Reports = Other Reports = Fiscal Reports > Year-
End Pennies Report.

Year End Pennies Report

Q7/0L739 06,/30/00

e  Select the employee type(s), building(s) and department(s) to be included in the report or
accept the automatic default of all for each category.

e  Enter the name for the starting and ending employee or leave blank to select all.

e  Select Yes or No to include the following categories in the report:
Active Employees
Inactive Employees
Retired Employees
On Leave Employees

Temporary Employees

. Enter the date range for the report.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon F7]
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Earnings
Earnings by Account

The path to the Earnings by Account report is Reports = Other Reports = Fiscal Reports >
Earnings - by Account.

P Fizcal Year to Date Earnings by Account Listing

—Select an Account Code
[~ Select &1 Codes

Account [t arme

810101 75040 TAPING OF MEETINGS
AID40IG0040  CLEAK'S SALARY e STARTING
#1040 75040 CLERICAL PART-TIME & Account |

124001 50040 SUPERINTENDENT'S SALARY " Name

412401 GO0AD CLERICAL SALARIES

A131M 50040 ASSISTAMT SUPERIMNTEMDEMT
#1101 60040 CLERICAL SALARIES

A13101 75040 CLERICAL PART -TIME
B1325151045 BUSINESS MAMAGER

Double-chck with Mouse or Press OF, to Select Account,

e  Select the account code or account codes from the listing, to select all account codes click the
Select All Account Codes check box.

e  The user can locate the employees by using the two sort features:
AccountAllows the user to enter the account code being searched
Name Allows the user to type in the first few letters of the employee’s name

e  Click “OK” to run the report. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Earnings by Employee

The path to the Earnings by Employee report is Reports = Other Reports = Fiscal Reports >
Earnings = by Employee.

Eammings by Emplopes

ABBA, DEBORAH &
ABBEMNANTE. MALIREEM B
ABRAHAM. VIRGINLA
ABRAMS. MAUREEN
ACCUMANMO, LOUISE A
ACKERLEY, FAITH A
ACKLEY, DAVID &
ADAMELC, CHERYL J

e Select the employee or employees from the listing, to select all employees click the
Select All Employees check box.

e The user can locate the employees by using the two sort features:
Name Allows the user to type in the first few letters of the employee’s name
NumberAllows the user to enter the employee’s number

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Diagnostic Report Menu

Contract and Rate Report

The Contract & Rate Report details the contract salary and included longevity, and the respective
daily, hourly, and bi-weekly rates for the employees in the selected employee types. All
information for this report is taken from Employee Screen - Earnings Information.

To produce a Contract & Rate Report, select Reports = Other Reports = Diagnostic Report
Menu > Contract and Rate Report.
M Contract and Rate Repont

Select Emplopee Type Selection Critena

- — Inchade T E Cl M
Tope ID - emporary Emplovees: (¢ Yes ]

ADMIN ADMINISTRATORS
AIDZ3 TCHR AIDES 23 PAYS Sort By % Name ¢ Type
AIDEH TEACHER AIDES - HOURLY
AIDES TEACHER AIDES - SALARY
CAFEH CAFETERLA-HOURLY
CAFES CAFETERMA-SALARY
COACH COACHES

DIREC DIRECTORS

E<EM INT AUDITOR

MURSE SCHOOL NURSE

Fress to Select Al Employes Types,

. Select the employee types to print.
. Select "Yes" or "No" to include temporary employees in the report.

. Indicate if the report should be sorted by employee name or employee type.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Supplemental Salary Report

The Supplemental Salary Report details the different supplemental pays for the employees in the
selected employee types. All information for this report is taken from Employee Screen 4 -
Earnings Information.

M Supplemental 5 alary Report

—Select Employes Tupe —Selechion Critetia

Include T E o
= IDmri:lion emporay Emplopess: ez  No

ADMIN ADMINISTRATORS
#AIDZ3 TCHR AIDES 23 PAYS Soit By & Mame  Type
AIDEH TEACHER AIDES - HOURLY
HMDES TEACHER AIDES - SALARY
CAFEH CAFETERLA-HOURLY
CAFES CAFETERLA-SALARY
COACH COACHES

DIREC DIRECTORS

E<EM INT AUDITOR

HURSE SCHOOL NURSE

Click on the check box to Select &8 Employes Types

To produce a Supplemental Salary Report, select Reports = Other Reports = Diagnostic Report
Menu - Supplemental Salary Report.

. Select the employee types to print.
. Select "Yes" or "No" to include temporary employees in the report.

. Indicate if the report should be sorted by employee name or employee type.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Account Code Breakdown Report
The Account Code Breakdown Report details each employee sorted by their budgetary account

codes. All information for this report is taken from Employee Screen - Earnings Information.

To produce the Account Code Breakdown Report, select Reports = Other Reports = Diagnostic
Report Menu = Account Code Breakdown.

Accounl Code Breakdown Report

e  Select "Yes" or "No" to include temporary employees in the report.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon F7]
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Master Deduction Listing

The Master Deduction Listing lists by deduction code the employees currently with that
deduction. All information for this report is taken from Employee Screen 5 - Deduction
Information. To produce a Master Deduction Listing, select Reports = Other Reports >
Diagnostic Report Menu = Master Deduction Listing.

P Master Deduclion Listing

—Select Deduction Codes —Selection Criteria

Sort By = Mame  Code

BC17FAM® BCA7%-FAM-FLES el Active Daducticns:  Ye: € No
ECITIND  BCATEAMD

BCI82PC BC-18%-2 PERS.CHILD
BC182PS* BC-18%-2P-SPOLSE-FLE
BC18FAM BC18%-FAM

BC18FAM: BC-18%-FAM FLE® Include Temporany Emplopess:
BCIBIMD  BC-18%AMD

BCIBIND® BC-YEE-AMD-FLEX
BC192PCs BCATE-2PCHILD-FLEX

Include Inactive Deductions: " Mo

Click on the check box to Select &1 Deduction Codes.

e  Select the deduction codes to print.

e  Select to have the report sorted by name or code.

. Select "Yes" or "No" to include Active Deduction in the report.
. Select "Yes" or "No" to include Inactive Deduction in the report.

. Select "Yes" or "No" to include temporary employees in the report.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Tax Withholding Status Report

The Tax Withholding Status Report details the tax withholding status for the selected employee
types. All information for this report is taken from the tax information portion of Employee Screen
7 - Tax Withholding.

To produce a Tax Withholding Status Report, select Reports = Other Reports = Diagnostic
Report Menu - Tax Withholding Status Report.
B T ax Witholding Status Report

—Select Employee Type —Selection Crteria

—

™ Select Al Types

Tops |Ducr' - Inchude Temporay Employess: (¢ Ye: ¢ Mo

ADMIM ADMINISTRATORS
AlDZ3  TCHR AIDES 23 PAYS Soit By, % Mame © Type
AIDEH TEACHER AIDES - HOURLY
AIDES TEACHER AIDES - SALARY
CAFEH | CAFETERIA-HOLURLY
CAFES CAFETERLA-SALARY
COACH COACHES

DIREC DIRECTORS

EXEM INT AUDITOR

HURSE SCHOOL MURSE

Click on the check box to Select & Employes Types,

e  Select the employee types to print.
e  Select "Yes" or "No" to include temporary employees in the report.

. Indicate if the report should be sorted by employee name or type.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Direct Deposit Listing

The Direct Deposit Listing lists the employees currently having direct deposit with their respective
bank routing and account number information for those districts with Direct Deposit. All
information for this report is taken from the direct deposit portion of Employee Screen 6 -
Deduction Information. To produce a Direct Deposit Listing, select Reports > Other Reports >
Diagnostic Report Menu - Direct Deposit Listing.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Retirement System Listing

The Retirement System Listing lists all employees in the selected retirement system sorted either
by employee name or by retirement system tier. The respective deduction percentage is also
shown.

To produce a Retirement System Listing, select Reports = Other Reports = Diagnostic reports
Menu > Retirement System Listing.
M R etirement System Listing

Select Employes Type —Select the Retrement Systems Codes
I Select A1 Codes

Type |Desciiption Fletiement code|Fletrement description
ADMIN ADMIMISTRATORS ERS NY'S ERS

AIDZ3 TCHR AIDES 23 PaYS PEF NY'S POLICE % FIRE RS
AIDEH TEACHER AIDES - HOURLY TRS NY'S TRS

AIDES TEACHER AIDES - SALARY
CAFEH CAFETERIA-HOURLY
CAFES CAFETERLA-SALARY —aelecton Crileria
COACH COACHES Include Temporare Emplovess: & va: Mo

DIREC DIRECTORS
E-EM INTALDITOR Soat By Relie © Mame

HMURSE SCHOOL NURSE
x|

Click on the check box to Select & Employes Types,

e  Select the employee types to print.
e  Select the retirement system the report will be based upon.
. Indicate if the report should include temporary employees.

. Indicate if the report should sort by retirement tier or by name.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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TSA (403b) Limitation Report

The TSA (403b) Limitation Report lists all employees with 403(b) TSA deductions and the
cumulative calendar year-to-date amount. This amount is one of three components needed to
determine the calendar limit the employee may legally withhold and treat as exempt from wages.
This report does not certify that the employee has not exceeded any legal limitations imposed by
the Internal Revenue Code.

To produce a TSA (403b) Limitation Report, select Reports = Other reports > Diagnostic Report
Menu > TSA (403b) Limitation Report.
B T5A [403b) Limitation Repoat

—Selection Crkeria

Calendan vear Date Rangs fp1s01793 f1z/31/99
Percentage R ate Used for Calculation Iz&. an
Employes Elective Defemal Cap (4020) IlD, 000, 00

Inchude Temporary Employess * ez [ Mo

_x |

Enter the Starting Date,

. Enter the desired date range and calculation percentage to use and press TAB.
. Enter the Employee Elective Deferral Cap (402g).

. Indicate if the report should include temporary employees.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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W-2 Proof Listing

The W-2 Proof Listing lists in detail or summary the taxable withholding totals for all employees
for the selected calendar year. All errors in wages are noted on the report.

To produce a W-2 Proof Listing, select Reports=> Other Reports = Diagnostic reports Menu =
W-2 Proof Listing.
E W-2 Proof Listing

Select Employes Type  Selechion Critenia

Report Vear Calendar / Fiscal & Calendar ¢ Fiscal

ADMIN ADMINISTRATORS

AID23 TCHR AIDES 23 PAYS - T
AIDEH TEACHER AIDES - HOURLY Sort By: * Type O Name

AIDES TEACHER AIDES - SALARY
CAFEH CAFETERIA-HOURLY

COACH COACHES
DIREC DIRECTORS
EXEM INT AUDITOR

MURSE SCHOOL MURSE oK I

Click on the check bos to Select 41 Employes Types,

e  Select the employee types to print.

. Enter the Report Selection Criteria.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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W-2 Detail Analysis

The W-2 Detail Analysis lists in detail the W-2 errors for selected employees for the selected
calendar year.

To produce a W-2 Detail Analysis, select Reports = Other Reports = Diagnostic Reports Menu
- W-2 Detail Analysis.

W-2 Detail Analyziz

o *

e  Select the employee number range.
e  Enter the Payroll Check Date Range.
e Indicate if the report should display a message if no errors were found.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Custom Report Menu

The Custom Report Menu allows each user to call upon special custom reports provided to the
user by FINANCE MANAGER.

The path to the Custom Reports Menu is Reports > Other Reports = Custom Report Menu.

M Payioll Manager Custom Repoits

CUSTOM BROWSER

PR CHECK QUERY
REMAINING PAY (SCR 3t4)

Select a Routne,

e  Select the desired Report by using the cursor-up, cursor-down keys or the mouse.

. Select the RUN button to run the report. The report will be displayed on screen in the report
viewer for user verification. If the report is correct the user can:

&
1)  Print the report by clicking the print icon - or

2) Saving to a file by clicking the save icon ﬁl .
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Query Menu

The query menu provides another method for the user to access information. The query menu
allows for a quick search of the existing payroll data for the desired information.

To enter the query menu module, select Queries from the PAYROLL MANAGER Main Menu.
PAYROLL MANAGER will display the Payroll Query Menu Screen.
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Employee Earnings History C/F

The Employee Earnings History C/F provides a summary of the calendar and fiscal totals for the
selected employee. The history may be displayed individually on screen or printed in a report.

To view an employee’s earnings history, select Queries 2 Employee Earnings History C/F.

M Fiint - Employee Eamings History C/F

Employee Selection Criteia:

Select by Emplype: ] Include Active Emplopaes in Listing
Selectby Buidng: (i Include Inactive Emplopees in Listing
Select by Departrment g Include Retred Employees in Listing:
Empioyee StatMame: [ Include On Leave Employess in Listing
Employee EndMame: [ Include Temporary Employees in Listing:

= | [l ]

e  Select the employee type(s), building(s) and department(s) to be included.
. Enter the employee name range or leave blank to include all employees.
. Select YES or NO to include the following:

Active Employees

Inactive Employees

Retired Employees

On Leave Employees

Temporary Employees

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Employee Earnings History C/Q

The Employee Earnings History C/Q provides a summary of the calendar and quarter to date totals
for the selected employee. The history may be displayed individually on screen or printed in a
report

To view an employee’s earnings history, select Queries [| Employee Earnings History C/Q.

M Employee Eainings Histoiy C/0

Employes Selection Citeria:

Select by Emptype: 4 Include Active Employees in Listing:
Selectby Buidng: (1 Inchad [nactive Emplovess in Listing
Select by Department: () | Include Fetred Emplayess in Listing:

Ernployes Stat Marme: I Include On Leawve Employees in Lsting
Ermploves End Mame; I Include Temposany Emplopess in Listing:

x|

. Select the employee type(s), building(s) and department(s) to be included.
e  Enter the employee name range or leave blank to include all employees.
e  Select YES or NO to include the following:

Active Employees

Inactive Employees

Retired Employees

On Leave Employees

Temporary Employees

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Employee Earnings Summary

The Employee Earnings Summary provides a report with one line for each payroll check received during the selected

date range. It provides full account code and deduction code totals.

To view an employee’s earnings history, select Queries > Employee Earnings Summary.

ﬁ Employee Eamings Summarny

—Select Earning Codes:

[ {Select A1 Employee Types

Emp Type]Desciption

A0 I
Albaa

AIDEH
AIDES
CAFEH
CAFES
COACH
DIREC
EXEM

ADMIMISTRATORS

TCHR AIDES 23 PAY'S
TEACHER AIDES - HOURLY
TEACHER &IDES - SALARY
CAFETERIAHOURLY
CAFETERIA-SALARY
COACHES

DIRECTORS

INT AUDITOR

—Selection Crtenia:

Startirng D abe: In?muas
El’ll:i'lngK IDE."SD."UU

Break by Employes Tupe © ez & Mo

One Sheet Per Emgloyee © ez % No

Click on the check bos to Select Al Employes Types
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e  Select the employee type(s) to be included.

Enter the starting and ending date for the report.
Select YES or NO to have the report group and break by employee type.
Select YES or NO to have each employee print on a separate page.

Click "OK" to generate the report. The report will be displayed on screen in the

report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .



Employee Deduction History

The Employee Deduction History provides a summary of the voluntary deductions for the selected employee. To print
an employee’s deduction history, select Queries (| Employee Deduction History.

Employe uclion Hizloy

. Enter the range of employee numbers to print.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .
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Employee Attendance Balances

The Employee Attendance Balances provides a summary of the employees who have a negative
balance in their attendance banks. These employees may be subject to having their wages docked
for the negative amount. To print an attendance balance report, select Queries > Employee
Attendance Balances.

B Employee with Negative Balance

Employes with Hegative Balance

This report will summarize cument emplopes files and will
only dizplay employees with negative available dayps.

Stat Date: m_ End Date: 07 /06,39

Temporary Employess: " Yes " Mo

Enrtter the Fiscal Yea Start date

. Enter the desired date range.

. Select YES or NO to include Temporary employees.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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Employee Mailing Labels

The Employee Earnings History provides a summary of the calendar, fiscal, and quarter to date totals for the selected
employee. The history may be displayed individually on screen or printed in a report. To print employee-mailing labels,
select Queries > Employee Mailing Labels.

3 Mailing Labels

—Selection Critstia

Select by Emptype: 21 Select by Bulding: (1 Select by Depattment. 3

Employes Start Mame: |
Employee End Mame: |

Include Active Employees in Listing * ez © Mo

Include Inactive Employees in Lising € Yes @ Mo
Include Retred Employess in Listing: £ ez = Mo
Include On Leave Emplopess in Lising ~ © Yes & Mo
Include Temposary Employess in Listing: & Wes & Mo
Pririter Type: ™ DotMabi[1] Lazer(3)

x|

. Select the employee type(s), building(s) and department(s) to be included.
e  Enter the employee name range or leave blank to include all employees.
e  Select YES or NO to include the following:

Active Employees

Inactive Employees

Retired Employees

On Leave Employees

Temporary Employees

. Select the printer type dot matrix or laser.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl .
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On Leave Status Report

To print the On Leave Status Report, select Queries = On Leave Status Report.

M On Leave Status Report

On Leave Status Report

This report will summarize active employee files, and
will only dizplay employees thal took leave.

BegringDate:  [@FMMDEE ~ Ending Date: 0770695

Fshured Employess Only. " Yes + Mo

Temporaty Emplopess: " ‘fes {+ No

x

Erter the Starting date range,

e  Enter the beginning and ending dates to be searched.
e  Select YES or NO to include returned employees only included in the report.
e  Select YES or NO to include temporary employees.

e Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon or

2) Saving to a file by clicking the save icon ﬁl
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Employee Salary History

The Employee Salary History screen displays individual employee appointments and earn codes
for those appointments. The path to Employee Salary History is Queries - Employee Salary
History.

P Employee 5alary History

c L seiletil SORT  STARTING STATUS
Autic lohnd L G oName [on  C Acive
PULICE. SALYATORE (54-62-8835 PN s Y-
PULLEM, JEAMIME B4 101-68-9336 55N  OnLeave
PLULLD, FRAMCES M 129-26-5609  Temporam
FLUPEE, MATTHEW G. (081-66-2762 I~ Fistirad
PUPKE, TRACY & 123601138 o Al
FLURTA, JAN 118-78-8767
FUSHEIM, LOWNS 0B8-40-8263
GUADERI, LIS M 104-50-3365
QUIGLEY, ELLEN M. 115-40-3737
QUIMAM, JACQUELINE G. 111-68-7453
QUIMNN, JAMICE M 055-62-8165
QUINK, JEAM (159-30-1895

Finding an Existing Employee

In order to view an employee’s information, it is necessary to locate the employee. From the
Employee tab the SORT method assists the user in locating employee files.

NAME Allows the user to locate by name, click the NAME radio button and
click in the STARTING box and type in the employee name being
searched.

SSN Allows the user to locate by social security number, click the SSN radio

button and click in the STARTING box and type in the employee’s
social security number being searched.

NUMBER Allows the user to locate by employee number, click the NUMBER
radio button and click in the STARTING box and type in the employee
number being searched.

STATUS Allows the user to sort the listing by status type.

Appointment

. After selecting the employee from the Employee tab, click the Appointment tab to display all
the employee’s appointments.
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P Employee 5alary History

Employes: 2,654  Public, John Q. Total Pesiod Pay 1,522.33  Total Entitlement: 28,000, 00

Y

Earn Code

. To view the employee’s earn codes, select the desired appointment from the appointment tab.

. Click the Earn Code tab to display the earn codes for the selected appointment.

P Employee 5 alary History

Earncode

|stat DateDate  |Account

Emplopes; 2654  Public, John 0. Totad &mt 0. 00 Total Limst; ©.00

I I N N
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Paycheck History

The Payroll Check History provides a detail of the payroll checks for the selected employee. The
checks may be displayed individually on screen or printed in a report.

To view an employee’s payroll check history, select Queries > Payroll Check History = Display
Payroll Check History.

M Display Payioll Check Histomy

ARBA, DEBORAH A
ABBEMANTE. MAUREEN M
ABERAHAM, VIRGIMLA 146-56-4735 SORT STARTING
ABRAMS, MALIREEM 097.50-2065 & Mame
ACCUMANNO, LOUISE A 103-46-6316 " Hunber

ACKLEY, DAVID A 063-62-2160 55N

ADAMEC, CHERYL J 071-46-9497
ADAMS, MANCY 083-48-8912
ADELSON, MARC R 118-66-5483
AOLER. VIRGINLA 373-44-3526

Press o Ext

e  Select the employee from the Available Employees listing. Use the Sort function to assist in
locating an employee.

. Click the CHECKS tab to display a listing of the employee’s checks.
e  Select the desired check from the check listing.
. Click the VIEW tab to view a listing of voluntary deductions and the employees pay stub.

. Click the Details tab to display the supplemental deductions for the check selected from the
checks tab.

. Click EXIT button to return to the PAYROLL MANAGER main screen.

To print an employee’s payroll check history, select Queries = Payroll Check History = Print Payroll Check History. For screen
image please click Payroll Check History by Employee.

235



Print - Pagioll Check Hiztony

07,0699

. Enter the range of employee numbers to print and press TAB.
. Enter the date range for payroll period to print.

e  Select the transaction level, summary or detail.

e  Click "OK" to generate the report. The report will be displayed on screen in the
report viewer for user verification. If the report is correct the user can:

1) Print the report by clicking the print icon

2) Saving to a file by clicking the save icon .

236



Print the Payroll Settings Report

Click OK to run the Payroll Settings Report.
. The report will be displayed on screen in the report viewer for user verification. If the report is

&
correct the user can: 1) Print the report by clicking the print icon - or 2) Saving to a file

by clicking the save icon ﬁl .
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W-2 Preparation Routine

The W-2 Preparation Menu routine prepares the employee payroll data for completing the W-2s.
The routine takes five steps, creating a W-2 history file, reviewing the W-2 information, printing
the W-2 proof totals, comparing the W-2 totals to those reported on the Form 941s, and creating a
floppy disk for W-2 printing.
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Printing the W-2 Proof Totals

~Select Emploves Type

. Select Utilities > Government Reporting Menu > Print the W-2 Proof Totals.
P Fiint W-2 Proof Totals

Type

|Descrption =

ADMCO
ADMIN
BO10A
BON0B
BO12a
B2
CHR20
CHRZ4
CL104
CL106

CEMTRAL ADMINISTRATORS =
FRINCIFALS/ DIRECTORS & ASST'S
10M0O5 BUS DVR AFTER 5/21/38
1005 BUS DVRE BEFORE 542198

12 M0OS BUS DVA AFTER 5/21./98
12M0O5 BUS DVR BEFORE 5/21./98
CHAIRPERSONS- 20 CHECES
CHAIRFERSONS- 24 CHECES

10M0O5 CLERICAL AFTR 5421736
10M0O05 CLERICAL BEFORE 2/21/38 =

Selechon Critenia
Erder the Vear: Ilggs

Detail or Summany; & Detall ' Summary

Break by Emplopes Tupe: O ez & MNa

Fress to Select Al Employes Types,

e  Select the employee types to be included in the report.

. Enter the year you wish to use.

e  Select the type of report Detail or Summary.

. Select “YES” or “NO” to have the report break by employee type.

. Click OK to run the report. The report will be displayed on screen in the report viewer for user

verification. If the report is correct the user can: 1) Print the report by clicking the print icon

I con 22
or 2) Saving to a file by clicking the save icon .
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Printing the W-2 / 941 Proof Report

e  Select Utilities > Government Reporting Menu > Print the W-2 / 941Proof Report.

P Piint W-2 7 941 Proof Repot

p2/01/95
12/31/99

. Enter the Starting and Ending period dates.

e  Click OK to run the report. The report will be displayed on screen in the report viewer for user
verification. If the report is correct the user can: 1) Print the report by clicking the print icon

or 2) Saving to a file by clicking the save icon -,
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