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There are several steps before your payroll system can process correctly. You can
always refer to the help Checklists for a review:
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Set Up in Administration

In order to use the payroll module you need to set up your disbursing fund if you have
one, cash account and accrual account if you wish to accrue your payroll. The cash
account should be a general ledger cash type, if you have an accrual account, this is
typically an APO or OL general ledger type. You may or may not have a disbursing
Fund. If you have a disbursing Fund, you will also need to fill in a Due From: Due To:
account. Note: you can only disburse payroll from one Cash account at a time.

Disbuirsing Agtounts

Cash: %‘2‘

foorual: 2205 "

%j 5Checkm-;; Cperational

atrued Selaries

Fupd:

Interfund Accounts

Due From: |

Doeto: ,‘;!

Fraud Preventicon Options

¥ Lock Emplovee 1D and User ID Association
41 Enable Deartivation of User ID Upon Employee Termination

%1 warn Upen Employee Termination Linked User ID Ceactivation

£ Hide Earning code Rates and Amaounts During Timesheet Procaszing

New with version 14.6 are some anti-fraud options. Select these options as a fraud
preventative: to display User ID association with an Employee ID; change the User ID
status to Inactive upon employment termination; display a warning message before
automatically revoking privileges in the system, once an employee has been terminated.

« Lock Employee ID and User ID Association: Select this check box to change the
User ID field on the Payroll>Maintain>Employee Information form to be display
only after a User ID is selected and the form is saved.

» Enable Deactivation of User ID Upon Employee Termination: Select this check
box to enable the system to change the associated system User ID status to
Inactive, upon employment termination. The association between the Employee
ID and system User ID is set up on the Payroll>Maintain>Employee Information
form. The system User ID is set up using Administration>Security>Maintain
Users. It is recommended to use unique User IDs, otherwise, if the User ID is
shared and one of the associated Employee [Ds is terminated, the User ID will be
set to Inactive and the remaining Users will be locked out of the system as well.

o Warn Upon Employee Termination Linked User ID Deactivation: Select
this check box to display a warning message, when that Employee ID is

O ——S—
©Wipfli LLP - Diocese of La Crosse October 2014 Page 3



changed to Terminated, about the Employee 1D and system User ID
association. The Enable Deactivation of User ID Upon Employee
Termination check box must be selected in order for this option to be

available.

Set up in Payroll

There are several steps in payroll to establish a functioning payroll system.
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Processing Groups

Processing
Groups

Start with setting up your processing groups. Processing groups are used to group
employees with the same pay cycle and pay date. After you set up the processing
groups, you will assign employees to a specific group. You must have a minimum of
one. If you process payrolls on a different cycle (Weekly, Bi-Weekly, Semi-Monthly,
Monthly) or pay on a different date, you will need to create a new processing group.
You may create a unique processing group if it would make processing easier.
There are three statuses that can be assigned to codes:

e A - Active.

» | -—Inactive. Inactive codes can still be used for processing, but the application
will pop up a warning box that you are about to use an inactive code. You may
still choose to do so.

e D - Discontinued. Codes flagged discontinued cannot be used.

Remember when naming the code, you should not use any spaces or special
characters; only alphabets and numbers.

Group J Pay Schadule?
codas e ?} crats T o
: Title:

Pay Cycles

. Semimahfhry
1B Biwaekly
1 Wisekly

You will then need to define the first pay date of the new year, and the corresponding
pay cycle. The application will then calculate the rest of the year based on your
settings. You may modify this information as long as that payroll has not been
processed.

M
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Group  Pay Scheduls

Year: Eirst Paw Dater T TIETIS T W EN First Bay Period [o——
! HEems S8 ot e
Pay Dates
Pay Peripd Pay Date Pay Period Begia Date | Pay Period End Bate | SUTA Weeks

S 1452015 Saf 121 2014 1202112014 £

21 RN 111722018 1A NE 4

3452015 2H1a8ms 2 IERIENE )

4152015 312015 2212815 4

EJB 2015 411 2315 4 J20E05 4

845215 54172015 542102015 5

7iE2Z2015 Br1/2018 £ 20205 4

B152S Ti112018 TG 4

GIEIAIE 3112015 & 212015 b=

1M 525 G119 12015 IN201E 4

115 2015 10 9 1205 102142815 4

i EYAGE 111 4 1201 E 1122015 )

Federal Taxes

Federai
Taxes

Set up the general ledger codes for the various federal taxes. The GL code may not be
a sub-ledger type of account; i.e. AP or AR.

Federal Z:Emgpioyee FICH Taxes § Employer FICS Taxas } FUTA Taxes [ Distribution }

Fax Account Code THle

Employee FICA Taxes Tab — This tab captures the employee's federal withholding
information for Sacial Security and Medicare. The application will default to the current
federal values. Use the Calculation Method current if mid-year rate changes occur that
are not retroactive. Use Year-to-Date to perform an all-in-one catch up. This option will
adjust the employee’s next payroll check to ensure year-to-date withholding is accurate
to the point in time when the check is calculated.
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Federal Employse FiCA Taxes | Employar FICH Texes i FUTA Taxes § Distribution

Social Security Tax

1 Overde Official Yatues

Maximum &nnal Subject Wages: o 511}’,3301} 00

&

Percent of Wages:

Calcudation Method: v

Medicare Tax

"""""" 2014 Official values 2013 Official valoes
£117 46080 H113,700.00

1436.2000% D06.2005%

3014 Official walues 2013 Offical values

Maximum Annual Subject Wages: Mo Limit

Mo Limit Mo Limit

Percent of Wages DL A500% 031450055 POLA500%

Employer FICA Taxes Tab — This tab captures similar information as the Employee

FICA Taxes Tab, but on the part of the Employer.

Federal | Employee FICA Taxes Employer FICA Taxes QFUTA'Tﬂes? Distribution |

Saeial Security Tax

E Owerride Official values

Maximum &nnaal Suhiect Wagss: sll?lﬂgg ﬂg @

2014 Official Values

£117,000.00

Percent of Wages: ; 006.2000% B06.2000%
Caleulation Mathoed: Co _ %{
Medicare Tax

2014 Official walues
Maximum Annual Subject Wages: Mo Limit Mo Limit
Percent of Wages: | 001.4500% B01.4500%

2013 Offidal Values

£113,700.00

006.2000%

2013 Official walues

Ao Limit

001.4500%

Distribution Tab — Settings on this tab direct how to distribute the federal tax expense.

» Follow Eamings on Timesheet — This method directs the employer’s portion of
the federal taxes to be distributed to the same account codes as the distribution

designated on the employee’s timesheet.

» Follow Earnings Used to Calculate the Tax — Use this method to direct the
employer's portion of the federal taxes to be distributed to the same account
codes as the employee’s earnings used to calculate the tax.
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+ Use Distribution code —This method specifies an exact distribution of the federal
taxes that is different than the employee’s earnings distribution. The distribution
code used must be an existing code.

State Taxes

State
Taxes

State Tab — Each state will need to be set up separately. You can set up as many
states as you need.

State %Tax | Distribution |

Code: Wi Wisronsin
-Gtate Withholding -
EF: srate withholding Tax Tax Accaunt ID: 1583791
State Unemployment
£7 State Unemployment Tax Tax Account 1L

Calculation Mathod: v

e

Tax Tab — Depending on the state rules, you may need to define State Withholding
and/or State Unemployment.

Stste  Tox | Distribution |

State Withholding Tax
LiabHity Account: 2120

‘State I'nce;m_“i.;. Tax Payable

State Unersployment Tax

iFlEmptoyer | FEmployes
Maxiraum Annual §0,000.00 } -
Subject Wages: —— @1 1
Percent of Wages: 162,500 RN Y
Liability Sccount: 7124 “State Income Tax Fayable

Expense Accounts

Fayrol Tawes o

: Faderal Unemployment Tax -

% Override Default Credit Rate - UPUTADaditRate: | 0045000%
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Distribution Tab —The choices here follow the Federal choices.

Each state’s withholding tables do not have to be maintained; these are built into the
application as is the federal tax tables. Once the state has been activated, the tables
are automatically accessed. The state is now available for entry onto the employee’s
information.

Other Taxes

Othar
Toxes

This tab is used only if there are local taxes, such as a county tax or city tax. You may
also use this tab to set up State Disability Insurance (SD1) and Temporary Disability
Insurance (TDI) withholding and expensing formulas. You will specify whether these
taxes are employer or employee paid. Remember when naming the code, you
should not use any spaces or special characters; only alphabets and numbers.

Tax Code ? Emplovee Taxes § Erminloyer Taes % Dinbribotion g

Tox Code: ot ] Sates:n
Title: Examp!é Local e
Antrix® Tax Typa Lotal Tax
Employver Tax I 4545856 e
cApplable Tazes - o

Wi Employes ¥ Employer

Depending on how the local tax is calculated, you will need to set up and maintain the
codes. The Diocese has no local taxes.

fal‘Cg‘:de Emplovae Taxes { Srpdoy ;%Tm—:xf i

- Calr\slatim‘sasis PR . i
@ Taxsbie Eamings £ Federal Withhalding 2 state Withholding’,

Liabiity Accouats 757

T
;. Employes Rate Table -
kB Bass 7o Annual Tierad Yax with Cap Optien
.3 " fase Tox per PFericd with hinimum Wage Threshold
Percent of 4nnyatiWages wih Cap Dpticn
Percant of Wages with Pay Cycla Cap Dplian

Laleolation Type |

m
©Wipfli LLP - Diocese of La Crosse October 2014 Page 9



Distribution Codes

Distribution codes allow you to determine the funds and other account segments where
you would like the transaction amounts to go. These need to be set up ahead of time,
as they are required for any earnings. Distribution codes may be designated as
Accounting only (A), Payroll only (P}, or both Accounting and Payroli (B). Distribution
codes capture all accounting segments EXCEPT the General Ledger code. Distribution
codes can be set up to distribute amounts according to percentages, hours or amounts.
Use Amount to distribute your payroll expenses by the same dollar amount each time.
A distribution code can contain an amount, as well as a percentage or hour distribution
in the same code. The amount will distribute first, then the remaining expenses by the
hours or percentages. Remember when naming the code, you should not use any
spaces or special characters; only alphabets and numbers,

Employee Information \{ y

Emploves
information

You now can enter your employee information, tab by tab. The application uses this
information in calculations throughout the payroll process. Several fields are required.
If you have your settings to highlight required fields, you will know which fields must be
filled in for the application to accept adding the employee. Remember when creating
the ID, you should not use any spaces or special characters; only alphabets and
numbers.
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Employee Tab — Only the ID, Status, First Name, Last Name and Social Security
Number are required. Although a hire date is not required when you enter an
employee’s information, a hire date is required to produce a SUTA report for the

employee.

Employee ;Addr&ss § Job and Pay } Biract D&;msita Faideral Tax% State Tax | Other Taxes g W2 § Email } Nntes%

Employes ID;

First, MI, Lagt Mame:

Social Security
Numbsr:

Marital Status:

Waork Telephone:
Dates
Hired:

Last Day Workad:

Birth Date:

Status: A R

paéfaniﬁaille‘

Maile Palalani

R 1.0 0 Hie — “'3
“““ : — . . lj

User ID: S J;j

) - B

L4 /152015

Actian:

Terminated:

1111 4 /1078

Address Tab — Notice on this tab | can keep track of an emgrgency contact. Do not
use punctuation in the address fields to conform to iRS regulations for Electronic Media

data transfers,

Employes Address ;mb and Pay § Dirart Depésit i Faderal Tax§ State Tax § Other Taxes § W2 } Email i M

Emplovee Residence

Sddress:

City, State, ZIF:

Yolce:

Emaif:

771 W 1Tth Avenue

A.'rk'daie

(B90Y608-5647 Ext7e1 Fam;

Emergency Contact-~ - oo o

Name:
. Vaicas
Relationship:

Ermnail:

m
P e e T I ——E—
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Job and Pay Tab — The processing group is required, as is the pay rate. This could be
entered either as a Salary per Pay Cycle or Hourly rate. If you enter the Salary per Pay
Cycle, the application will calculate the Equivalent Hourly Rate. The Equivalent Hourly
Rate is calculated by taking the salaried amount multiplied by the pay cycle to result in
an annual amount. The annual amount is divided by 2080 hours in a year, resulting in
the hourly equivalent. Also notice the Direct Deposit flag. The Direct Deposit flag must
be clicked on before the direct deposit tab is activated.

Emplnyee% Address  Job and Pay %Dir&r:t Eeposit§ Federal Taxi StetéTax% Qther Taxes i W-2 1 Email ] N

Processing Group: =4

‘new graup
Claas: Childcare Position: Chitdzare _-:_[
Employee Type: Military Status:
Driver's License : S - B
Mumber: State: 7.} Expiration: é_{_}’ Class: g:j
Pay Rate
@ Salaried &% Hourly
Salary per Pay Cycle: L . $2,I}U£FUU[E§3:| Hourly Rate:
Equivalant Hourly Rate for | '115335@2]%
Caleulations: ; :

%! Direct Deposit

Direct Deposit Tab — This is where you enter information regarding an employee’s pay
distribution. You can have as many distributions as needed, but the percentage
distributions should total 100%. This represents where the remainder of the check will
go. Type 32 is a savings account, type 22 is a checking account. You must have the
Direct Deposit module installed for this tab to be available. The application will
distribute amounts first, then any percentage distributions. You may use the
Lists>Employee Bank Information report to print this information.

Employee % Address ; Job and Fay © Direct Dépﬁ:s;it i Federal Tax i St Tax §7.-Ot’n:er Taues a W-2 § Email g

- Banking Tnformation

Bank Routing Humber Account Bumber - % | Arneoant - Type
p 12457335 2332 ’ U0 GO00 250032 uzj
L1245 THEEE 23588 1035000 L.enjzz
#* 40848000
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Federal Tax Tab — This tab would be filled out based on the employee’s W-4
statement. If the employee is exempt from FIT withholding but needs a W-2, select 99

Withholding Allowances.

Employes E Address i Job and Fay Direct Deposit  Federal Tax % State Tax | Other Taxes % -2 § Ernal § Hotes i

itarital Status

- @ single/Head of Hausshold <% Marrted < Nonresident Alisa Single/Head of Housaheld @ Nonresident Alien Marriac

Mumber pf Withbelding &flowances: 4

Additional Withholding:

State Tax Tab — You will need to choose thc appropriate state for this employee, and fill
out the appropriate information. Again, if an employee is exempt from state tax
withholding but requires a W-2, select 99 Withholding Allowances.

. State Unemployment Tax

State: Wl w wisconsie

~,“State Wathholding Tax
¢ State: Wl ri wasconsin

: ?ﬁf’ﬁﬁﬁ’éﬁg: Marital Status: 5
Withholding p S aliaviances for j "
i Exsmptions: Daductions:
Oedotdions o s Credita: D S,
- Spousé S5H;

Other Taxes Tab — The Diocese has no other taxes.

W-2 Tab — The most common choice on this tab is Retirement Plan. Choosing this
option would report in Box 13 on the W-2. You do have the option of contracting with
Aatrix to issue electronic W-2 statements to employees.

M
T e R R R OB R U T —E—————
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En"ip:ldy-ﬁeg Add'r‘&s-si Jab and Pay% Direct Demsitg FederaiTax% StateTa-x§ Uther Taxes W-2 Er

[ statutery Employves i1 Ratirament Plan F7 Third-Party ik Pay

Electronic Employes W-2

i 1esue employer W-2 electronically using Astrix®

Email:

We are now ready to set up our specific payroll codes. These codes will be entered
onto employee’s default timesheets.

Renaming an Employee
. B

If you need to change the Employee ID of an employee, start with a new employee and
client on the Renaming an Employee icon. A pop up will appear. Choose the current
employee ID you would like to change, then fill in the required information.

Currert Employes I10; paalanivlaile

Pz’ alani, Maile
New Employes ID: TanesMaile
Comments: TR R

JLze

After you accept this operation, all history for this employee will ret attach to the new
employee ID.
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Earning Codes

Earning
Codes

Earning codes consist of salaries, stipends, expense reimbursements. Codes are
calculated in a variety of ways, depending on the code. Salary and hourly codes are
typically calculated using the Employee Pay Rate. Remember when naming the
code, you should not use any spaces or special characters; only alphabets and
numbers.

Track Labor Hours Calcniation Methoed

Example code
Earning Tab — This is where we name our earning and assign the expense code.

Track Labor Hours — Select this check box to track the employee labor hours entered
on a timesheet, and be able to run reports as to how those hours were distributed.

Contribute to Net Pay Only — Select this check box to process employee
reimbursement and advances through regular payroll processing. These earning codes
will calculate without the amount being subject to taxes and fringe benefits. The only
method of caiculation available for this option is Amount on Timesheet. The taxes tab is
disabled.

W-2 Information — Some earnings require special reporting for W-2 purposes. Use
these fields to report earnings for box numbers 7, 8, 10, 11, 12 or 14. Box 12 requires a
corresponding Box Code. If you have earnings that need to report in boxes 1-6, 16, 17,
18 and 19, select the check boxes on the Taxes tab and leave the W-2 Box Number box
on this tab blank.

T
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Earnings Versus Benefit — Earnings are amounts paid to employees that increase net
pay, and ordinarily would be subject to taxation. Benefits are amounts paid to a third
party on behalf of an employee, and do not increase net pay. They may however be
defined as taxable income. This may include life insurance for an employee that
exceeds the federally allowed maximum.

Ezrning g Calculatian} Schedule | Taxes §

Status: A

Code: cC £
Title: Choice Costs

Bipense 5045 v| Salaries 3'Wages - Lay

Account: 4

£4 Trark Labor Hours Ui Cortribute o Met Pay Ondy

W-2 Information-

Box Muember: Box Code:

Calculation Tab — There are several options to calculating an earning:

= Employee Pay Rate — This method reads the pay rate assigned to the employee
on their maintain menu, under the Job and Pay Tab. If an employee is salaried,
the employee’s salary per pay cycle is the earning amount. If the employee is
hourly, the earning amount is the employee’s hourly rate multiplied by the hours
on the timesheet for that Earning Code.

¢ Rate Multiplier — This method is frequently used for overtime, where the pay
rate would be a multiple of the employee’s normal pay rate. If you choose this
option, you must fill in the rate multiplier.

o Fixed Hourly Amount — This method uses the specified amount in the box
multiplied by the number of hours specified on the employee timesheet. This
fixed amount wouid be substituted for the employee pay rate. You must fill in the
fixed hourly amount box. This amount will apply to all employees with this code.

¢ Fixed Amount - This method is a flat rate calculation, and might be used for a
stipend. You must enter the fixed amount in the box. This method applies to all
employees.

« Amount on Timesheet - This option allows for fixed amounts to be customized
to each employee at fimesheet time.

» Rate on Timesheet — This method allows the definition of both the number of
hours and the hourly rate on the timesheet. The rate on the timesheet is
substituted for the employee pay rate.
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Ezmning Caleulation | Schecule | Taes |

Caloulation Method

4 Employes Pay Rate Rate:

i Rate Multipiier Asmount: §

&5 Fixad Hourly Amount
€ Fixed smaount

77 Amosnt on Timesheat

£ Rate on Timeshest

Mote: Entaring 5.0% equals a Timesheet Rate of .05,

Schedule Tab — Here is where you determine when to calculate the chosen earning
code, and whether it is available for both regular and supplemental timesheets. The
frequencies depend on the pay cycle:

* Monthly — Always, or Never

« SemiMonthly — Always, 1 payroll of the month, 2™ payroll of the month, Never

« BiWeekly — Always, 1* payroli of the month, 2™ payroll of the month, 1% two
payrolls of the month, Never

» Weekly — Always, 1% four payrolls of the month, 1% payroll of the month, 2"
payroll of the month, 3™ payroll of the month, 4" payroll of the month, 1% and 37
payroll of the month, 2" and 4™ payroll of the month, Never

Earn-ingi Cadridation  Scheduls lTaxes §

.- Fredquency

Pay Cycle Ragular Pyrolt | Supplermental Payrolt

Taxes Tab — This is where you specify which taxes apply to this earning code. Since
earnings are typically taxable, the application defaults to all tax types selected. f the
organization is not subject to Federal Unemployment, this check box shouid be
unchecked.

Subiettto the Following Feder! Texes .
il ) {7} sotial Secirity ] medicare

- Subjact to the Following State Taxes
g o T #lsuma

. Subjetia the fafloving Other Taxes S
© I Emplayse Paid (LNT) 7 Emplayer Paic{LER)

m
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Benefit Codes

Benefit
Lodes

Benefits represent employer contributions on behalf of the employee. Benefits are
typically paid to a third party, and do not increase net pay. Benefits are an expense and
a liability for the employer. Remember when naming the code, you should not use
any spaces or special characters; only alphabets and numbers.

Coget Titie* | Sta.; Expense.. | Liability Account | W2 Box. Calculation Method
] 214 on §]§’é

Exe;hwple Cod

Benefit Tab — Here is where you name the code and define where you would like the
liability and expense to record. You may choose to show the value of this benefit on
employee check stubs so employees can see the investment the organization is
making. Some benefits require specific W-2 reporting. See the list in the Earnings
Code setup discussion.

‘et | cliaton| ewnge | sttt ] o | istusr]

Code:  T038(Base) St“”"‘%‘ A
Title: ‘403{b} Employer Base Contribution

fé?ﬂi? 3: 51)25 " ‘Retirement
hﬁi’fﬁi’i | _:2145 Eﬁ@] 403(b) Payable

Bl show Cod & 0n Cheek Stub

SWRZ Enf_qrma_t_icjn_ ' -

Bex Numbers - Box Code: o
: ; |
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Calculation Tab — Here is where you tell the application how to calculate the benefit.
Depending on the option selected, the Earnings tab may or may not be activated.

« Fixed Percentage of Earnings — This method takes the earning amount and
multiplies the amount by the percentage indicated in the Percentage box. When
you use this method, you must determine the earnings on the Earnings tab
against which to perform the calculation.

» Fixed Hourly Amount — See the Earnings Code option. Note: When this option
is used for a benefit code, the benefit will vary with the number of hours.

* Fixed Amount — See the Earnings Code option.

« Amount on Timesheet — Similar to the Earnings Code option.

* Percentage on Timesheet — The application will take the eaming amount
specified on the individual employees’ timesheet and multiply the earnings by the
specified amount. The percentage can vary by employee. When using this
option, the earnings affected must be defined on the Earnings tab.

* Maximum per Year - If you need to limit the benefit deduction to a maximum
amount, use this field to do so.

* Maximum Percentage — If you need to limit the benefit percentage calculation to
a maximum amount, use this field to do so.

Benefit Caleulation §Eamings} SchsdufaE Tams} Distribut‘roni

Cairufation Method

=7 Fined Percentage of Earnings Percentage:

i Fived Hourly Amount Amount:
Maximum
perYear: - .
ket 4510000
:Perc_entagg:

# Fixed Amount
% Amount on Timesheet

@ Percentage on Timesheat )
Mote: Entaring 5.0% equals s Timesheet Rabe of .05,

Earnings Tab -Use this tab to define which earnings will be used in any of the
percentage options, as well as Fixed Hourly Amount. Earnings tagged as “Contribute to
Net Pay Only” are not included.

Benclii | Calcifafian’ £acsinge | Sthedite Tines | Distribution |

Earnings to Use For This Calculation .
Asaifable tems: Seiecked Rems: -

i tode

Sws | e |
. Lhuice Cosly
Housian Al . A Stisend - Athletics.
Substtte A 3 5 {Salary. Teschers
Substiute - . e A \agen - Ovelime
Supstiufe - F... B Y iagas - RAgUIar
Sulstiuts - 0 o)
Substiule - H.. 5
Subshute -4, | 2R
Subaticte-H. 1 TET)
SubsiBurs - L.,
Sporl Oticials jars ]
Shgend - @st...
Srary-Rebgl. | -
Stipeng
Stpens-Eve. |-

Lode

[
|4
a

LR R R
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Schedule Tab — Same as the Earning Code options.

Taxes Tab — Use this tab to define the taxability of the benefit. Ordinarily, benefit
contributions do not affect taxes, so the default is for all taxes to be unselected. If this
benefit does have tax consequences, select the appropriate check box.

Benefit% Calculation i -Earnings] Schedule Taxes 1Distribﬁtmgn-§

Increasa Taxable Earnings for the following Federal Taxes -

FRRIT | Spcial Security : i Medicare

o

FRYTA

Increase Taxable Earnings for the following State Taxes
[ awT i suTs

Increase Taxable Earnings for the fallowing Other Taves -
¥ Emplovee Paid (LWT} ™ Employer Paid {LER)

Distribution Tab — Use this tab to tell the application how to distribute the benefit
expense.

Benefit | Caledlation § Eamings§ schedule | Taxes Distrtbution 2

Distribution of Bensfit Expense Should - -

i Follow Earings on Timeshest

Distribution Code to Useif no Earnings Exist

. # Fellow Earnings Used to Calculate the Benefit

1 ¥% Use Distribution Code

fardl
S
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Deduction Codes

) it

Leduction

{odes

Deductions represent employee contributions on behalf of themselves, so they only
represent a liability for the employer. The employer withholds these amounts to be paid
to another entity on behalf of the employee. Deductions reduce net pay. Remember
when naming the code, you should not use any spaces or special characters;
only alphabets and numbers.

Codde® Titla* Status | LiabliBy Account| W-2 Box Bumber,

o

Catcutation Method

Example Code

Deduction Tab — Define the code name and title, and the liability account. There may
also be required W-2 Box reporting.

Dedudtion ]taiwiati@nf Earnin-gs% Scihedule'i Taxes !

Code: R =zl Status:
Tithe: Disability Insurance Withhoiding
Liability 214 {.Jis.at.JiEity Insurance Fayable R

Acrount:

- W2 Information

BoxMumber: ‘Box Code:
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Calculation Tab — The calculation options for deductions are the same as for Benefits.

Deduction  Calculation gEarn-ing-sgl Schedufﬁi Taxes 2

Calosistion Method

& Fiwed Percentage of Earnings Percentage: :
£ Fixed Hourly &mount Ampnt: !
% Fiwed Amount Maximum
per Year:
B Amount on Timeshest Maximum : oeRE600 |
Percentage: -

2} Percentags on Timesheet Mote: Entering 5.0% 2quals a Timeshest Rate of 105,

Earnings Tab

Dadurtlan i Caleulation  Earnings ;Schedule i Taxes i

Earni to Unelar This Caleulation
S S e

Schedule Tab ~ Same as Earnings and Benefits.

Taxes Tab — Read this tab carefully. Usually deductions are subject to taxes, so by
default none of the boxes are selected. Contrary to the Benefits taxes Tab, this tab
reads "‘DECREASE Taxable Earnings....”So, if a deduction is Pre-Tax, you will need to
SELECT the appropriate box.

-D-eéu_citmng Caic-ulatiu:n% Earni:ngsg Schedule Tawes 3

Dzrrease Taxable Earmings for the Following Federal Taxes

e {7 Social Security i Medicare

© FlruTa

~Drecrease Taxable Earnings for the fellowing State Taxes - -
[ swr £ suta

Decrease Taxable Earnings for the foliowing leﬁer'Taxcs

B Employes Paid {LWT) E Employer Paid {LER)
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Leave Codes

Qecomoltfe 1 s < nef s
{sgave
Codex
Leave is valued in hours, not doliars. Leave can automatically be accrued each pay
period. The schedule tab determines when to calculate leave. Leave does not affect
net pay, nor does it create an accounting entry. If you would like to value leave in
dollars, you will need to create an EARNING code. Remember when naming the
code, you should not use any spaces or special characters; only alphabets and
numbers.

VORI ILEIHSE

Baxirmum Annpat Accroak.| Maximum Accrusl Batance Howrs Calcuiation Method

0l

Example Code

Leave Tab — Define the leave code, its status, title and if applicable, if there are any
iimits to accruing that leave type.

¢ Maximum Annual Accrual (Hours) — This represents the maximum an
employee may accrue in one calendar year. If there is not annual limit, use a
large number such as 9999.99

» Maximum Accrual Balance (Hours) — This amount represents the total number
of hours an employee may accrue for this leave type. When leave is calculated,
the total leave balance must not be more than the Maximum Accrual Balance
allowed. Ifitis, the leave accrual is reduced to this Maximum amount. If the
employee balance drops below this amount, then the employee may accrue up to
this amount again with the next accrual period. If there is not maximum, enter a
large amount such as 999.99.

-eave | Coletation | Eomings | Schedle

Status: B i

. Paid Time OFf {SL Hourly)

89.0000
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Calculation Tab — There are a variety of ways to define how leave is accrued:

Fixed Number of Hours — This method will increase an employee's leave balance
by this amount every accrual period, unless they have hit a maximum.

Fixed Percentage of Hours Worked — The application calculates leave on a fixed
rate per hour worked. The earnings code affected must be defined on the
Earnings tab. Use the Percentage box to define the percentage to use in the
calculation. You may specify to maximum number of hours to use for the leave
calculation.

Amount on Timesheet — Use this method to define a unique amount of leave to
accrue per employee at timesheet time.

Percentage on Timesheet — This method allows the application to use the
percentage on the timesheet unique to each employee in the leave calculation.
You must define the earnings on the Earnings tab on which to apply the
calculation.

egve Lalcuislion iik:arnmgs %E bcneﬂmag

Calculation Method

£ Fiwad Mumber of Hours Hours: o :
@ Fined Percentage of Hours Worked Percentage: 0050080
Maximum Subject e gqgg%u

5 amount an Timeshest

#% parcantage on Timesheet

Hours per Fay Period:

Maximurn. Percentage: |

Mote: Entering 5.0% equals a Timesheet Rate of 05,
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Earnings Tab — Use this tab to define the affected earnings for any of the percentage
options. Earning codes with a “Confribute to Net Pay Only” designation are not
included.

Leave | Calrulation Carnings iScheduiei

Earnings to Use for This Calolation
&vailable Items: Selected Itemsa:
Cade - Status
oL #
HA -
SAIE -y
SFE A
SFS A
2] B
. ISHAON A
©ISHCE A
SHD A
ZLY &
30 A
SOF f
ap ) -
< L '

B e [

Schedule Tab — Same as Earnings, Benefits, and Deductions.

Workers’ Compensation Codes

Workers'
Lompensation
Codes

Workers’ Compensation Tab — The application can accrue the Workers'
Compensation liability over time. The appropriate WC category can be attached to
individual employees. You can have as many WC codes as your business requires. If
there is both an Employer and Employee portion, two codes must be set up.
Remember when naming the code, you should not use any spaces or special
characters; only alphabets and numbers.

e
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Workers” Compensation | Caloulation E Earnings g Distribution %

code: B l} ceatuss -
Tigle: administrative staff
st Tox Type e e :
Paid By
&% Employer i Employee

P4 chow Code on Chedk Stub

Expense ‘5045 el Warkmen's Camp Insurance
Account:

Liability 2 ,,j Accrued Workmen's Compensation
Account: e

Calculation Tab - A typical way to calculate the WC liability is rate per $100 earnings.
You would need to inciude the rate, if you have an adjustment factor you can include
that, or any Maximum Subject Earnings.

Rate per Hours Worked — The application uses the hours associated with the
specified earning codes and multiplies them by the rate specified. This amount is
then muitiplied by the Adjustment Factor if one is entered. Specify the applicable
earnings on the Earnings tab.

Rate per Workers' Compensation Hours — For this method to calculate you must
specify a rate to multiply by the hours specified on the timesheet. The earnings
tab will not be active for this option.

Rate per $100 Earnings — The application uses all the earnings specified on the
Earnings tab and adds in the year-to-date Subject Earnings. This sum is
compared to the maximum Subject Earnings on this tab. If the Maximum Subject
Earnings amount is greater than the calculation, then the current period subject
earnings are used to calculate the WC amount. If the Maximum Subject
Earnings amount is less than this calculation, then the amount used to calculate
the WC is the Maximum Subject Earnings less the year-to-date earnings. The
resulting amount is divided by 100 to get the rate.
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Workers' Compensation Caicul&t'i'sn' z Egrnings | Distribution

Calcufation Methond

fate:

£} Rate per Hours Worked 0.0400

7% Rate per Workers” Compensation Hours Edjustment Factor: 0,600

sy

& Rate per £100 Earnings Maximum Subject £995,999.9% @

Earnings:

Mote; Entering 5.0% eguals 3 Timeshest Rate of 05

Earnings Tab — Because WC is calculated in my example as a percentage of earnings,
on the earnings tab you would choose which earnings to apply the caiculation. The
Earnings Tab would also be available for the Rate per Hours Worked option.

Wc;.r:kers‘-Cn-mpen.satiani fraloulation .Ea.ﬁ'i'ings 1Da‘stribu‘cian'§

Eamings to Use for This Calculation
Availabie tems: Salected tams:
' Ciode Statug f Tite E Coda Status Tile
SOF i Sport Gfficials CiZ A Ehoioe Cests
HA A Heusing allowance - Ralighus
SADLE A Substitute - AHSIANS Aide
3FD & Sybsiiute - Fol Gay
SFE A Substitute - Fond Service
SH A Substitute - Hetrly
SHADM TR {Gubstite - Heurly Admin Asst.
SHCC A Subsitute - Hourly Child Care
SHD A Substitute - Half Day
51T A Substitute - Leng Term, Full Bay
=0 A, Salary - Othars
sp & Stipsnd - Athistics
SFl A Stipend - Instructional
2R A Salary - Relipkus
57 A Salary - Teachers
S5TPG A Stipend
STPLH A StipEnd - Events
WO A Wages - Qvertime
R A Wages - Regular

e e e ]
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Distribution Tab — In order for the application to automatically allocate the WC costs,
you need to choose a method of distribution. This is similar to the other codes.

Workers' Compensation § Calculation | Earnings  Distribution §

Digtribution of Employer's Workers” Compensation Expense Should

& Follow Earnings on Timesheet

i Follow Earnings Used to Calculate the Werkers’ Compensation

s Use Distribution Code

Default Timesheets

Entar Default
Timeshests

White not required, default timesheets are a time savings at payroll processing time.
Each employee could have their unique combination of earnings, benefits, deductions,
leave, and workers’ compensation codes entered on the various tabs. These wouid
then be recalled each time a regular timesheet is run to save time from having to enter
all the codes each time.

Timesheet Buttons

Explanation of buttons in order:

» Distribution Information — Use this button to view an existing distribution code,
or to enter a new one.
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¢ Refresh Button — Use this form to refresh the rates and amounts for an
Employee ID, Processing Group, Employee Type, Class, Position, or Pay Type,
or all employees. The code changes are reflected in the Default, Regular, or
Supplemental Timesheets. The system quickly checks each Earning, Benefit,
Deduction, Workers’ Compensation, and Leave Code and refreshes the rates
and amounts (if applicable) for the selected employees. Click OK to begin the
refresh.

e Sort Order — Use this button to determine the order you would like the
timesheets to appear.

% Employse Last Name

£ Clags

& Employes Type

» Record Mover Buttons — The next four buttons take you to the beginning of the
list, goes back one record, forward one record, or to the end of the list.

Select Tab — Choose the appropriate employee 1D. A timesheet reference is optional.

Employes ID: paalaniMaile

Timesheet Referance: {

Earnings Tab — Enter all the “usual” earnings this empioyee would use. It is possible to
have the same earning code, with a different distribution code attached.

E?istrfi&ut‘mn Code
Sl-Toddier

Code

P[RR °
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Benefits Tab — Enter onto this tab the benefits the employer pays on behalf of this
employee. It could be something that the employer pays for everyone, or a match by
the employer for something the employee also contributes, such as health insurance or
a retirement plan. Depending on the definition of the benefit, you will either enter a
percentage or an amount, or one will already appear. You cannot overwrite any “grey”
cells.

Select | Eamnings Benefits }Dedu::tions | workers' Campensation | Leave | Summary |

Loda
4{¥iB({Base)
Life
H&01

Deductions Tab — The Deduction tab includes any contribution the employee makes.
This could be the employee contribution to health insurance, or any employee only
contribution, such as a donation or garnishment. Depending on the definition of the
deduction you will either enter a percentage or an amount, or one will already appear.
You cannot overwrite any “grey” cells.

Sefect g Earn:ingsg Bensfits  Deductions ;‘W&rkem‘ C@mpemsat‘mn; L-aa,wa% Summaryfg

Code Calcuigtion Method e Armpuant

Dental
RF
#5041

Workers’ Compensation Tab — Use this tab to assign appropriate WC codes to an
employee. Depending on the code definition, you will either enter a percentage or an
amount, or one will already appear. You cannot overwrite any “grey” cells.

Seléétj':fnarnéiﬁgz § Benefits ; Dedurtions  Warkers® icompensation aél,-e,-a:sraé .SU;mniasw'g

Core Calcutation Method Bate .| . Hours
& | acmin] : o
o

Leave Tab — Enter any leave plans this employee may have. You cannot change the
accrual rate or ending balance here.

Saiect} 3Earn,ings§ Benefits § Deductons 3 Workers' Compensation Leave I Sﬂmmﬁry{

| Hours Accraed| Hours Taken | Ending Balanc

: 00000

J |10 sl
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Summary Tab — This tab provides a quick view for all the Default Timesheet settings
for this employee.

Se’l&cti Eamin:sz Bensfits ; Deductions % Worksrs'ii‘ampertsatiﬁﬂ Leave Sunwnary %

{ Payroll Code Code Calculation Meathod Hours Rate Amaunt | Bistribation T

E

‘Navigator T -

Payrcll Setup

Report Manager

Tares and eFting

Help and Support

Enter Default —— s,
Tinsgheets To recaiculate, go
i e Reviewillodify,
i b -
AN i click Fing and :
Calculste e Reviev Modify “geledt Allto delste.
Payroll B Calculsled Payrolt

Enter Regular)
Supplemental
Fimeshests

Print'Emait CreatarSend
Checks and Veuchers Direct Deposit File

)
5

“'Dnos checksiveu cne;é"5 W ' o
are printedfemaied, : Gistribnts Transfer ta
the Peyrell process is ) Lakor Accounting

5 committed. n

Enter Hanual
Chacks
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Below is a quick outline of how to process a payroll, including reports to use to check
your work.

1.

Enter Regular or Supplemental Timesheets (Timesheets>Enter
Regular/Supplemental Timesheets).

o Enter regular timesheets if an employee's payroll information varies from
payroll to payroll, or if an employee's default timesheet information needs
to be changed for a particular payroll.

o Enter supplemental timesheets to give employees off-schedule or other
non-standard payments, or there is a voided check and payroll needs to
be reprocessed.

Print and review timesheets for accuracy (Reports>Processing>Quick
Timesheets).

Calculate payroll (Activities>Calculate Payroll). If there are any problems with
the calculation, the system displays an error message indicating the specific
problems encountered during the calculation process.

Review and/or edit calculated payroll (Activities>Review/Modify Calcutated
Payroll). To view a printout of the calculated payroll register, use the
Reports>Processing>Quick Calculated Check Register form. This supplies a
register of calculated-but not printed-payroll checks and vouchers. Note: During
the check printing process, all payroll history files are updated, and the calculated
payroll and regular/supplemental timesheets are deleted. Therefore, it is a good
idea to make a backup of the organization data files (using File>Backup) before
proceeding with the check printing process.

Print the payroll checks and direct deposit vouchers and email the vouchers
(Activities>Print/Email Checks and Vouchers). Remember that a payroll cannot
be edited after confirming that the checks have been printed correctly.

Print the payroll's check or voucher register for review and filing
(Reports>History>Quick Check/Transaction Register).

If appropriate for the organization, create a Direct Deposit File
(Reports>Processing>Voucher Register). Print the direct deposit report, and/or
export the direct deposit information to the appropriate file format (using an

* ACH file application).

If the Direct Deposit module is installed, refer to the Processing Direct Deposit
checklist for more information about creating and sending a Direct Deposit File to
a financial institution.

Enter information about payroll checks that were neither calculated nor printed by
the system (Activities>LEnter Manual Checks).

Print the Pre-Transfer Register (Activities>Transfer to Accounting>Pre-Transfer
button). It creates the transfer data {o be used in the Reports>Processing>Pre-
Transfer Register. Note: If using accruals, we recommend creating two pre-
transfer reports-one prior to entering the accrual and a second one after entering
the accruals (Activities>Transfer to Accounting). After comparing these reports,
transfer the data to the Accounting system. Printing, reviewing, and filing these
two reports will provide comparative information about the accrual.
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10. Transfer the payroll data to the Accounting system (Activities>Transfer to
Accounting). Note that this process creates unposted transactions in
Accounting.

11. Post transactions in the Accounting system (Activities>Manage Sessions>Post
Transactions). To edit checks, use the Transactions>Edit System Generated
Checks>Payroll System Checks, Payroll Manual Checks, or Payroll Void Checks
forms in the Accounting system. Select the batch of checks on the Session form,
and then change the check information or transaction entry line items on the
Transaction Entry form.

12.1f necessary, undo a previously transferred payroll in the event that a correction
needs to be made (Activities>Undo Transfer to Accounting).

Note: The Undo Accounting Transfer form designates the selected payrolt as
transferable; it does not change Employee History or other payroll records, nor
does it affect the entry originally transferred to Accounting.

Regular Timesheets

Enter éeg:ular.i’

Suppiemental

Timezheeis
Enter a regular timesheet for employees who do not have default timesheets, or you
may enter a regular timesheet to change an employee’s defauit timesheet just for one
particular payroll. Iltems entered on the default timesheet will automatically appear on a
regular timesheet. For Regular and Supplemental payrolls, only active employees are
available for selection.

The Select tab is the only tab that is different when you first start processing a regular
timesheet.
alect 1 Earnings } Benefits g Deduetions ; Wark:_zrs’ G_orppgps_aﬁ_an_%' Leav&] Summar‘(§

Processing Group: ~WRAC5 S

Timesheet Tepe: R T K,A 1

Pay Period Begin Pay Period End O

Pay Date: Crates Diata: §q ! 15;'21}‘14““
Employee D: ' -albrecht, Frances 1

SUTA Weaks: e

Tirneshest rm——

Referefces

e et e ——————___]
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All the other tabs wilf look like the default timesheet tabs. You would make changes to
these tabs for just this pay period. Making changes at regular timesheet time does not
change the default timesheet. Next pay period, the settings in the default timesheet
would return.

Supplemental Timesheets

Entar Regular!
Supplsrmental
TFimgsheets

Entering a supplemental timesheet starts with the same form as a regular timesheet
except for the Timesheet Type is now S for Supplemental. Use this timesheet when
you need to give employees off-schedule or other non-standard payments. This might
include a separate bonus check, or a replacement check after a voided check. ltems
entered on the defauit timesheet will automatically appear on a supplemental timesheet.
You can use any date to process a supplemental timesheet.

Select I Earpings i Benefits § Deductions E Workers' Compensation %‘ :Laa.ve% Sum-mawi

Processing Group: e ,,j

Timesheet Type: s :}

Pay Periad Bagin v Pay Feriod End

Pay Date: :- 97{15{25:14 Ag:l Date: Data: v9 ;15;'281—}
Empleyee ID: p;a'a'laﬁ-i'pviailé' - W:] F*a;ﬂ;w;{;, PR

SLITA Weeks: R

Timeshest s 'i

Reference: 5

Once again you would go tab by tab and delete all entries that did not apply to this
supplemental payroll.

Calculate Payroll

Caicuiate
Payral

You can choose to process either a Regular or Supplemental payroll. You also have
the option of using a default timesheet if no Regular or Supplemental timesheet is
available. The Pay Date range defaults to 14 days prior to the current system date and
14 days after the current system date. You may change this range. Only processing
groups that have a pay date that is within the Pay Dates will display for processing.
Choose the payroli(s) you would like to calculate by moving the item from the Available
ltems on the left to the Selected ltems on the right, then click calculate.
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Payrall Type Pay Date

@ fieguiar #: Supplementat From: . 9¢ 272014 :a Throughs Em;z;‘zam :’3

3 luse Defeult Yimesheet when No Gther Timesheet Typs is Entered for the Pay Date

Procesaing Groups
available Items: Selected Items:

Code Pay Dute Cots | Pay Tate
AL SF3072614 WRACE

i coliate | 1) Can

Messsge

.........

2Ty Payroli calculation has begun.

\“"xj Processing a Regular payroll for processing

group CarseWkr for pay neriod 371872014
Payrall caloulation & complete,

Reviewltodify
Calouiated Payrsl

Use this form to make changes to pay that was calculated for the specified employee.
Changes may be made to a calculated payrol! only until the checks are printed for the
specified pay date and processing groups. Total Hours and Gross Pay are displayed at
the bottom of each tab and reflect the entries made on the Earnings tab.
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Use this tab to view data from all other tabs. The Summary table contains totals from
the rest of the form's tabs (Earnings, Benefits, Deductions, Workers' Compensation,
Taxes, and Leave). Furthermore, the table calculates the net pay and total employer
amount for the selected employee. The system automatically recalculates these totals
each time a new Employee iD is selected. These amounts also recalculate if you move
from any other tab to this one. Note that the Summary table is for viewing only; edits
must be made on the subsequent tabs.

Note that the changes made to an employee's calculated pay will in no way affect their
payroll set up. In other words, changes made are only for the payroll being modified.

Employee ID:

SUmimary

Employas Emplayer
Arnopnt Amount

LR

Delete .. :I }Wg (Uose | [ P e }

¥

Total Hours:  9.0006 !@ Find [
Grosy Pay: FE2.2G Sttt i

T

If you need to delete a calculated payroll for a specific employee, select the Employee's
ID, then click the Delete button.

+ Employees cannot be added to this form, instead use the Maintain>Employee
Information form to add employees.

+ If you have changed the amounts of any earnings, benefits, or deductions that
are used in the calculation of any federal, state, or other withholding taxes, or
workers' compensation, the related tax, benefits, deductions, workers'
compensation, and/or leave amounts can be incorrect. Furthermore, be aware
that any changes made to earnings can affect benefits, deductions, workers'
compensation, and leave.
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« When you click Save, the system asks you if you want to recalculate.

o Select "Yes" to automatically recalculate any federal, state, or other
withholding taxes and related taxable subject earnings.

o Select "No" to save without recalculating. Therefore, you must manuaily
adjust taxes, workers' compensation, benefits, deductions, leave, and any
related subject earnings, for any such changes you make. Or, you can
delete the affected employee's calculated payroll, perform the edits in the
employee's Regular or Supplemental Timesheet, (Timesheets>Enter
Regular/Supplemental Timesheets), and then recalculate payroll.

« When performing an all-in-one catch up, due to the Employee’s Social Security
Tax Percent of Wages increased after the first pay date of the year has occurred.
If you made the appropriate changes using the Maintain>Federal
Taxes>Employee FICA Taxes tab, the system adjusts the employee’s payroll
check to ensure year-to-date withholding and expense accruals are accurate to
the point in time when the check is calculated. A zero net earmngs amount is
possible due to pricr under withhoiding.

Print Checks and Vouchers

PrinttEmail
Chacks and Vauchars

"Onea chegkgfrouchers .
ars printediemailed,
thz Payrod orocess B
k. commites,

Once your payroll is calculated, it is time to print your checks and/or vouchers. The
application prints live checks first then prompts you before printing the direct deposit
vouchers. Do not attempt to print more than 50 processing groups at once.

k Document Date: 3/15/2014 Print Poy Pariod Date{s) on Sub

4 Print Order: Employes L . ¥} Override Direct Depoait and Print Checks for All Employees.

‘Frocessing Groups .
Available Ttems: Selected Items: .

Code ) Pay Dato Code .
WRACS
Lkt
&r
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Note: Once you print the checks and vouchers, the timesheets disappear, the payroll is
committed and the payroll history is updated. It is best practice to make a backup of
your database before check printing. The application will prompt you to do so. If you
would like fo keep a copy of the timesheets, use the Quick Timesheets report.

Do you want to hackup vour database?

what to Click Yes to perform a backup. Click Mo to
do? cantinug printing chacks,

1of1

The document date is the date 1o be printed on the check. This date must have the
same year as the calculation; therefore you cannot calculate payroll for 12/31/2014 and
print checks with a date in the year 2015.

You may select the print order of your checks. Options include:

Employee Class
Employee ID
Employee Last Name
Processing Group

You can also choose the option to print the pay period on the check stub or to override
and Direct Deposits and print live checks for everyone.

Here is my prompt to load my Checks.

Send to : T .
Microsoft XPS Document Writer on XPSPort:

-Check Infermation -+ - -
© Check Fmber: |‘?D5 :

szaerpayrel Chedeablio Sotlianke: - ¢
; Cash Accounts {11080 - Payroll Casty Aceount

| Format:
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When my checks have printed, and i verify that they have printed correctly, | will
respond yes, and my check history will update.

Bid all checks print correcthy?

g
o
i

Chick Yes if all checks printed correcthy.
What to Click Mo to salect the checks that did not
do? print correctly and reprint.

1aft

O e R A T

e e e T T

I could respond no, and have the opportunity to reprint the checks that may have printed
on the wrong check number. | then get a message my history is updated.

to History

S
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Here is my prompt to load my Vouchers.

end 1o

SMTP Redpients

Youcher Information - - -
Youcher Number: | 1234

Format; dpserPayaldouchen oo e e W

Cash Account: 11000 - Payroll Cash Accow

The process repeats, just as for my live checks, with the voucher history being updated
at the end of the process.

At the end of both check and voucher printing, | will get a status report regarding my
printing process.

" Check printing process started at 3717/2614 “
ui() 1124157 BML. =

Check printing procass ended at 97172014
1:35:42 PM.

i

woucher printing process started at
Q17/2014 1:35:42 PM,

Waucher printing process ended at 971772014
L:37:27 PM,
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Create/Send Direct Deposit

e

Cregte/Send
CHrect Deposit File

Only after both checks and Direct Deposit Vouchers are printed can you create the
Direct Deposit ACH file. Remember to change the name of the ACH file. In my
example, | have named it TestACH.txt. The defauit name for this file is ACH.#xt.

Cash Account/Bank Name;
Eater Settlement Date

Twa Banking Deys After File Drate:

Enler Path and File Name o
e CAMIP SHAREVDDepositiTastaCH bt

Processing Groups .
Available Ttems: ‘Selected Hems:

Tode Pay Date

{Hstribute
Lakor

Use this feature to update the distribution of labor hours and labor earnings when
changes to Earning Codes (using the Track Labor Hours check box on
Maintain>Earning Codes) and/or Distribution Codes (changing percentage distribution
on Maintain>Distribution Codes) occur after the payroll checks/vouchers
(Activities>Print Checks/Vouchers) were printed and prior to the transfer of the payroll to
accounting (Activities>Transfer to Accounting). The process deletes the existing labor
hours/earnings distribution and replaces it with the new percentage distribution and/or
applicability of "Track Labor Hours."

b — e ———
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Transfer to Accounting

Transferin

Aceounting

The payroll is now ready to be transferred to Accounting and posted. You have an
option to transfer the payroll in detail or in summary. Pre-transfer reports, which can
only be printed before the payroll is transferred, show the entry that will be created in
Accounting.

¢ In Detail — Transferring in detail creates a separate document for each check;
therefore employee names will show in the accounting records.

» In Summary — Transferring in summary a single document is created for each
payroll; therefore avoiding employee names in the accounting records.

It is possible to have the application “split” the transaction across months, and
automatically create the accrual entries. | can choose the payroll | wish to accrue and
determine the percentage | would like to go to each the check date and accrual date.

. Session Information

| Session ID: PRSI8152014 | SessionDaster | 971772014 (eofH]
Description: Transferred from Payroll B
~ Transfer Type
& Detait o Summary

Document Numben

Pay Date Payroli Typa CheckBate | Check%

Group Cotz |

Accrual Bate | Accrual® | o

[ I P S,
i Litisniniitiag
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| can run my Pre-Transfer to make sure all my codes are valid, and that | will be
successful in transferring my payroll to accounting. Then | can look at my pre-transfer
report to see what the accounting entries will be.

¢ Message -
' The Pre-Transfer process started,
l\;%‘/) The Pre-Transfer process was successful.
" To print or wview 3 Pre-Transfer report of this ;
data, go to Reporte=Processing» Pre-
Transfer Register, i
To wiew this report, axpand the borders of
thiz message window. Te print thizs messags,
prass Cirl + P to send the message to your
What to printar. Cligk OF below anly after viewing
do? andfor printing this messags as it will not be
’ saved.
Flease wisit the Bnowledge Base at
hittp e fwenw.abila. comfsupport or refer io
onlie help far support contact infarmation.

Here is partial example report showing the accrued expense as of 8/31/2014 and the
reversal of the accrua!l on the check date of 9/17/2014

NPS Trainieyg Organization
Pre-Tranafer Ragister

Document Docgment Effective Gl Tean.,

Szssion ID Session Date Number Becyment Depcription Date Date Cade Source  Debit Cradit

PRSOD152014 §j17/2814 DRl Group: Casewks; Pay Date: 9472014 9172014 11000 PRE 237929
ofis 2l

PRE0GIG2314 /1702014 Group: Casewkr; Pay Dste: Bi17{2014 8/31f2044 23081 PRS 475.8%
971572014

PR52%9152014 1772014 Group: Casawikr; Pay Date: 817204 /172014 21001 PRS 475.8%
871572014

PRSS9152614 5f17/2014 Group: Cass®Whr; Pay Date: 8/17/2014 83172014 21010 PAS 51.4%
152614

PRS09152614 91772014 Group: CaseWkr; Pay Date: 9172014 gf17i2044 31010 PRS 205.85
91542014

PRSOS1520 1% 9417£2014 Group: Casewkr; Pay Date: 31172014 B/31/2014 21026 FRS 7523
3/15/2814

FROGIIG2014 /172014 Group: CaseWkr; Pey Date: 9/17§2014 9172034 220 RS 30091
9f15/2019

PRSNGISZIS s Group: CaseWkr; Pay Dats: 8/17/2014 8f332014 21030 PRS 17.59
3/15/2614

PRS89152014 1772014 Group: CaseWly; Pay Date: 41712014 9F1S 21030 PRS ¥0.37
aj15/2014

PRS0$152014 9717204 Group: Casewhr; Pay Date: 972015 B/31/2014 21040 PRS 3699
SFA5/2314

When 1 am satisfied with my payroll entry, 1 will need to post my entry in Accounting.

e ererrererrec—r———————————— ey
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Set Up/Adjust Employee Balances

Related Tasks

psa"ﬁiijusat Emr}kxy% Balanr‘&s

Use this form to implement payroll at a time other than the beginning of the calendar
year. You would enter each employee’s information separately, tab by tab, for the
period before implementation. Be careful of the effective date. Make sure it is for the
end of the period for which you are making the entry. So, for instance, if | were
implementing payroll as of September 1, | would make my entry effective August 31.

Selact ié-aérﬁiﬁgéé BIBi.'IEﬁ‘IS! Peductions ] Warkers’ Ciampensatipn! Taxes i L.eavei

Employes 1D; -Adams

Adams, Martha 1

y r o g
Adjustment Homber: 041 Effective Date: | B /312014 %g;;

Perhaps the most important tabs to fill out are the Taxes tab and the Leave tab. The
Taxes tab must be filled in by Tax Type and in some cases, Jurisdiction.

SEI'E,tt% Earnings }: Benafits ]3 Deductians} worksrs' Compensation  Taxes Leav'ea
. SgTA Ernployes Employer Subject Gross Taxabls Employeg - Emiptoyer
Tax Type | Jurisdiction | o 1o 3ubie;§ E:r.ﬂings pﬁiinings J Earoings Arii:im ] Agfm:ni B
P [FT ‘ 0 0.50 600 0.00 900 .00
55 T 004 .60 £.00 500 2.00
[:18d 000 .50 G.G0 4.00 0.00
ST L 0.00 B0 b0 0,60 5.00
|SUTA 245} i3 0.04 C.00 .60 4.00 0.08
¥
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The leave tab would be filled in for each leave type. This tab is also used at the end of
the year to reflect carryover balances.

S&Ie-ctj Earnfiﬂ-gsg B-eneﬁts§ Deductions g Workers' C.um-pan-satianﬁj Tawes . Leave ;

Code Title Hours Accrued| Houwrs Taken

 [5ick 0.60G0
Tan 00000

Direct Deposit Setup

The Direct Deposit module allows employees to choose how and where their direct
deposits are posted—to a single account in a single bank, or to multiple accounts in
mulitiple banks. Employees set the monetary amounts or percentages of their
paychecks for deposit distribution.

The Payroll module must be installed in order to use the Direct Deposit module. Below
is an iltustration of the steps to setting up the module.

Pasoll BYSTEM

e
P tiwats Dl
BGE et

L iny

selifn frener Bogurity
Far boer e Thpyng

b e ———— i e
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Once the module has been added to the system, you will need to do some set up the
Electronic Fund Transfer information in Administration.

A 5 SRR U i A 5
?“g Fite Edit V;;:w_ S}fst_:em Securiﬁy Drganﬁzagmﬁl' “Options - Window- ~Helpy

Mevigator g !

i System Ssfup

o,
.
P

Hainterance

ACCOUNTS PAYAELE FIXED ASSETS

Setun default distount codes, Setup standard asset

transaction entry ogtions, and depreciatien informaticn including

system processing options fram frequency, assetfypes, and

withitn this farm, aseet quick eniry eptions that
make transaction entry faster,

Heliy and Support

ACCOUNTS RECEIVABLE

Selup default discount, distribution
codes, prepaymeant defaults. and Setup the designated Grant

fransaction entry options from within & segment from within this form

this form, Sales Order GL accounts, and activate the Abila Grani Idanagemant

GRANT ADMINISTRATION

as well ag document numipers and system integration if that praguct
oplions, may also be corfigured here, is also owned.

INVENTORY CONTROL

Setup the default iformation for
the Inventory Control moduie.

BUDGET YERSIONS

Setup Budget Versiong and choose
o make them your riimary of
secondary budgets. Your primary
budget version will likely be changed
SO LAl pellsimyiel)

ELECTRONIC FUNDS TRANSFER

Seatup all required banking
mfarmation necassary (o transmit
glectronic payment files, Details
such as banking holidays, routing
details, connection preferences, and
email setup are needed before the
EFT for AP f2ature can be fuilyfunciio-nalg i

PAYROLL

Use this form to specify

g disbursing and interfund account
ELECTRONIC REQUISITIONS infarmation for use within Payroil,
Addittonal seifings to show
and hide timeshaet processing
options are also available for
canfiguration,

I1ze this form 12 setup the fast
requisition numier used, assignment
of requrisition number prefarences,
and requisitinn email opliohs.

PRIMARY BUDGET CONTROL

Setup Primary Budgel Varsion
controls including segments to
pudget by, transaction posting

nntinne canmant cithetibiiting

ENCUMBRANCES

Crazte warnings when encurnbrances
are apout 1o exceed their liguidation
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Bank Tab - Enter your banking information for the direct deposit account. You may
need to get the Immediate Destination information from your bank.

Bank 1 Bank Holidays 3 Sank Information } Connedtion § Ermail z

Bank Information {aCH)

Fouting Mumber:
Bank Name:

Immediate Destination:

Bank Holidays Tab — You need to do this set up each year. Enter the year, and the
application will defauit the Federal bank holidays. You may add others to represent
other days your institution may be closed.

‘Bank  Bank Holidays ?rﬁank Infcrmatm'ni Cannec‘cion% Ermail 3

. - Enter Bank Molidays

Years 2004 ~
) Pate Bezoription
Polasd2014 e et Hew Years Day
11 2202018 Kartin Luther King Day
{2178 Presidents Day
5 282014 Wemorial Day
|74 2014 indapendence Day
8172014 Laber Day
1012014 Columbus Day
A0 Veterans Day
1ETR G Thanksgiving Day
THzesisn14 Christmas Day

Bank Information Tab — This is where you enter your banking information for your
accounts.

¢ Immediate Origin ID — Enter the ID assigned by the Automated Clearing House
(ACH) Operator (bank) for this account. Note that the ACH Operator supplies
this information when signing up for electronic funds transfer. This field has a
maximum length of 10 alpha and numeric characters. (The system defaults to
the Federal Tax ID Number, which was entered using the
Organization>Organization Information form.)

e e ]
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« Company ID - Enter your organization's ID number. The bank assigned this
number when signing up for electronic funds transfer. (The system defaults to 1
+ Federal Tax ID Number. The Federal Tax ID was entered using the
Organization>0rganization Information form.)

« Bank Offset — Select the check box to indicate that your bank requires mixed
debit and credit records (200 file type), which include the debit records for the
organization's account. If this box is not selected, the ACH.txt file will contain
only the credit records (220 file type). Verify with your bank which selection to
choose.

+ Disable Pre-note — Selecting this box will prevent pre-notes for all employees.
This is the default for all employees unless you have chosen not to send a pre-
note for a particular employee on the Maintain>Employee Information>Direct
Deposit tab in the Payroll system. This column is only available if the Direct
Deposit module was added for the active organization.

Bank E'Bank Helidays | Bank Information i E:on.nactian§ Email g

Bank Accoupd Number| immediate Origin D | Cash Account| Company 1B | Bank Cifset bBisabla Pre-note for Direct Deposit
p |321824587 1744588484 11000 1744553484 i e
123454878 1744568434 11004 1744553424 £ ]

Connection Tab — Use Other Connection: Select this check box if you are not using
the connection portion shipped with the module. You need to use software supplied by
your financial institution or by your operating system (for example, HyperTerminal).

B 4se Other Connection
. Cannection Praperties

Dial Outs

Fhonre Mumb er:

Emufation:

Pmti:s-corls o S MODEN

. podems - |LSIHDA Moden

C Configure.

Your Direct Deposit module is not available for use. See Payroll Setup and Payroil
Processing for how to attach the appropriate information to employees and how to
create the ACH file for transmission to your bank.
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