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Restricted Rights Legend

Use, duplication, or disclosure by the Government is subject to restrictions as set forth in
subparagraph (c)(1)(ii) of the Rights in Technical Data and Computer Software clause at
DFARS252.227-7013. Fourth Generation Software Solutions, 700 Galleria Parkway, Suite
480, Atlanta, GA 30039.

Copyright

Copyright (c) 1988-2007 Fourth Generation Software Solutions. All rights reserved. No part of this
publication may be reproduced, transmitted, transcribed, stored in a retrieval system, or translated into any
language in any form by any means without the written permission of Fourth Generation Software
Solutions.

Software License Notice

Your license agreement with Fourth Generation Software Solutions, which is included with the product,
specifies the permitted and prohibited uses of the product. Any unauthorized duplication or use of Fitrix
INFORMIX-4GL version, in whole or in part, in print, or in any other storage and retrieval system is
forbidden.

Licenses and Trademarks

Fitrix is a registered trademark of Fourth Generation Software Solutions.
Informix is a registered trademark of Informix Software, Inc.
UNIX is a registered trademark of AT&T.

FITRIX ACCOUNTING MANUALS ARE PROVIDED "AS IS" WITHOUT WARRANTY OF ANY KIND, FURTHER
EXPRESS OR IMPLIED, INCLUDING, BUT NOT LIMITED TO, THE ENTIRE RISK AS TO THE QUALITY AND
PERFORMANCE OF THE FITRIX ACCOUNTING MANUALS IS WITH YOU. SHOULD THE FITRIX ACCOUNTING
MANUALS PROVE DEFECTIVE, YOU (AND NOT FOURTH GENERATION SOFTWARE SOLUTIONS SOFTWARE
OR ANY AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE SOLUTIONS) ASSUME THE
ENTIRE COST OF ALL NECESSARY SERVICING, REPAIR, OR CORRECTION IN NO EVENT WILL FOURTH
GENERATION SOFTWARE SOLUTIONS BE LIABLE TO YOU FOR ANY DAMAGES, INCLUDING ANY LOST
PROFITS, LOST SAVINGS, OR OTHER INCIDENTAL OR CONSEQUENTIAL DAMAGES ARISING OUT OF THE
USE OF OR INABILITY TO USE SUCH FITRIX ACCOUNTING MANUALS, EVEN IF FOURTH GENERATION
SOFTWARE SOLUTIONSOR AN AUTHORIZED REPRESENTATIVE OF FOURTH GENERATION SOFTWARE
SOLUTIONS HAS BEE ADVISED OF THE POSSIBILITY OF SUCH DAMAGES, OR FOR ANY CLAIM BY ANY
OTHER PARTY. IN ADDITION, FOURTH GENERATION SOFTWARE SOLUTIONS SHALL NOT BE LIABLE FOR
ANY CLAIM ARISING OUT OF THE USE OF OR INABILITY TO USE SUCH FITRIX SOFTWARE OR MANUALS
BASED UPON STRICT LIABILITY OR FOURTH GENERATION SOFTWARE SOLUTIONS'S NEGLIGENCE. SOME
STATES DO NOT ALLOW THE EXCLUSION OF IMPLIED WARRANTIES, SO THE ABOVE EXCLUSION MAY NOT
APPLY TO YOU. THIS WARRANTY GIVES YOU SPECIFIC LEGAL RIGHTS AND YOU MAY ALSO HAVE OTHER
RIGHTS, WHICH VARY FROM STATE TO STATE.

Fourth Generation Software Solutions Corporate: (770) 432-7623
700 Galleria Parkway, Suite 480 Fax: (770) 432-3448
Atlanta, GA 30339 E-mail: sales@fitrix.com

www.fitrix.com
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Software License Agreement

This software is licensed or sub-licensed by Fourth Generation Software Solutions, Inc. This Software License Agreement (“Agreement”) may be a legal
contract between you, the end user, and Fourth Generation Software Solutions, Inc. (“FGSS”). This Agreement is printed on the software media
envelope, and by breaking the seal on the software media envelope, you are agreeing to be bound by this Agreement and all its terms and conditions if
you have not negotiated other terms or have executed another software license agreement with FGSS or one of its distributors. If you do not agree to the
terms and conditions stated in this Agreement, please return the unopened software media envelope and all companion materials (including written
documentation and containers) to where you obtained them within thirty (30) days of purchase for a refund in full.

LICENSES
Fourth Generation Software Solutions grants you the non-exclusive and non-transferable right to use on e copy of the standard FGSS software
programs ordered (“Software”), and associated user and technical documentation (“Documentation”), on t he Designated CPU (the specific
computer system identified by you in a purchase ord er or otherwise.), subject to the terms and conditi ons of this Agreement and in
consideration of payment of FGSS license fees. You may access the Software lawfully licensed to you on any number of terminals connected
to the Designated CPU. You may transfer the Softwar e to a single hard disk, provided you keep the orig inal solely for backup or archival
purposes. You may modify the software lawfully lice nsed to you, and/or merge it with other programs fo r your use in machine-readable object
code format on the Designated CPU, but any portion so modified, or merged with other programs, shall ¢ ontinue to be subject to the terms
and conditions of this Agreement.
Backup Copy . You may make backup copies of the Software and of any portions thereof which are modified or merged with other programs in
accordance with this Agreement. All such backup cop ies shall also be subject to the terms and conditio ns of this Agreement. You must
maintain an accurate record of the location of the backup copies at all times.
Restrictions . Unless otherwise authorized by FGSS, you may not install, electronically transfer, network or otherw ise use the Software on any
CPU other than the Designated CPU in a network. The  standard FGSS license fees apply only when one CPU  functions as both the client CPU
and the database server CPU. You may not make any ¢ opies of the Documentation except as specifically p rovided above, you may not make
any copies of the Software except as specifically p  rovided above, you may not make alterations to the Software or to the Documentation, or to
any part thereof, including, but not limited to, un modified sub-routines, functions, libraries, or oth er binary code segments of the Software.
You may not rent, sub-license, lease, distribute, o r grant other rights to the Software or the Documen tation to others. You may not reverse
engineer, disassemble , decompile, reverse translat e, or in any manner decode the Software in order to derive any source code not licensed
by Licensor.
Proprietary Rights and Confidentiality . All title and rights of ownership | the software and Documentation remain with FGSS and are protecte  d
by copyright., patent and/or trade secret laws. You agree to take all steps necessary to protect FGSS’ s proprietary rights in the Software and
Documentation including, but not limited to, the pr oper display of copyright, trademark, trade secret and other proprietary notices on any
copies of the Software. You must reproduce and incl ude any copyright ,trade secret, trademark or propr ietary data notices, and other legends
and logos on the backup copies. You will, at your o wn cost and expense, protect and defend Licensor’s and its suppliers’ ownership of the
Software and Documentation against all claims, lien s and legal processes of your creditors and keep th e Software and Documentation free
and clear of all such claims, liens and processes. You will not disclose or publish to others, and wil | keep confidential the Software.
Terms and Termination . This Agreement is effective until terminated. You may terminate this Agreement by destroying the Sof  tware and
Documentation and all copies thereof. FGSS may imme  diately terminate the Agreement if you breach anyr  epresentation, warranty, agreement
or obligation in the Agreement. Upon termination, y ou shall either promptly return to FGSS all copies of the Software and Documentation in
your possession or destroy all copies of the Softwa re and Documentation, and certify in writing to FGS S that all such copies have been
destroyed. Software Generation Tools. If the enclos  ed Software is a 4GL Software generation tool, then  you have a royalty-free right to
reproduce and distribute program executable files ¢ reated using the Software if you agree to indemnify ~ , hold harmless, and defend FGSS from

any claims, lawsuits or liabilities, and to pay all expenses and damages including without imitation a ttorney’s fees, that arise from the use,
licensing or distribution of your software product. This royalty-free right does not apply to FGSS Men  us and FGSS User Control Libraries.
Royalties are due FGSS on each application resold, licensed or transferred to a CPU other than the Des  ignated CPU that incorporates FGSS

Menus and./or FGSS User Control Libraries.

WARRANTY AND LIMITATIONS
Limited Warranty . FGSS warrants and represents that it is the owner of the Software and/or has the right to license th e Software, and that for a
period of ninety (90) days after the initial delive  ry of the Software to you, the latest version of th e Software released by FGSS shall
substantially perform in accordance with the standa rd FGSS Documentation. FGSS's entire liability and your exclusive remedy shall be for
FGSS, at its option, to either; replace the Softwar e that does not meet FGSS’s limited warranty descri  bed above and which is returned to
FGSS with its original distribution media; or attem pt to correct any errors which you find in the Soft ware during this warranty period and
which prevent the Software from substantially perfo rming as described in the standard FGSS Documentati  on. Any replacement Software will
be warranted for the remainder of the original warr ~ anty period or for thirty (30) days, whicheveris|  onger. Limitations of Warranty. The above
warranty is null and void if you modify or change y our copy of the Software in any way not authorized by this Agreement, or if failure of the
Software has resulted from accident, abuse or misap  plication. FGSS does not warrant that the functions contained in the Software will meet
your requirements, or that the operation of the Sof  tware will be uninterrupted or error free, or that all defects will be corrected. FGSS shall not
be required to correct errors during the above desc ribed warranty period attributable to equipment mal function, products other than the
Software, use of the Software in conflict with or ¢ ontravention of the Documentation or the terms of t his Agreement; or accident, neglect,

misuse, or abuse of the Software.

DISCLAIMER OF WARRANTY FGSS MAKES NO OTHER WARRANTI ES REGARDING THE SOFTWARE OR DOCUMENTATION, INCLUDI NG WITHOUT LIMITATION, EXPRESS OR IMPLIED
WARRANTIES, AND EXPRESSLY DISCLAIMS THE WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOS E, AND ANY OTHER WARRANTY, EXPRESS OR IMPLIED,
LIMITATION OF LIABILITY, IN NO EVENT SHALL FGSS BE LIABLE FOR ANY INCIDENTAL, SPECIAL, INDIRECT, OR CO NDWQUENTIAL DAMAGES LOSS OF BUSINESS LOSS OF PROFIT S, LOSS
OF GOODWILL, OR TORTIOUS CONDUCT RELATING TO, CAUSE D BY OR ARISING OUT OF ANY BREACH OF OBLIGATIONS OR DELAY IN DELIVERY OF SOFTWRE OR DOCUMENTATION
UNDER THE AGREEMENT, OR FROM YOUR USE OR INABILITY TO USE THE SOFTWARE, EVEN IF FGSS HAS BEEN ADVISED OF THE POSSIBILITY OF SUCH LOSS OR DAMAGES SOME
STATES DO NOT ALLOW THE EXCLUSION OR LIMITATION OF LIABILITY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES S O THE ABOVE LIMITATION MAY NOT APPLY TO YOU, ANY
DAMAGES THAT FGSS IS REQUIRED TO PAY FOR ANY AND AL L CAUSES, WHETHER FOR NEGLIGENCE, BREACHOF CONTRACT , OR OTHERWISE, AND REGARDLESS OF THE FORM OF THE
ACTION IN THE AGGREGATE, SHALL BE LIMITED IN AMOUNT TO THE ROYALTIES PAID BY YOU TO FGSS FOR THE SPECI FIC COPY OR COPIES OF SOFTWARE.

Restricted Rights Legend
Use, duplication, or disclosure by the Government is subject to restrictions as set forth in subparagraph (c)(1)(ii) of the Rights in Technical Data and
Computer Software clause at DFARS252.227-7013. Fourth Generation Software Solutions, 700 Galleria Parkway., Suite 480, Atlanta, GA 30039.

General This Agreement shall be governed by the laws of th e State of Georgia, and shall inure to the benefit  of Licensor it's successors, administrators, heirs and
assigns. The United Nations Convention for the Inte  rnational Sale of Goods shall not apply to this Agr ~ eement. The parties agree that Cobb County inthe S tate of
Georgia shall be the proper forum for any action, i ncluding arbitration, brought under this Agreement. No actions, regardless of form, arising from the t ransactions

under the Agreement may be brought by any party her  eto more than 2 years after the facts creating the ~ cause of action become known to such party. If any term,
provision or part of the Agreement is to any extent held invalid, void or unenforceable by a court of competent jurisdiction the remainder of the Agreeme nt shall not
be impaired or affected thereby, and each term prov ision and part shall continue in full force and eff ect. The terms, conditions and warranties contained in the
Agreement that by their sense and context are inten  ded to survive the termination thereof by the parti es hereunder shall so survive the termination of th e
Agreement. FGSS shall not be in default or liable f  or any failure in performance or loss or damage und er this Agreement due to any cause beyond its contr  ol.
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Chapter 1 - Learning Fitrix Accounting
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Learning Objectives

To become familiar with the Fitrix Accounting System
To become familiar with Fitrix Menus and Data Entry Commands

To become familiar with Fitrix User Control Libraries
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Fitrix Accounting System

Transactions ® Database Reporting

Transactions are events that are recorded in an accounting record. Typically, these events involve
the transfer of money, product, or services. In the Fitrix Accounting System transactions are
referred to as documents.

Relational Database. Data in the Fitrix Accounting System is stored in a relational database. A
relational database organizes its data into one or more tables or relations of records.

Reports or the system output includes inquiry reports, customer statements, etc., and ultimately
the financial statements.

Fitrix Modules

There are ten modules offered in the Fitrix Accounting System. Fitrix offers accounting solutions
for two business operations, Financial and Distribution;

Financial

General Ledger (gl)
Accounts Receivable (ar)
Accounts Payable (ap)
Payroll (py)

Fixed Assets (fa)

Multicurrency (mc)

Distribution

Order Entry (oe)
Inventory Control (ic)
Purchasing (pu)

Replenishment (rl)
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Phases of the Accounting Process

The cycle of activity within Fitrix Accounting follows a basic pattern that is consistent across all
modules. At the most basic level, it consists of the following phases:

Setup ® Transaction | ® End of Period
Processing

These three phases must be performed in sequence. Setup must be complete before any
transaction processing can begin. Transactions must be entered and checked against an Edit List
in order to be posted. To complete the process all transactions are posted and End of Period
processing is run.

Set Up Accounting

Activities required to set up the accounting system are performed during the Setup phase of Fitrix
Accounting. Company Setup procedures must be done before module specific set up.

1. Company Set Up procedures include entering the name and address of your company,
assigning department codes, and establishing ledger account number ranges. You can then
enter ledger accounts and designate cash ledger accounts as checking accounts.

2. Module specific set up activities includes designating default ledger accounts for the module
and entering existing open items. Activities performed during module set up include entering
account groups, entering customers and vendors, entering beginning balances, etc.

Once the set up processes are completed the next phase, transaction processing, can begin.
Transaction Processing

Transaction processing is the day-to-day handling of documents. Transaction processing consists
of three separate steps that are consistent throughout the Fitrix applications:

Entry . A transaction is initiated by entering a document. Documents entered may be
updated at any time before posting.

Edit. An edit list is printed after documents are entered and before they are posted. This
list shows all documents waiting to be posted. If mistakes are found on this report,
corrections can be made and another edit list must be printed prior to posting.

Post. Posting is the process that posts the document to the General Ledger Activity table.
Once a document is posted it cannot be updated. Changes must be made by posting
correcting entries.
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End of Period

End of Period activities include posting general ledger activity, posting recurring documents, and
printing period end statements and reports, etc.

Fitrix Menus

The Fitrix Main Menu displays all modules purchased by your company however access to any
given module is dependant upon authorization. For instance, if your company has purchased all
ten Fitrix modules, but the Accounts Payable team is only authorized to enter data in two of the
modules, only two menu options will be activated. The other eight will appear grayed out.

% Fitrix Environment 12 196 - 64.45.161.114:3392 - Remote Desktop o)X

aglt &

File “iew Ewxecute Settings Help

dymEzm

Genero Accounting

General Ledger
Accounts Receivable
Accounts Payahle
Order Entry

© Copyright 2007

Inventory Cantral Fourth Ganaration
Softerara Solutions, Inc.

Furchasing
mMulticurrency

Fayrall

[ e N =2 S & & B~ 5 R R

Fixed Azsets

rrronoDEDODODOE

a Replenishment
9] Bt

&

Statuz |dle

£ i | >

|
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The Menu options available on the Ring menu are as follows:

Field Description

File Allows you to exit the Fitrix system.

View Offers user preferences to change the way Fitrix screens display. Your
choices are Classic, Explorer, and Edit.

Execute Manage configuration and security settings

Settings Allows you to change the color scheme or database

Help Displays Fitrix information

To select an option from a menu, use the mouse to highlight the option, and then left-click to
select. You can also use the keyboard to select a menu option by pressing the number or letter
associated with the menu option.

Note: When a menu item icon is a file folder, an additional submenu is available.
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Fitrix Data Entry Screen

Standard Fitrix Data Entry forms or screens have several sections. To view this screen from main

menu, select General Ledger, Ledger Journal, and then Update General Journal.

Note: For a more detailed explanation of all the options available on the four toolbars, review the
Getting Started With Fitrix User Guide.

Note: To enable or disable the text that display beneath each icon on the toolbar, right click at the

beginning of the toolbar and click on enable text.

¢ Llpdate General Journal

S
wr

I s, € ;’J

——
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. L - 181500000 000
6

w

File Edit “iew Mavigation Toaols: Actions Options Aelp

RO VAKE

NP BO00ELD @Q%Z
4 Batch Optiohs  Reverse Options \|—3
—1: a @ 0 W =

7 5 _
Totals-Debits |

.|"New Document)

|G o | [adcancel | [EXDetal | % 8

Enter accounting date of the docurment,

©OFind  Prew Mest Add  Update Delste  Hrowse
Diate: | o FPosted: .N.
D |
EOP Reverzelv /M) ;_N'
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Number | Field Description

1 Menu Toolbar These options perform routine functions, and are often referred
to as the User Control Library functions. The Menu Toolbar is
available on every screen.

2 Standard The icons on the standard toolbar perform many of the same

Toolbar functions as the options found on the menu toolbar.

3 Other Tool Bar | The Custom Tool Bar area has buttons that are specific to your
company and the current module. Some screens may not have
any buttons on the Custom Tool Bar.

4 Action Toolbar | This toolbar contains icons that represent actions such as add,
update, and delete.

5 Header This section is just below the Action toolbar and contains basic

Section or general information about a document.

6 Detail Section This section contains labeled columns that correspond to
information in lines or rows.

7 Totals This section is a reference section displaying debit and credit
totals information.

8 OK, Cancel,

Detail The OK button accepts new data or any changes you have
made. This is exactly the same as pressing the ENTER key.
The cancel button will abort any new data or changes you have
entered. This is the same as pressing the ESC key.
When in the header section of the screen, clicking on the Detalil
button will put you in the detail section of the screen. When in
the detail the button is now labeled “Header” and clicking on it
will put you back in the header section of the screen.

When entering information on a data entry screen there are often related screens that are
accessed using Zoom picker windows from the Standard Toolbar.

Select Exit or press Q to close the data entry screen. The General Ledger Menu displays. Press
ESC key to return to the main menu.

Fitrix Payroll
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Action Menu Commands

Data Entry Commands can be selected from the Action toolbar two ways:
1. Click the command.

2. By typing the first letter of the command name either uppercase or lowercase (ie- a for
Add).

To view this screen, select Accounts Receivable > Receivable Ledger > Update Receivable
Document .

¢ Update Receivable Documents

File Edit Wiew MNawvigation Tools Actions Options Help
H O N JRVEX B= i} BEBMaO00ED 9O
PR g &
CoAdd imfo Aot info Batch Options
4 0 P O 9 = N
“ Find Prev MNest Add Update Delete Browse
Doz Date: I_ _EHJ I Drate | El§| Dept Mo I_ [ Grozs Amt Entry |__|
Cust: | :i | [ Ship-To: |_ &
Type.: |:| | | } I ! Recur; Ij Ref.Mo.: Tax: | :'_,_!
Desc: | | ek Group: | ‘\j
Tetms: | ¥ [ | PO i | Paosted: [|
I ltem Mo Gty [t Drezcoption TawCd Frice Armount
I
I
!
Cumency | | Sub-Total | [
Misc.: | 'n] Freight; | LY
Met | | Taw: | | Total | -:._J
“Account Dept.- Dezcnption Amount - DB/CH
| | - | | | | | L
(No Documents Selected) No Current Batch
R,

Below are the fields and descriptions for data entry commands:
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Field Description

Add Allows you to add any new document.

Update Allows you to modify an existing document once it has been selected or found.
Delete Allows you to delete a document if it is not posted.

Find Use the find command to retrieve one or more records. There are three ways

to use the Find command.

1. Tofind all records stored for a program, click the OK button (or press
ENTER key) without entering any data in the screen.

2. Tofind a particular record, enter a piece of information that is unique to
that record (i.e.; customer code, invoice number), and then click OK or
press ENTER.

3. Tofind a group of records  enter search criteria using wild cards or
relational operators (for more information, review chapter 7 in the Getting
Started With Fitrix User Guide.).

Browse Arranges all found documents into a list displayed to the screen. You can
scroll through the documents using the scroll bar or using the various
movement icons on the toolbar.

Next Allows you to view the next document by paging down through the found
documents.

Prev Allows you to view the previous document by paging up through the found
documents.

Depending upon the menu option you have selected, your system setup, or system security, all
options may not be available. If you select a command that is not available, the system will display
a message stating it is not available, and upon pressing enter, you will return to the action toolbar.

Select Exit or press Q and then ESC key twice to return to the main menu.
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User Control Libraries

User Control Libraries (UCL’s) are advanced features which give you control over the Fitrix
Accounting system. Included in these libraries are:

User Defined Field User Defined button (or Ctrl-F)
Hot Keys Hot Keys button (or Ctrl-E)
Freeform Notes (Sticky Notes) Notes button (or Ctrl-N)
Personal “To Do” Notes To Do button (or Ctrl-T)

User Defined Help Help button (or Ctrl-W)

User Defined Error Messaging Help button (or Ctrl-W)

All of these UCL'’s are available on the Standard Toolbar.
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User - Defined Fields

User Defined Fields Ico

¢ Update Customer Information
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Company: ACTION AUTOPARTS | Phone: 404 885 4146 |
Address: [14307 15T STREET | Cell: | i1

| | P | |
City: [ATLANTA 1

State: [Ga|  Zip 30393 |
Cauintry: IQS_A— _i

E rnail: | '

‘wieb Address: | .
Salezperson: 'ml'-_d —Iili 'WI_LLI.&.M MILLER [
Tems: |4 = [NET 30 ]
Balance: | 1308713
Credtlimt | 150000.00]
Credit Hold: | | Credit Hold Date: | I
Notes 1of23

[@ Ok, ] [I;:f Cancel ]

CYE,

Enter a unigue code ko identify this customer.

User defined fields allow you to store additional information within a given program without
modifying the programs. These fields are only used in data entry screens and are specific to the
data entry screen. Up to fifty User-Defined Fields can be defined for every data screen.

To access the User Defined fields screen you must be in a data entry screen and in update mode.

To view the screen above, select Accounts Receivable > Customer Information > Update
Customer Information . Click Find, and then press the Enter key to retrieve all records. Click
Update to enter update mode.

Click the U Fields button (or press Ctrl F) to display the User defined fields screen:
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i User Defined Keys

File Help
‘9B @
Line DataField Mame Contents L
1
2
3
4
2]
G
7
3 v
|Ta|:u|e: | |3tru:ustr |
|Ke_l,l: ||'I |
& ok | [FifCancel | [ & 4dd aUser Defined Field |
Enter the data inka this Field, e

Line, Data Field Name, and Contents are the three columns that appear in the window:

Line indicates the number of the field.

Data Field Name is the title of the field being defined.

Contents is the column where the document specific data will be entered.
Click on the Add a User Defined Field button to move between field name and contents. Press
TAB or use the arrow keys or to move from one line to another. Click the OK button (or press

ENTER) to store entry. Click the Cancel button (or press ESC) to cancel.

Once a User Defined Field has been created, all users will be prompted to make an entry in this
field the next time a record is entered and stored.
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Hot Keys

Hot keys can be used to efficiently navigate through Fitrix data entry screens. They are designed
to make navigating to another program while in a program very easy. To access Hot Keys you
must be in a Data Entry screen and in Update Mode.

Click on Tools and select Hotkeys or press Ctrl e to display the selection window.

¢ Update Customer Information @ |
File Edit Wiew Mawvigation WEsEEN Actions Opkions Help -

& ?'_:'I @ 1:1 __a'é_u Hot Key Button Definitions Ckr | . @. 0
©oOul Print | 0K Cancel 4# Mavigation Event Definitions h tri+iz ToDo  Technical statuz  Help

‘!‘? @ @ % Feature Requests @ @

Shipto  Ackivity  Addinfa  Biling | deinfo Ship notes | Lredit notes . Credit_letter  Credit Card

A 000 0 9 & %

Find Prey Mest Add lUpdate Delete Bru:l.ﬁ.;se Cptions

Code: [l ! ‘Contact |BILL WALKER !
Compary: |ACTION AUTORPARTS | Phone: |404 585 4145 |
Addiess: 14307 15T STREET | Cell: | i

! | Faot: | I
City: |ATLAMTA |
State: Zip: 30333 |
Country: iHS.-‘l'-. [

Email: | |

wieh dddress: | |
Salesperson: W =l [wILLIAK MILLER |
Tems |4 =l [MET 20 |

Balance: | 1308719

Credit Limit: | 150000.00 |

Credit Hold: | | Credit Hold Date: | |
Notes 1o0f23
[@ (] 4 ] [t:f Cancel ]

R,

Hot Kew Button Definitions

Fitrix Payroll Page 20 of 77



Fitrix Payroll Course Workbook

& Hot Keys .. EEX
File Edit Help

OBOUA @

-
Ship-to screen
[FE] Activity Screen
[F¥] Additional Information
[Fa] Billing Information |
[Fo] Order Entry Information
[F10] Shipping Motes
[F11] Credit Hotes

[F12] Credit Letter
[F13] Credit Card
[F14] Idndefined
[F15] Idndefined
[F18] Idndefined

F17]_ Undeed v
[G k. ] [[H Cancel ]
OWR

This option displays a list of hot key definitions. A hotkey is a key that has a navigation event
attached to it. An example is pressing Ctrl N (a defined hotkey) launches the notes screen
program (a navigation event). For more information on hotkeys and navigation events, see
Chapter 2 in the Fitrix Enhancement Toolkit Technical Reference.

Navigation Event

This option displays a list of navigation events. A navigation event is basically a short cut that
allows you to launch different programs from within a program. An example of one is the ability to
launch the Update Ship-to program when in the Update Customer Information program.
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¢ Mavigate: Choose an Ac,.. D@@

File Edit Help

L IVIXEN)

Add & navigation action
Activity Screen
Additional Information
Billing Information
Credit Card

Credit Letter

Credit Matesz

Crder Entry Information
Shipping Motes
Ship-to Screen
M avigate [ga)
On-Screen Helo

[ Ok ] [{1‘ Cancel ]

|

R

For more information on hotkeys and navigation events, see Chapter 2 in the Fitrix Enhancement
Toolkit Technical Reference.

Feature Request

This option launches a screen program where you can enter any program features you need. This
information is then logged in the errlog file so your system administrator can review it and make
the requested changes.
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Freeform Notes

Freeform Notes allow the entry of text to be applied to any document. Up to 99 lines of free form
text can be added to a document. To access Notes you must be in a Data Entry screen and in
Update Mode.

Click the =] Notes button (or press Ctrl-N) to display notes window.

. _____________________________________________________________________________________________________|
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By clicking on the ac_timestamp button you can also insert the user id, date, and time entered into
the note.

Click the OK button (or press ENTER) to store and return to main menu.

Personal “To Do” Notes
To-Do notes allow users to manage a personalized To-Do list from within any accounting module.

This list is specific to the user login and is accessed by clicking the To Do
button (or pressing Ctrl-T) at any time the system is not in update mode.

By clicking on the ac_timestamp button you can also insert the user id, date, and time entered into
the note.

Click the OK button (or press ENTER) to store.

User Defined Help

User Defined Help can be created for each field in a data entry screen. This allows you to clarify
existing help text or customizes it to be specific to your operation.

Click the (7] Help button (or press Ctrl-W), (U)pdate, and click the OK button (or ENTER) to
store when done.
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Click on Exit button or press (Q)uit to return to the Customer Information screen.

User Defined Error Messaging

User Defined Error Messaging is a context sensitive system for displaying user-friendly error
messages and instructions on how to deal with those errors. It allows user to see more detalil
about how an error might have been caused and how it can be corrected. The update command
allows for clarification of error help message so that learning can be captured on the system.

To update an error message an error must first occur. To create an error, enter AAA in customer
code field, ENTER to store, and “Y” to view error information.
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Field Description

Edit- View Allows you to scroll through text with arrow keys.

Edit - Update Used to update error messages.

Help - Displays information about the program where the error is occurring. If you

Technical are reporting an error to your technical support, you may be asked for this

Status information.

Log Allows you to automatically log system information and add comments to
the error log. This is also useful information for your technical support.

Quit Closes the User Defined Error Messages window.
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Query by Example

Wildcards

Wildcards are special characters used to represent other characters. The wildcards that can be
used on a selection criteria screen are listed below. Wildcards may be used only with character or
alphanumeric fields.

Wildcard Symbol Definition:

* Asterisk - The asterisk replaces any group of zero or more characters in a character field.

? Question Mark - The question mark replaces any single character in a character field.

Relational Operators

Relational operators are symbols used to compare two values. These values can be character,
numeric, or date types. A variety of operators are available to help you specify ranges or lists.

When using the first five relational operators (greater than, greater than or equal to, less than, less
than or equal to, and not equal to), the relational operator is entered first, followed by the number
or alphanumeric character(s).

Relational Operator Definition:

> Greater Than - Finds all values greater than the specified value.

>= Greater Than or Equal To - Finds all values greater than or equal to the specified value.

< Less Than - Finds all values less than the specified value.

<= Less Than or Equal To - Finds all values less than or equal to the specified value

<> Not Equal To - Finds all values not equal to the specified value.

= Null - Finds records that have a null value in the field. A null value means that the field
has no value—it is empty.

I= Not Null- Finds all values that are not null. Selects all records that have anything in the field.

: Range - Search for a range of values. Can be used with numeric, character, alphanumeric,
and date fields.

| Pipe - The pipe symbol is used to represent "or". On most keyboards, the pipe symbol is
found above the backslash "\".
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Search Criteria Examples

GO TO UPDATE CUSTOMER INFORMATION SCREEN:
1. Search for all customers that salesperson code T M

In the salesperson field enter TM and press enter or click OK to accept.
2. Search for all customers that an account balance > $50,000

In the balance field enter >50000 and press enter or click OK to accept.

3. Search for all customers that have a credit bala  nce greater than or equal to $50,000.

In the credit limit field enter >=50000 and press enter or click OK to accept.
4. Search for all customers that have a name beginn  ing with C.
In Company field enter C* and press enter or click OK to accept.
5. Search for all customers that have Ain their bu  siness name.
In the Company, enter *A* and press enter or click OK to accept. This selects all
customers
where an A is preceded and followed by none or any number of characters.
6. Search for customer codes with A as the second ¢ haracter.
In the Company field, enter ?A* and press enter or click on OK to accept. This selects all
customers where A is preceded by exactly one character and followed by none or any
number of
characters.

7. Search for all customers where salesperson code is either TM or WM.

In the salesperson field enter TM|WM and press enter or click on OK to accept.

GO INTO UPDATE AR CASH RECEIPTS SCREEN:
1. Search for all transactions dated from April 1, 2007 to May 31, 2007.

In that Date field, enter 060107 : 073107 and press enter or click on OK to accept.

This search selects all transactions between the specified dates, including those dated
April 1 and

May 31. Remember, when entering dates, any of the following formats are valid: m/d/yy,

mm/dd/yy, mmddyy, or mm-dd-yy.

2. Search for all transactions where check number i s blank.

In the check number field enter = and press enter or click OK to accept. The = means you
are searching for all transactions where the check number is null.
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3. Search for all transactions where check numberi s not blank.
In the check number field enter != and press enter or click on OK to accept.
The != means you are searching for all transactions where the check number is not null.
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CHAPTER 2 - Payroll

Fitrix Payroll Course
Workbook
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Learning Objectives

Become familiar with the Payroll Menus.

Learn how to set up Payroll Defaults and Codes.
Learn how to set up Employees.

Learn how to process Payroll Transactions.

Become familiar with the various Reports and End of Year Activity.
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Payroll Overview

This module was designed to accommodate almost any payroll requirement while remaining
simple to use. Most of the details such income, deduction, and obligation amounts are managed
during set up rather than in your day to day operations. With the flexibility of this module, you can
have daily, weekly, biweekly, semimonthly, or monthly pay periods for both salaried and hourly
employees. At the end of each quarter and year, payroll reports and W-2s required by the various
taxing authorities can be printed from the date stored within the database.
Features/Function Highlights

Integrated with Fitrix General Ledger

Create payroll from time cards, manually, or automatically based on last pay date

Ability to create bonus checks at any time

Multiple user-defined benefits and deductions per employee

Ability to categorize employees by employee type for easier maintenance and for
reporting purposes

On line historical notes on employee information for each employee

Supports overtime, holiday pay, advances, base pay, and miscellaneous charges

Tracks vacation time and sick time accruals and payment of these hours

Benefits and deductions can be fixed amounts, percentage of gross, or variable amounts
Customizable pay periods and pay methods

Supports all standard deductions as well as user-defined deductions

Ability to pay employees via Direct Deposit

Provides detailed reporting on history, wages, benefits, deductions and obligations

Flexibility to run reports by department, employee type, job code, or individual employee

Reporting
Reports available include:
W-2 forms
Employer Quarterly 941
Quarterly and Annual FUTA Report
Payroll Check Register

Employee Earnings Report
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Employee History Report
Employee Master Report
Wage History Report

Payroll Recap Report by Code
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Set Up Payroll

To view this screen, select Payroll > Setup Payroll.

Primary activities for setting up Payroll include entering Payroll defaults, creating income,
deduction, obligation, and accrual codes, creating employee types, and updating the tax tables.

Update Payroll Defaults

This is the primary screen for setting up the Payroll system defaults.
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Field Description

IRS Identification This is your Federal Employer Identification Number and this
Number: prints on various forms and reports

State Identification This is your State Employer Identification Number and this
Number: prints on various forms and reports

Post to General If General Ledger is installed and set up on your system, an
Ledger: entry of Y causes payroll activity to post to the General

Ledger. Enter N if you do not want payroll activity to post to
General Ledger

Federal Tax Enter the default code for an employee’s Federal Tax

Deduction: deduction. This code will be used unless overridden at the
employee level.

F.I.C.A Deduction: Enter the default code for an employee’s F.I.C.A deduction.
This code will be used unless overridden at the employee
level.

Medicare Enter the default code for an employee’s Medicare deduction.

This code will be used unless overridden at the employee
. _____________________________________________________________________________________________________|
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Field Description

Deduction: level.

State Tax Enter the default code for an employees State Tax deduction.

Deduction: This code will be used unless overridden at the employee
level.

Local Tax Enter the default code for an employees Local Tax deduction.

Deduction: This code will be used unless overridden at the employee

level.

F.U.T.A Obligation:

Enter the default code for an employees FUTA obligation.
This code will be used unless overridden at the employee
level.

F.I.C.A Obligation:

Enter the default code for an employees FICA obligation. This
code will be used unless overridden at the employee level.

Medicare
Obligation:

Enter the default code for an employees Medicare obligation.
This code will be used unless overridden at the employee
level.

E.I.C. Income:

Enter the default code for an employees Earned Income
Credit. This code will be used unless overridden at the
employee level.

Payroll Expense:

This is the expense account that will be debited unless
overridden at the employee level.

Payroll Liability:

This is the liability account that will be credited unless
overridden at the employee level.

Cash: This is the cash account that will be credited.

Company DFI: Enter your company’s bank account routing number (needed
for Direct Deposit).

Company Check Enter your company’s check digit (needed for Direct Deposit).

Digit:

Offset Debit:

Enter a Y if you want the direct deposit amount to be offset
with a debit automatically (needed for Direct Deposit).

Company Bank:

Enter Bank Name (needed for Direct Deposit).

Bank Acct:

Enter Bank Account number (needed for Direct Deposit).

Holding File Name:

For Direct Deposit. Enter the name of the temporary file in
which the information should be stored before it is copied to
media.

Media Creation
Command:

For Direct Deposit. Enter the operating system command
used to transfer the information from the holding file to the
media.
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Update Accrual Codes

Fitrix Payroll gives you a flexible system for automating the accrual of vacation and sick time.
These accrual codes are then entered in the Employee record.

To view this screen, select PY, Setup Payroll, Update Accrual Codes.

Field Description

Accrual Code: Six character field that must be unique.

Description: Thirty alphanumeric character description.

Method: Enter a H (hour) or P (period). For example, you might want

to accrue sick leave at the rate of one hour for every 40
hours. In this case, the method will be H, the rate will be 1,
and the frequency will be 40.

Rate: Enter the rate at which leave should accrue. Téises

represents the number of leave hours that willuector
every hour that the employee works (if method iH)
for every period the employee works (if method = P)

Frequency: Enter the frequency with which leave should accrue. For
example, if the employee accrues 1 hour of sick time for
every 40 hours worked, the frequency will be 40.

Lapse: Enter the number of pay periods or hours that have to elapse
before the leave will begin to accrue. In the example above,
the employee must work 480 hours or approximately 12
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Field Description

weeks before they are eligible for sick leave

Click the Quit button to return to Payroll Setup menu.
Update Income Codes

Income codes represent all the various rates of pay used throughout the Payroll system. These
income codes are then entered in the Employee record.

To view the Update Income Codes, select (d) from the Payroll Setup menu

Field Description

Income Code: Stores unique six character code identifying the income code.
Description: Describes above code.

Income Type: H- Hourly
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Field

Description

N- Non Hourly

E- Expense (used to indicate any income for which no
deductions apply).

A- Advance

F- exempt from FICA

U- exempt from FUTA

B- exempt from both FICA and FUTA

Non-qualified?:

Enter Y if this income source represents a distribution from a
non-qualified plan. Used in the creation of W-2s.

Default Rate:

This figure represents the rate to be used whenever this
income code is applied unless a different rate is indicated
specifically in the employee record.

Default Number:

For salary income codes set this value to 1. For hourly set
this to the default number of hours per pay period.

Default Hours:

Enter the default number of hours usually worked for this
income code.

Low Amount and
High Amount
(optional):

Enter the optional Low and High amounts for this income
code. These optional fields are used to flag amounts that fall
above or below a certain level. They will be flagged on the
Payroll entries Exception Report.

Default Expense
Account:

Enter the account number to be debited. If no entry is made
here the Payroll Expense Account in the Payroll Defaults
program will be used.

Department:

Enter the department code if departmental reporting is being
used. If not, enter 000.

Press Quit to return to Payroll Setup menu.
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Update Deduction Codes

Deduction codes are used to identify deductions for all payroll entries, to provide default data to
facilitate data entry, and to indicate the wage base to use to calculate and apply the deduction.

To view the Update Deduction Codes, select (e) from the Payroll Setup menu.

In some cases you may want to use a tax table rather than a fixed rate to calculate a deduction for
taxes. To do this set up use the same code for both the deduction code and the tax code and
leave the rate blank on the deduction code screen. Because the rate is blank, the system will look
up the corresponding tax table whenever the deduction code is used.

Field Description

Deduction Code Stores unique six character code identifying the deduction
code

Description Describes above code.
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Field Description

Deduction Type: Dictates the basis for he deduction.
G- Gross. Deduction based on gross wages.
T- Taxable. Deduction based on taxable wages.

H- Hours. Deduction rate applies to total number of hours
worked.

N- Flat Rate. The amount in the rate field is the amount of the
deduction.

U — FUTA. Deduction applies to the FUTA wages amount.

F- FICA. Deduction applies to the FICA wages amount.

Tax Status: Enter the wage base to reduce by the deduction.

F- FICA wages. The deduction reduces the FICA amount by
the amount of the deduction.

T- Taxable wages. The deduction reduces the taxable wage
base.

U- FUTA wages. The deduction reduces the FUTA amount by
the amount of the deduction.

A- All. The deduction reduces the standard income tax,
FUTA, and FICA.

N- None; The deduction does not reduce wage amounts
subject to tax.

B- FICA and taxable wages. The deduction reduces only
FICA and taxable wages

C- FUTA and taxable wages. The deduction reduces only
FUTA and taxable wages.

D — FICA and FUTA. The deduction reduces only the FICA
and FUTA wages.

Tax Jurisdiction: Enter the tax jurisdiction if this is s state tax. This prints on the
w2

EIN Number: Enter the State EIN number if the deduction is a state tax
deduction.

Rate: Enter the rat for the deduction code. If the amount of the
deduction is to be determined by a tax table, leave this field
blank.

Limit: Enter the limit for this deduction (maximum amount to

deduct). The automatic payroll creation program will apply the
deduction only until that limit is reached.

Fitrix Payroll Page 41 of 77



Fitrix Payroll Course Workbook

Field Description

Frequency: Enter the code that represents how often the deduction
should be taken.

A-  Always.
M- Monthly.
Q- Quarterly.
Y- Yearly.

N- Never automatically apply this deduction. This
deduction is entered manually.

Low and High Enter the optional Low and High amounts for this deduction
Amount (optional): code. These optional fields are used to flag amounts that fall
above or below a certain level. They will be flagged on the
Payroll entries Exception Report.

Liability Account: Enter the GL account number.

Department: Enter the GL department or 000 if departments are not used.

Enter the GL department or 000.
Obligation codes are used to identify employer obligations for all payroll entries processed by the
payroll system, provide default data to facilitate data entry, and indicate the wgae base to which

the obligation should be applied.

To view the Update Deduction Codes, select (e) from the Payroll Setup menu.
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Field Description

Obligation Code: Stores unique six character code identifying the obligation
code

Description: Describes above code.

Obligation Type: Enter the wage base to reduce by the obligation.

F- FICA wages. The obligation reduces the FICA amount by
the amount of the deduction.

T- Taxable wages. The obligation reduces the taxable wage
base.

U- FUTA wages. The obligation reduces the FUTA amount by
the amount of the deduction.

A- All. The obligation reduces the standard income tax,
FUTA, and FICA.

N- None; The obligation does not reduce wage amounts
subject to tax.

B- FICA and taxable wages. The obligation reduces only
. _____________________________________________________________________________________________________|
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Field Description

FICA and taxable wages

C- FUTA and taxable wages. The obligation reduces only
FUTA and taxable wages.

D — FICA and FUTA. The obligation reduces only the FICA
and FUTA wages.

Default Rate: Enter the rate to be used, either a % or a flat dollar amount.

Default Limit: Enter the limit for this obligation (maximum amount of the
obligation). The automatic payroll creation program will
calculate an obligation amount only until that limit is reached.

Default Expense Enter the GL expense account.
Account:

Department; Enter the GL department or 000.
Default Liability Enter the GL liability account.
Account:

Department: Enter the GL department or 000.

Update Tax Tables

Tax tables are records that contain the various rates and withholding amounts for each type of
tax. The withholding procedures for most states will require you to add tax tables on an annual
basis. These tables contain one record for each tax code/year with a tax rate for each income
level, length of pay period, and marital status.

To view the Update Tax Tables, select (i) from the Payroll Setup menu.
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Field Description

Tax Year: Enter the tax year.

Tax Table Code: Enter the tax code. This must have been previously set up
using the Update Deduction Codes program.

Withholding This section of the screen stores the amount of one

Allowance withholding allowance for each type of pay period. The Payroll

Amounts: creation program multiples the number of withholding

allowances found in the employee record and this withholding
amount. It then subtracts this amount from the gross income
to calculate taxable income.

Pay Period: Enter:
W- Weekly. Paid once a week.

B- Biweekly. Paid once every two weeks.
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Field Description

S- Semi Monthly. Paid twice a month.
M- Monthly. Paid once a month.

Q- Quarterly. Paid once every quarter.
A- Annually. Paid once a year.

H- Semi annually. Paid twice a year.

D- Daily. Paid every day.

Martial: Enter:

S- Single.

M- Married.

H- Head of household.

Over Amount: The over amount column contains the minimum amount of
taxable income needed to apply to a given rate.

Base Amount: This field stores the flat amount of the tax for this tax table
entry. To this figure the system will add the product of the tax
rate times the taxable amount in excess of the over amount.

Tax Rate: This field stores the tax rate which will be applied to the
taxable amount in excess of the over amount. This amount is
then added to the Base Amount to get the total tax deduction.

Update Employee Types

Employee types provides a means of grouping employees together with similar income,
deduction, and obligation information. The template stores all the necessary for employees such
as federal and state allowances, sick and vacation accrual codes, income, deduction, and
obligation codes. The employee type code is then entered in the employee record.

To view the Update Employee Types, select (k) from the Payroll Setup menu.
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To enter income, deduction, and obligation information, click on the icons on the toolbar in this
program when in Update mode.
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Maintaining Employee Information

Adding Employees

If you are setting up your payroll system in the middle of your fiscal year, see the Midyear Setup
section of this training guide.

Each employee record is actually made up of a main screen and four detail screens. The main
screen shows basic employee information such as name, position, address, etc.. The detalil
screens are accessed by clicking on the icons on the toolbar and contain information such as
income, deduction, and obligation codes.

To view Adding Employees, select Employee Information from the Payroll menu and the Update
Employee Information.

MAIN SCREEN:
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Field Description

Employee Code: Enter unique six character code.

Social Security #: Enter the social security number.

Employee Type: Enter employee type if you have set up types to group

employees. Upon entry of a type the program will fill in many
of the fields for you. These can e overridden.

Job Code: Job codes can be used as a classification category to help
sort employees during payroll processing and on various
reports.

Title: Enter the employee’s title.

Payroll Account: Enter the GL account number for the cash account you want

to use for payroll checks. If left blank, the cash account in the
Update Payroll Defaults program will be used.

Dept: Enter a GL department or if departments are not used, enter
000.

Name and Address Enter name and address information.

Fields:

Birthdate: Enter the employee’s birth date.

EXTENDED INFORMATION SCREEN
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Field Description
Fed Allwncs: Enter the number of federal allowances.
Pay Period: Enter:

W- weekly

B- Biweekly

S- Semi-Monthly
M- Monthly

Q- Quarterly

A- Annually

H- Semi-Annually

D- Daily.

Full Time: Enter Y or N

Hired: Enter hired date.

State Allwncs: Enter the number of state allowances.

Marital, Enter employee’s martial status.

Hold Pay: Enter a Y to hold pay and no payroll entry will be made by the
Create Automatic Payroll program.

Term: Enter termination date.

State Tax Code: Enter state tax deduction code or leave blank to use the tax

code in the defaults table.

Local Tax Code: Enter local tax deduction code or leave blank to use the tax
code in the defaults table.

Last Pay: Last pay date. This date is maintained by the system.

Sick Leave Income Enter income code for sick leave. When payroll is processed

Code: and this income code is used the “Used” hours are updated.

Sick Accrued: Accrued sick leave hours maintained by the system.

Used: Sick leave time used maintained by the system.

Vacation Income Enter income code for vacation leave. When payroll is

Code: processed and this income code is used the “Used” hours are
updated.

Vac Accrued: Accrued vacation leave hours maintained by the system.

Used: Vacation leave time used maintained by the system.

Sick Accrual: Enter the accrual code for sick leave.
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Field Description

Cntr: If the accrual method specifies a lapse period before the
accrual begins, this counter field accumulates the posted pay
periods or hours until the number specified for the lapse is

reached.
Vac Accrual: Enter the accrual code for vacation leave.
Cntr: If the accrual method specifies a lapse period before the

accrual begins, this counter field accumulates the posted pay
periods or hours until the number specified for the lapse is

reached.

Direct Deposit: Enter Y if the employee is paid via direct deposit.

DFI: Enter the routing number for the employee’s checking
account.

Check Digit: This filed stores the check digit, another identification number
for direct deposits.

Bank Account Enter the employee’s bank account number.

Number:

INCOME CODES SCREEN

Field Description
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Field Description

Code: Enter the income code.

Rate: Enter either a salaried rate or hourly rate.

Number: For salaried employees enter 1. For hourly employees enter
the number of hours typically worked.

Amount: Calculation (rate x number).

Hours: Enter the number of hours in the employee’s pay period (ie —

40 for weekly) for non hourly employees.

The bottom of this screen will display the quarterly totals for each income code and the account
number and department code.

DEDUCTION CODES SCREEN
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Field Description
Code: Enter the deduction code.
Rate: Enter the rate for this deduction code. If the deduction code is

based on a tax table, leave this field blank as the rate will be
retrieved from the tax table.

Limit: Enter the limit for this deduction. For example , the social
security deduction for 2008 is limited to $6324.00 per
employee. Once this limit is reached the deduction will no
longer be taken.

Applied: System maintained date filed of the last time the deduction
was taken.

Freq: Frequency to take this deduction. Enter:
M- Monthly

Q- Quarterly

Y-Yearly

A- Always

N- Never automatically apply.

The bottom of this screen will display the quarterly totals for each deduction code and the account
number and department code.

OBLIGATION CODES SCREEN
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Field Description

Code: Enter the obligation code.

Rate: Enter the rate for this obligation code.

Limit: Enter the limit for this obligation. For example, the social
security obligation for 2008 is limited to $6324.00 per
employee. Once this limit is reached the deduction will no
longer be accrued.

The bottom of this screen will display the quarterly totals for each obligation code and the account
number and department code.
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Midyear Setup

If you are setting up your system in the middle of the year, you will need to take some additional
steps while entering data into the Employee Information tables. These additional steps will
accurately transfer all of your payroll information from your old system and ensure that your
reports as well as the accrued totals in the quarterly and year-to-date buckets are correct.

Briefly, the steps are as follows:

Set the Post to GL flag = N in the Update Payroll Defaults program.

Get the aggregate quarterly totals from your old system.

For every employee, create a manual payroll entry using the Update Payroll
Entries program. Use the end of quarter date for the payroll date.

Set print check = N and enter a fictitious check number like 00000.

Run post payroll entries to update the employee buckets.

Repeat these steps for each quarter.

Set Post to GL flag = Y in the Update Payroll Defaults program.

wn =

No gk

Terminating Employees

1. Choose the Update Employee Information program from the Employees Information
menu.

2. Use the Find command to locate the employee record.

3. Choose Update from the action toolbar.

4. Access the Extended Employee Information program by clicking on the icon.

5. Inthe term field enter the last day the employee will work. An automatic payroll entry will
still be generated for this employee if the date of termination is after the end of the next
pay period. If you do not want an automatic payroll entry to be generated, set the Hold
Pay field on this screento Y.

Relocating to a New State

If an employee relocates to a different state, you must follow the steps for terminating an
employee and set up a new employee code.

Deducting an Additional Flat Rate for Federal/State Income Tax

Occasionally employees will ask you to have an additional amount of Federal/State income tax
withheld. You may easily accommodate this request by adding a second Federal and State Tax
deduction code in the employee’s deduction code screen program. In the first Federal and State
tax codes, leave the rate field blank as this will cause the program to use the rate in the tax table
to calculate the tax deduction. For the second tax codes, enter an additional amount to be
withheld in the rate field.
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Changing Compensation for Employees

Changing Rates

You can change the rate of pay directly in the employee record or you can change globally by
using the Change Employee rates program on the menu below:

1. Choose print option.

2. A prompt will appear asking whether you want to change an income rate, deduction rate,
or obligation rate.

3. Enter the code for the rate you want to change.

4. Another prompt will appear asking you to enter the rate of change. You may enter a
negative amount if the rate is to decrease.

5. Another prompt will appear asking if this amount is a percentage or a flat rate.

6. Finally, a selection criteria screen will appear. Enter the selection criteria information for
the employees whose rates you want to change. The rates will be changed and a report
generated.

Changing Employee Types:

You can also change rates for an employee by changing the employee’s Employee Type.

Fitrix Payroll Page 56 of 77



Fitrix Payroll Course Workbook

To change an employee’s type, choose Update Employee Information from the Employee
Information menu.

1. Use the Find command to locate the employee.

2. Choose Update from the action toolbar.
3. Move to the employee type field and change the type.

Employee History

The Update Employee History program enables you to store information for individual employees.
Use this program to store notes such as performance reviews, a summary of the employee’s
experience, recognition for outstanding contributions and so on.

To view this screen, select Update Employee History from the Employee Information menu.
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Verifying Employee Information (restoring employee buckets)

Form time to time you may want to verify that the values in the employee’s quarterly and year-to-
date accruals are accurate. To verify these values use the Print Restore Accruals List and
Restore Employees Accruals on this menu below.

The Accrual List program gathers all the activity for the year and compares these values to the
guarter-to-date accrual totals found in the employee record. If there are any differences they will

print on this report. To actually update the quarter-to-date buckets, run the Restore Employee
Accruals program.
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Processing Payroll Transactions

Summary of the Payroll Process

Fitrix Payroll provides the capability of automatically generating online payroll entries. After
creating these entries, you print an edit list to verify the information is correct, print the checks and
them post the transactions.

The use of timecards is optional. Using the Update Timecards option, you can enter timecards for
some or all of your employees. Setting up a timecard for an employee makes sense in certain
circumstances: when the employee is paid on an hourly basis; when an employee’s hourly wages
vary with each pay period; or when you want to track hours worked on different jobs. You can set
up as many timecards per pay period as you need.

You can limit Automatic Payroll to generate entries for employees that have timecards only, or for
both timecard and non-timecard employees. When you create the payroll, the system first looks to
see if there is an unused timecard set up for the employee. If there is, the information on the
timecard is used. After a timecard is used, that timecard is flagged as having been used and will
not be used again by the programs.

If no timecard exists, the employee record is used to determine income, deduction, and obligation
amounts.

After creating the payroll entries, verify the information is accurate by running the Print Detailed
Edit list report program. Make any changes necessary using the Update Payroll Entries program.
If yoy make nay changes you must run another edit list prior to printing checks.

After you have verified the payroll entries are correct, print the payroll checks on your check
forms.

If you are using direct deposit, print out the non-negotiable check forms, run Create Direct Deposit
Entries program, and then run Create Direct Deposit Media to transfer this information to disk.

The last step is to post the payroll entries. The posting process updates the employee record and,
if General Ledger is installed, also updates the GL balances.
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Timecards

If you use timecards these must be created prior to running the Create Automatic Payroll
program.

The use of timecards is optional. When you Create Automatic Payroll, the program looks for
timecards for each employee. If a timecard is found, the income information for the timecard is
used along with the deduction and employer obligation information found | the employee record
and create the payroll entry.

The system will consolidate multiple unused timecards for an employee if you need to use multiple
timecards. For example, your company is a temporary agency and one of your employees worked
for two different companies in one pay period. In this case you would create two timecards, one
for each job.

Once atime card is used it is flagged by the system and cannot be used again.

To add a timecard, select Update Timecards from this menu.
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Adding a timecard

Execute the add command.

Enter the employee code.

Enter the starting date.

Enter the ending date.

Enter the number of hours worked for each income code.

aoprLNE

Print Timecard Report

The timecard report allows you to print all timecards.
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Enter your selection criteria in the screen abtivéhe Old Cards field enter N if
you want to print only timecards that have nothy@tn used.

Creating Automatic Payroll

To create payroll automatically, chose Create Automatic Payroll form this menu.
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1. Choose your print option (printer or screen).

2. This screen will display. Enter information:

Note: Designating Y for Bonus Checks prevents the Last Pay Date field on the employee
record from incrementing.

3. Payroll entries are created and a report is printed/displayed. The report lists gross and net
wages along with deductions and employer obligations.

Updating Automatic Payroll Created

After you have created payroll entries automatically, you may need to make adjustments to some
of the entries for vacation time, sick leave, hours worked, etc.. To update your entries use the
Update Payroll Entries program on this menu.
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1. Use the Find command to locate the payroll entry that needs to be updated.

2. Choose update to modify the data.

3. Click on the icon to revise this information:
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4. Click on icon to revise income information.
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5. Click on icon to revise deduction information.

6. Click on icon to revise obligation information.
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Creating Manual Payroll Entries

You will want to bypass the Create Automatic Payroll entry under certain circumstances
(terminations, bonus checks, etc.). To create a manual entry use the Update Payroll entries
program.

1. Choose Add mode.

2. Enter payroll date- this date will determine which quarter in the employee record will be
updated by the income, deductions, and obligations. This date is also used as the check
date and all accounting postings to the GL ledger accounts.

In the ending date, enter the ending date of the current pay period.

Enter employee code.

In the print check field, enter a Y or N.

Use the icons on the toolbar to update accruals, income, deductions, and obligations.

oukw
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Print Payroll Entries Edit List

Before you can print your payroll checks you must first print the Payroll Entries Edit list. Use this
listing to verify the accuracy of the information that will print on your payroll checks.

You have a choice between two different edit lists: an Exceptions Report and a Detailed Edit list.
The Exceptions report shows only each employee’s name, date of pay, and the amount of the
check. It also shows any income, deductions, or obligation amounts that exceed predefined high
or low exception values which have been set up either with the various codes or in the employee
information record. The detailed list shows all of the data in the Payroll Entry.

If necessary, make changes using the Update Payroll Entries program. You must then run the Edit
list again before printing checks.

Print Payroll Checks

Note: You must run the Print Payroll Entries List before you can print checks.
1. Choose Print Payroll Checks from the Payroll Checks menu.
2. A prompt will ask you if you want to print an alignment. Enter Y or N

3. The Payroll Checks selection criteria screen will display.
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Direct Deposit — enter Y or N
Starting Check No.- enter your starting check number.

Payroll Cash Acct- enter you payroll GL cash account number.

Reprinting Checks

Occasionally you may need to reprint checks that have not yet been posted (ie- printer jammed).
To do this:

Choose Update Payroll Entries.

Use the Find command to find the check you would like to reprint.
Reset Print Check field to from N to Y.

Set check number to null.

Run edit listing.

Print the new check.

ouhrwWNE

Using Direct Deposit

Before you can have a live direct deposit transaction, your system must be set up to process
direct deposits and you must have successfully completed a pre-notification. For information on
setup and pre-natification see the Payroll User Guide.

You can create your payroll entries and run and review the edit list along with your traditional (non
direct deposit) payroll but you must print out your non-negotiable direct deposit check forms
separately from your traditional checks. You may need to create your direct deposit several days
in advance of your traditional paychecks to allow sufficient time to deliver the file to your financial
institution.
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Create Direct Deposit Entries

This option takes the information from the payroll entries you created and creates entries that the
bank will use to transfer funds from your company account to your employees bank accounts.
This option also generates a report which shows the direct deposit entries that were created.

Create Direct Deposit Media

This option creates a file with the name specified in the Holding File name in the Payroll Defaults
table and transfers the information created by the Create Direct Deposit Entries program to this
file. The information is then transferred to you formatted disk. It is this disk that you will deliver to
the bank for processing. This option also generates a report.

Update Bank Holidays

This program allows you to store a list of bank holidays for any year. You should have a list for the
current year to ensure that your direct deposit transactions will be settled on the correct date.

Post Payroll Entries
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The Post Payroll Entries is option (h) on the Payroll Checks menu.

Before you run this program you must first run an edit list with one of the options on the Print
Payroll Entries submenu. In order to be posted each entry must have a check humber and the
entry in the Print Check fields must be N meaning checks have been printed.

When the entry is posted, all of the individual income, deduction, and obligation accruals for the
employee is updated along with the Last Paid Date.

Print Payroll Check Journal

The Print Payroll Check journal prints a report of payroll checks that have been posted within the
date range you specify. Run this report to get the check total to record in your check register.

Correcting Errors after Posting

If you should discover an error in one or more payroll checks after posting has been completed,
you can correct the mistake in one of two ways; void the payroll check, or correct the error in the
next payroll run.

Void Payroll Checks

This is option (j) on the Payroll Checks menu.

1. Choose the Add command.
2. Enter the document number of the check. This can be found by running the Payroll Check

Journal report.
. _____________________________________________________________________________________________________|
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3. Change the values in the reset Accruals fields as necessary.

4. In the Void Document Date field, enter the date on which you want to void the check (GL
date affected).

5. Save the transaction and then run the edit and post programs.

Correcting Prior Errors on Subsequent Payroll Check S

In those instances where the error affects a large number of checks, there is an alternative to
voiding which may save you time. Simply adjust the amount on the next check. For example, say
your company deducts $45.00 per pay period for medical insurance and you accidentally entered
$50.00. On the next payroll you can adjust the medical insurance deduction to $40.00.

End of Quarter Reports

The following end of quarter reports are available on the Payroll Reports menu:
Quarterly FUTA Report
Quarterly 941 Report
Quarterly Hour and Wage Report
The following report is available on the Employee Information menu:
Print Wage History

Note: Please note that are currently no State reports available. To get the quarterly/annual totals
for deductions/obligations you can run the Payroll Check Journal for the date range needed.
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Reports and End of Year Activity

Reports after Each Payroll

Payroll Analysis (optional)

The Payroll Analysis Report program (option 2-a on the Reports menu) prints analyses of any type
of payroll activity. The summary version of the report prompts for a single date within a quarter
you wish to report on. The detail report prompts for a range of dates. Each version then gives a
selection criteria screen into which you enter additional parameters for the analysis.

Employee Recap (optional)

The Employee Recap program (option (e) on the Employee Information menu) prints activity
based upon employee activity. It can be print in summary or detail by payroll check number for the
date range you specify.

Post Payroll Entries

The Post Payroll Entries (option (h) on the Payroll Checks menu) must be run after
payroll checks have been printed. It is this program that updates the employee record
and also the GL balances if the GL module is installed.

. _____________________________________________________________________________________________________|
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GL Activity (optional)

The GL Activity Report (option (b) on the Payroll Reports menu) prints the payroll activity that has
been posted to the General Ledger for the date range you specify.

End of Year Reports

Create Annual W-3 forms

The program to Create Annual W2 forms is option (f) on the Payroll Reports menu. This program
is used to collect the W2 data for the previous year. When you receive this prompt enter a date
that falls in the year of the W2s you want to create.

Update W2 Forms:

The program to Update W2 forms is option (g) on the Payroll Reports menu.
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Print W2 Forms

Once you have updated your W2 information you use either option (h) or option (m) to print the
actual forms.

Print Magnetic Media Report

This is option (i) on the Payroll Reports menu. Use this option if you are reporting to the IRD via
magnetic media. To use this option you must have already entered the name of the Holding file
and the media creation command in the Payroll Defaults table.
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We strongly advise users to make a permanent backup of the holding file after creating magnetic
media because this file will be overwritten the next time you chooses an option that uses this fiel
(Direct Deposit also uses this file).

After you choose the Print Magnetic Media Report option be sure to insert a formatted disk into
your disk drive before you continue.

Beginning a New Year

NOTE: YOU MUST RUN THE QUARTERLY AND ANNUAL REPORTS BEFORE RUNNING
THIS OPTION.

At the beginning of the New Year, you must reset the employee income, deduction, and obligation
accruals to zero. To do this, run the Begin New Year program (option (j) on the Payroll Reports
menu prior to running the first payroll of the new year. You May run the New Year program before
creating your W2 forms.

Begin a New Year does not automatically reset the sick and vacation leave accruals to zero.

These will be carried over to the new year. If your company policy is to have these amounts reset
to zero when you begin a new year, you must reset these values manually.
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