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PAYROLL ADDENDUM VERSION 6.10

SET UP - REQUIRED FIELDS AND SQLs:

Note: The steps in red require a programmer unless the user wants to manually update this data.
1. Set up employee work schedules (see page 11).

2. Populate each employee with work schedules and department (see page 11).

3. Run sql to set all employees from null to active where terminated is null.
4. Run sqgl to set employee status to ‘T’ where terminated is not null.
5. Run sgl to set Prenote from null to ‘N’.

6. Fill in start and end dates for all income and deduction codes (via sql).
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SET UP PAYROLL

Lookup Selection Maintenance (all:i_lkupr)
Menu path 8-1-n-1

This is a universal lookup program used to populate combo boxes and miscellaneous lookups.

I3 Lookup Selection Maintenance - O x
Fle Edit WView Mavigation Tools Actions Help

OB UUERERAEBALEBEBH @6

A0 Q0 0O 90 &\

Find Prev MNext Add Update Delete Browse

Software Package

Package
Ares |TERM |5equence | |

Values

Description |Resigned iith Motice |

Alpha/Mumeric | |
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Software package — enter two character software package that will use this value.

Area- enter up to six alphanumeric code for the field that will use this lookup value. In the
example above this value will be used in the lookup of job codes on the employee master
screen.

Sequence- numeric sequence to order how the values display on the lookup screen.

Code - enter up to six alphanumeric code for the value.

Description — enter description of value.

Alpha/Numeric and Numeric — not used.

Numeric- not used.

The following values can be entered using this program (see program descriptions later in this document
that use these values):

Update Payroll Defaults:
Default hours types

Update Employee Information:
Ethnicity
Race
EEOC1 Category
Job Code
Update Employee History Category code
Employee Test Scores Test Code
Time Clock Salaried Hours Job Code
Employment History Job Code
Termination Reason
Workers Comp Classification Code
Update Medical Data

Update Company Information (all:i_contrl)
Menu path 8-1-a

A new field has been added to the details screen “Bonus”. Set this to Y if the department should be
included in monthly bonuses paid. See the Update Bonus program later in this document on how

bonuses are created.



= Update Cornpany Information
File Edit ‘Wiew Mavigabion Tools Actions Options  Help

O UEEEQ ALEBM S00EDHE 9O
A.0000 0 B @ @ @ © %

Find Prev Mext Add Update Celete Browse Addl Info  Credit Card  Remit  ‘Web Services  GWIC Server

Campany Infarmation Setup

Business Name: | ABC DISTRIBUTION Multilevel Tax:

Address1: 1110 MATN STREET

Addressz: | Lise Posting Error Matifications:

lse Batcodes:

|
| Use Multilevel Tax Groups:
|
|

City: | SEATTLE

Counky: | |

Country: [US (@] |UNITED STATES |

Dept  Description Bonus
000 ADMIM, OFFICE ki
100 EAST DIST CEMTER ki
200  CEWTRAL DIST. CEMTER ki
300 WEST DIST. CEMTER ki

Update Payroll Defaults (py:i_contrl)
Menu path 1-4-4-a

We now support the following Federally mandated deductions:

e Additional Federal Tax Withholding- this allows you to withhold additional tax as requested by
the employee in addition to the calculated tax amount

* Federal Tax Calculations for Bonus Amounts paid outside of normal payroll — the IRS requires
employers withhold a minimum of 25% of gross wages.

e Tax Levies- this deduction can be a flat amount, a percentage of disposable income or all wages
except for the exempt amount found in IRS publication 1494.

e Child Support — this is generally a court mandated flat amount that should not exceed a
percentage of the employee’s disposable income.



I3 additional Information - O *
File Edit Help
OB CHEEE! @0

Additional Federal Withholding

Amount Code [FHINM | & [add Fed withoiding Amt |

Percent Code [FEDPCT | @] [Addl Fed witholding Percent |

Bonus Only Tax

Tax Percent 25.0000

Tax Percent Code |BNSPCT @ | |Bonus Fed Tax Percent |

Additional Tax Amount Code |BNSAMT @ | |Bonus Fed Tax Amount |

Garnishments

Amount Code [cHsamT @] [chid support
Post to Accounts Payable

For more information on how to set up and process these deductions you should refer to the Payroll
User Guide that can be accessed from our website:

http://www.fitrix.com/support/fitrix docs/v6.00/Documentation/documentation guide.htm

Update Bank Holidays (py:i_dates)
Menu path 1-4-1-g-c

These new fields have been added:

Company — check this box if it is a company holiday. The timecard program will look at this value
and if checked the employee receives payment for a paid holiday.

Bank — check this box if it is a Bank holiday. If checked this cannot be a settlement date when
creating direct deposit media.

Created By — system maintained.
Date Created — system maintained.
Changed By — system maintained.
Date Changed — system maintained.



P Update Bank Holidays — O x

File Edit WView MNavigation Tools Actions Help

@ |_F:'| o b A‘ﬂ_ |?:"I FJ:_-—'-J ‘R E @ E.‘b ~F_TI~ .

Quit Print | Ok Cancel Cut Copy Paste Zoom Motes  Attachments U Fields To Do View Detail

A0 @@ 0 9 w

Find Prev MNext Add Update Delete Browse

vear of holidays |z020

Date Description Company Bank
01012020 Mew ‘Years Day
02/17/2020 Presidents Day O
05/25/2020 Memarial Day
07042020 Independence Day
09072020 Labor Day
10/12/2020 Columbus Day O
11/23/2020 Thanksgiving Day
12}2512020 Christmas Day

Detail Created Detail Changed

BY |fitrix | By | |
Date |2nzn-n1-29 17:54:25 | Date | |

Update Income Codes (py:i_inccod)
Menu path 1-4-4-d

1. Typeis now a drop down list
2. These new fields have been added:

Non- qualified — check this box if this income code represents a non-qualified plan (i.e.-
retirement or insurance). This income will print in Box 11 of the W-2 form.

Workman’s Comp Earnings- check this box if the earnings applies to Workman’s Comp
calculations.

Created By — system maintained.
Date Created — system maintained.
Changed By — system maintained.



Date Changed — system maintained.

| F Update Incorme Codes

File  Edit “Wiew Mavigation Tools  Actions  Help

OB CGULBPHAMORE @O
A6 00 0 0 &

Find Prev MNext Add Update Delste Browse

Income Code |REGHR |

Description | REGULAR, HOURLY PAY |

Type Hourly (H)

Defaults
porvausified Rate[ |
Workmans Comp Earnings Mumber 50, 00000000

Hours &0,00

Default Expense

Account | 700100000 .|| ADMIMISTRATIVE WAGES |

Department [on0 ||| apmi, oFFIcE |

Created Changed

| | |Fierix

|201?-I39-I33 1122123

Update Obligation Codes (py:i_oblcod)
Menu path 1-4-4-f

1. Type is now a drop down list.
2. These new fields have been added:

Lirnits

High Ammount 19000

Frequency - select how often this deduction should apply to payroll.



!::—‘ Update Obligation Codes

File Edit View Mavigation Tools Actions Help

OB U HhBEHARALEM @O
A0 00 0 9 &®

Find Prev Mext Add Update Celete GBrowse

Obligation Code

Description | FUTA CONTRIBUTION
Obligation Type  FUTA Wages (L) r
Default Amounts

Rate|  0,00300000 Frequency

Limit |—560‘ Standard and Bonus (C)

Default G/L Expense Account
Actount | 614000000 .|| SALES STAFF TA%ES |

Department |DUD “. || ADMIM. OFFICE |

Default GfL Liability Account
Actount | z1enonoon -

ACCRLUED FEDERAL UNEMPLOYMENT |

Department |ooo .|| aomin. oFFice |
Created Changed

B | | By | |
Date | | Date | |

Update Employee Types (py:i_emptyp)
Menu path 1-4-4-k

The following fields have been added to this screen program:
Home Department (required) - used to group employees for reporting purposes.
Group (optional) - used to group employees for reporting purposes.

Job Code - (optional but required if using Time Clock Plus interface) - used to group employees
for reporting purposes.



Work Schedule (required)- this value is used by Daily Timesheet programs but is required even if
you are not using the Time Clock Plus interface. Work Schedules are set up using the Update

Work Schedules program (1-4-6-a-2). If you are not using Daily time set one up similar to this so
it can then be entered at the employee level:

| Update Work Schedules

File Edit Wiew Mavigation Tools  #ctions  Help
OB s QA B0ER @6
A 0 © 0 O 9O &

Find Prev Mext aAdd Update Delete Browse

Schedule
Description |Main Schedule |
Beqin Shift End Shift Begin Lunch End Lunch Lunch Period
Before Before El Before EI Before El Minukes
Hour 08 Hour 17 Hour 12 Hour 13
Minute 30 Minute 30 Minute 00 Minute 00 S Szl
Afker After EI After EI After EI ours
Created Changed
By [Fitrix | By | |
Date [2020-02-26 15:34:01 | Date | |

Title - (optional) - used to group employees for reporting purposes.

Active — if unchecked will not print on any reports.

W/C Classification — Workers Comp class used to group employees for reporting purposes.
Skill Level - (optional) - used to group employees for reporting purposes.

Created By, Date, Changed By, Date — system maintained fields



I Update Employes Types

File Edit WView Mavigaton Tools Actions Options Help

OB OGUiRRE]A BALEE @0
@ @ @

Inc Codes Ded Codes Obl Codes

A0 00 O 9 &

Find Prev MNext Add Update Delete Browse

Employee Type Code | ADMINI

o U M DINISTRATION PAY TVPE

Position Payroll
Department [ooo |@| |apmmv. oFFice | Full Time
Group I:I Job Code | ADMIN al nAciue
Titke | | salary []
Hold Pay [ ]
WHC Classification Pay Period | Manthly (M) bl
WiC Class | Clerical (810) x
GJL Payroll Cash Account
Skill Level afL Account 102000000 %
Level | Trainee (T} =) |PA‘."ROLL BANK ACCOUNT |
Department [ooo [&|  |aDMIN. OFFICE |
| Holiday Sick Leave Tax Deductions

Income Code [vCSPAY | Income Code [SKHPAY =, State Code |STATAY =
Allowed 45,00 | Allowed 36.00 Local Code |STLTAX o
Accrual Code |VACHD1 X Accrual Code |SICHD1 =

Created Changed
By | |Date | | By [Ftrix | Date |2020-01-27 13:10:30

Update Bank Holidays (py:i_dates)
Menu path 1-4-1-g-c

These new fields have been added:

Company — check this box if it is a company holiday. The timecard program will look at this value
and if checked the employee receives payment for a paid holiday.

Bank — check this box if it is a Bank holiday. If checked this cannot be a settlement date when
creating direct deposit media.

Created By — system maintained.
Date Created — system maintained.
Changed By — system maintained.



Date Changed — system maintained.

I3 Update Bank Halidays

File Edit WView Mavigaton Tools Actions Help

OB QWP E/ BLBEH B0Q00&EDE
a6 @ 9 O & =

Find Prev Mext Add Update Delete Browse

@0

‘ear of holidays | 2017

Date Description CB

TVEIVERE 154 New vear's Day P ¥

02/20/2017 Fresidents Day =

05/23/2017 Memarial Day M=

07 /042017 Independence Day =

09/04/2017 Labor Day =

10092017 Columbus Day Ck

11/23/2017 Thanksagiving =

12/25/2017 Christmas ¥~

Detzil Created Detail Changed

By fitrix | By | |
Date |2017-04-27 16:29:03 | Date| |
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EMPLOYEE INFORMATION SUBMENU

Update Employee Information (py:i_emplee)
Menu Path 1-4-3-a

The following fields have been added to the main screen program.
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Status - Active or Not. If not active will not print on reports or be selected for payroll processing.

EEO1 Data - The data entered in these fields print on the EEOC reporting report (1-4-2-p) which is then

used to fill out the Government Equal Employment Opportunity Commission (EEOC) form required for
companies with 100 or more employees.

Department (required) — enter department code. This value is used to group employees on many
reports.

Title- optional

Group- optional and can be used to group employees together for reporting purposes.

Work Schedule (required)- this value is used by Daily Timesheet programs but is required even if you are
not using the Time Clock Plus interface. Work Schedules are set up using the Update Work Schedules

program (1-4-6-a-2). If you are not using Daily time set one up similar to this so it can then be entered at
the employee level:

| Update Work Schedules

File Edit Wiew Mavigation Tools  #ctions  Help
OB s QA B0ER @6
A 0 © 0 O 9O &

Find Prev Mext aAdd Update Delete Browse

Schedule
Description |Main Schedule |
Beqin Shift End Shift Begin Lunch End Lunch Lunch Period
Before Before El Before EI Before El rinukes
Hour 0§ Hour 17 Hour 12 Hour 13
Minute 30 Minuke 30 Minute 00 Minuke 00 e
Afker After EI After EI After EI ours
Created Changed
By [Fitrix | By | |
Date |2020-02-26 15:34:01 | Date | |
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E Update Employee Information

=5 O *
File Edit View Mavigation Tools Actions Options  Help
T e
OB OWhBRE/] BLER @0
£ 2g @ @ @ ; i e 7/ -
Emergency Payroll Employee Dates Inc Codes Ded Codes  Obl Codes  Hour Wwage  Allocation  Direct Dep Empl_hist  Tests
A @O0 ® O &
Find Prev Mext Add Update Delete Browse
Employes ID Code Type [aoming %] n
|ﬂDMINISTRATIOI"~I PAY TYPE
Employee Mame and Address
Last Mame |[CEDEMO First Name |ELSA MI IEI
Address 3419 ALASKAN WAy |
City |SEATTLE | state Zip Code |98121
Employes Contact Personal Data Employee Status
Home phone 206 733 2339 Soc. Sec. Mo, |556-39-9572 Status | Active (A} 7
celProne| | Birthdate 0zj08/1976 134 Hred |o7/o3/1998 |44
Email Addressl | Terminated
EEC1 Data Position
Ethnicity | Not Hispanic or Lating (N} | Department | ADMIN, OFFICE (000) |
Race | White (W) ; | Title |INTERNAL CONTROLLER |
Gender () Male (®) Female Group I:I
EEO1 Cat. | Administration (ADMN) =i Job Code |aDmMIn Y
/L Payroll Cash Account |Administrative |
GiL Account | 102000000 % wiork Sched |OFFICE =
|PAYF‘.OLL BAMK ACCOUNT Main Office Schedule |
/L Dept | ADMIN, OFFICE (000 el i

- | Tz

A new screen accessed from the toolbar using this
information.

c

EMErGENCY jcon lets you store emergency contact

12



I3 Emergency Contact — O *
File Edit Wiew Tools Help
OB O ERA AOEBHE -»

Contact Mailing Address

Contact Mame | |

Addrezs |1525 Any Street |

ity [seattle |

statefwa|  Zip Code [sm121-
Contact Phones
Telephone Mo. (2063 735-1258
Cell Phone Mo. (206} 535-6695

Relation

Relationship |Mother |

G Ok, Q:j Cancel

Enter Emergency Contact Name O
i
. . Payraoll .
The following fields havebeen added to the screen (the Extended Employee Information)

accessed from the toolbar.
Employee Level -optional
Status- active -, terminated or outsourced
Termination Reason
Workers Comp Classification- used by the Employee Workers Comp Report to group employees
Send Prenote — check this box the first time direct deposit is being sent for the employee to

verify bank information is correct and deposit will go through. Once it goes through the direct
deposit program will automatically uncheck this box.

13



E Payroll Information
File Edit Wiew Tools Help
O OB EHK B 6 E M

Employee

90

CEDEEP Employee Type

[ELsa |[p ] [ceoeno

ADMINI

S556-39-9572

|ADMINISTRATION PAY TYPE

Status
Hired Date | il
Full Time

Emp. Level | Supervisar (5] Gl

Status | Active (4} =
Terminated

Term Reasan |

4

Other Tax Info

State Tax Code |STAT Q
State Allowances I:I
Local Tax Code [STLT ’R|

Workman's Comp Classification
WiC Class | Clerical (85100 |

Direct Deposit

Vacation Pay

Income Code [yCsPay &)

Accrued Balance 0.00

Accrual Code |yacsoz  |&
Accrual Count -

‘W /Payrol
Salary

Fed Allowances

Marital Status -Marriec.l.(l.\ﬂ.)

Pay Periods | Monthly (M) |

Last Check Date |09/23f2012 |

Hold Pay []

Used 95,40

Direct Deposit [_| Employee Bank Account Mo, |4023?439?3 |

send Prenote? [_] Employee Bank Routing Na. 1250003

Check Digit D

2E

Sick Pay

Income Code |SKSPAY °~

Accrued Balance 52,62

Used 0.00

Accrual Code |S1C501 |9

Accrual Count

Employee Dates

A new screen accessed from the toolbar using this icon lets you store importatn dates

about your employees.

I3 Employes Dates — O

*

File Edit View Tools Help

OB WP EQRA BRE @O

Reference Dates

Hired |07 /031995

Terminated
Rehire
Bridge

Seniority [09/30/2017 L&

Service

ol

@ [o]4 t:f Cancel

Enter Date of Rehire

Achievement Dates

Trainee |07/0z/1995 LI

Regular [05/01,1995 kL2

Journeyman

=
=
=y

Group Leader 1

=
=
o=y

Group Leader 2

Master Assembler

Supervisor 01/01/z012 [Lid

oV

o

14



Bridge Date —if an employee leaves in good standing and then comes back this is the date they
can go back to their last wage level.

Seniority Date- this is set when the employee is hired and is used by HR when the Seniority
Report program is run to determine when the employee should receive a seniority raise.

Service Date — not used

Achievement dates- dates of promotions. These labels are specific to O’Hair Shutters and should
be changed by a programmer to fit your business if used.

@
The following fields have been added to the Inc Codes screen:

End Date- effective end date for this income code.
Created By
Created Date

Changed By
Changed Date

15



E Emplooyee Income Codes =

File Edit Mavigation Help

L C
icl
&
iy
P
&
G
o
©
23
L

...... L

Employee

Employee Type
|Etsa |[p][cepeno |

E56-39-9572 |ADMINISTRATIOI‘-J PAY TYPE |

Income Code Rate Number Amount Hours Start End

REGSAL 1:375.0000000) 1.00 1375.00 86,00 01/01/1995 12/31/9933

SKSPAY 15,95000000 01/01/1995 12319939

VCSPAY 15.95000000 o1/o1/1995 12319939

BONUS 010171995 12/31j9999

EXPPAY 01/01/1995 12/31/9999
Description [REGULAR PAY - SALARIED | Totals

Exceptions il Account Quarter 1

Low Exception I:I Account 700100000 S Quarter 2

Created Changed Guarter 4 1375.0
By | | By |Fitr|x | ‘¥ear to Date 1375.0

Date | | Date [2020-01-27 14:24:44 |

!11 Cancel E betail

@

The following fields have been added to the L= 0 screen:

End Date- effective end date for this deduction code.

Created By
Created Date
Changed By
Changed Date

16



!:5 Employee Deduction Codes — O

File Edit Mawigation Help
OF @itk

HE X
Employee

Employee Type
[ELsa || ||cEDENO | |aommi

S5E-39-9572 |ADMINISTRATIUN PAY TYPE |

Deduction Rate Limit Applied Frequency Start End
FEDTA= 09jz3iz012 Standard (A} o1/0141995 @ 12/319293
STATAY 09jzsiz01z2 Standard (A) 01/01/1995 124519999
SOCSEC 09252012 Standard (A) 01/01/1995 124519999
MEDICR 09jzsiz012 Standard (A) 01/01/1998 124519999
STLTAR 09fzsiz012 Standard (A) 01/01/1998 124519999
HCARE 12/31/2011 Standard (A) 01/01/2017 124519999
401K 12/3142011 Standard (A) 01/01/2017 124519999
<
Deduction Description |FEDERAL TAR WITHHOLDING | Totals

Exceptions GJL Account Quarter 1 0.0
Low Exception I:I Account 215000000 (=5 Quarter 2
High Exception Department Quarter 3
Created Changed Lt 140.0
By | | By |fitr|x | ear-to-Date 140.0

Date | | Date|zozooi-z7i4izrias |

!11 Cancel E Detail

@

The following fields have been added to the 22/ €298 gcreen:

Frequency- when this obligation code should be applied.
Created By

Created Date

Changed By

Changed Date



To access the Employee Wage screen click on the

E’ Ernployer Obligation Codes
File  Edit

Mavigation  Help

Employee Type

[ELsa |[p |[ceoeno |

[apmmisTRATION PAY TYRE |
Cbligations Rate Lirnit Frequency
FUTA 0.00200000| 56,00 Standard and Bonus (C)
MEDICR 0.01450000 999999,00 Standard and Banus (C)
SOCSEC 0, 06200000 £324.00 Standard and Bonus (C)
STSUTA 0,05400000 459,00 Standard and Bonus (C)

Description |FUUTA CONTRIBUTION

GJL Expense Account

Account 614000000 %
Department

Created
By | |
Date | |

XEr

GjL Liability Account

Account 216000000 %
Department

Changed

By |glenc

Date [2017-03-22 22140134

E Detail

$

Wage

Totals

Quarter 1
Quarter 2
Quarter 3
Quarter 4
‘Year to Date

for hourly employees. Use this screen to enter rate changes and track raises/demotions.

E Employee Hourly Wage

— O *
File Edit Mavigation Help
7 B b= =5
OB OB E & 90
Employee |COCHMD | [COCHRANE, MICHAEL |
Code Seq Reason Rate Start Stop
Biaze Wage (BASE) - 1 Base start pay 14,0000 O01J01/2017 123112017
Base ‘Wage (BASE) 1 Increase 16.0000 01/01/2018 12312018
Base ‘Wage (BASE) 1 Promotion to supervisor 22,0000 05§15/2019 123119999
Created Changed
By [Fitrix | By |
Date |2020-01-27 14:50:43 | Date]|
a [o]4 !:f Cancel
OVR

icon on the toolbar and this icon is only active

18



Alloc
To access the Income Allocation click on the icon on the toolbar. This program is used to allocate
employee wages to different GL accounts and departments.

| F| Employee Income Allocations

— O *
File Edit MNavigation Help
e - -  me o= s

OB O ERER 25 00EDE VO
Employee |CEDEEP | |cEDENO, ELSA P |

Code Order  Amount Percent Account Dept, Start Stop
REGSAL EI 10 0.2500 &10000000 100 01/01/2015 12/31}9999
REGSAL 20 0,7300 610000000 200 01012015 12}31j9999
Allocation Descriptions Allocation Created Allocation Changed

Income Code [REGULAR PAY - SALARIED | By |glenc | By |fitrix

Account |SALES STAFF WAGES | Date|2017-03-1721:09:18 |  Date|2020-01-27 14:55:37
Department |EAST DIST, CENTER |
@ Ok [:1 Cancel

To access the Direct Deposit Deductions program click on the

Depded

is used to set up the bank information for employee deductions when the funds should be sent

somewhere (i.e.- credit union deductions, etc..)

icon on the toolbar. This program

19




I3 Direct Deposit Deductions - O et

File Edit Mavigation Help
OB OWLPRER B 00&EDE OO

Employee |CEDEEP | [cEDENO, ELSA P |

Code Line Mo, Routing Chk  Bank Account Acct Type Start Stop Prenote
E| 7 12345675 o E52145252 C 03/21/2025 12]31/9999 M
Deduction Description Created Changed
IDEDUCTION FOR EMPLOYEE 401K By |glenc | By |glenc |
Date|2017-03-22 2214612 | Date |2017-08-07 22:47:10 |

a oK t:f Cancel

4

Tests

To access the Employee Test Scores program click on the icon on the toolbar. This program is

used to record the employee’s scores on internal tests given.

I3 Employee Test Scaores — O x

File Edit Mavigation Help

OB & & B & QA & W (V] @

Quit Print @ OK Cancel Cut Copy Paste Zoom @ MextRow Previous Row Mext Page Previous Page

Employee |CEDEEP ||CEDENO, ELSA P |

Line  Code Score Date Mote
10 Employment Policies (POLICY) - 95.000 05/09/2017

Created Changed
By |glenu: | By |Fitrix |

Date [2017-08-0922:14:56 |  Date |2017-09-03 12:58:04 |

a Ok t:f Cancel




2

. . Employment . .
To access the Employment History program click on the icon on the toolbar. This program is

used to track an employee’s movement within the company. Also any time their job code is changed on
the main employee screen an entry is automatically made on this screen.

| £ Employrment Histary

File Edit Mavigation Help
OB URBREHRA 23700EDHE O

Employes |CEDEEP || CEDEND, ELSA P |

Date Dept Job Code Schedule Level Rate Description
i34 | ooo w%AL OFFICE Trainee (T} 12.00
01012000 oo WAl QOFFICE Supervisor [5) 25.00 Promoted to supervisor
L4 >
e K Q:f Cancel

EE

To View Employee Notes click on the View Notes icon on the toolbar.

notes entered on the Employee History screen.

This program is used to view

F3 view Ernployee Motes

File Edit Mavigation Help

Type Mate
*0Z0 DGSC  Passed drug test
a7jofz01s SFTY Trained on the use of fire exits and procedures
07032017 MISC Elsa previously worked in the Mew ork office

If your direct deposit employees would like their pay stub emailed to them instead of printed use the
Flexible Document Delivery feature (FDD).
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S

Click on DocumentDelivery ¢4 5ccess this screen:

5 2dd on detal fdd

File Edit Mavigation Help

OB OHEDER LHO0OEDE 0O
Document Title Prin Subject E-Mail  Address
pyio_checks  Direct deposit check stubs Direct deposit check stubs

<

cedeep32@gmail.com |

FAY Mumber Fax To Failure Motify (for Faxes)

° Ok !:f Cancel

Check document delivery method

Update Employee History (py:i_histry)
Menu Path 1-4-3-c-1

OVR

A note category has been added to this screen and is used as a way to group notes. The user can then
enter this category code when running the Employee History Report (1-4-3-c-2) if they for instance
wanted to see a report on which employees had received violation warnings.

=3 Update Employee History

File Edit View Navigation Tools Actions Help

OB VWP EQARALEHN B00EDHE OO

A0 00 0 9O =

Find Prev MNext Add Update Delete Browse

— O X

Employee [cEDEEP . ||cEDENO, ELSA P

Category |DGSC “%||Drug Screen

| Note Date |01j27j2020 154 |

Motes:

Enter Mote category
Passed drug test

1of1

K1, View Detail

OvR
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Update Standard Notes(py:i_sechst)
Menu Path 1-4-3-c-1

This program is used to create note templates. The user can then run the Create Standard Notes

program to have this note inserted into the employee record for the department specified. The user can

also enter the note ID when adding employee history notes and the text for the note ID will

automatically fill in.

| E| Update Standard Motes

File Edit Wiew Mavigation Tools Actions Help

OB CUUHREABIRBNBOQED

A0 00 0O 90 &\

Find Prev Mext Add Update Delete Browse

Note Id, [SAFETY

Description |SaFety IMeeting for fire drills

Type |5FT‘r’ @ |SaFet\; Training

d

@0

s

Line Mote
1 Trained on the use of fire exits and procedures

1of1

-t View Detail

Create Standard Notes (py:p_sechst)
Menu Path 1-4-3-c-3

Run this program to have a standard note template inserted into the employee record for the

department specified.

I3 Standard Motes Selection Criteria
File

Department | L | |

Standard Note | |

Ao

Enter the date the Function occurred and the date of the history note,

QVR
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Print Employee Checks List (py:0_empchk)
Menu Path 1-4-3-i

Prints the same information that prints on an employee’s pay stub.

0E/23/20E0
13:54:11
COOMER EDITH COOMES
————— Income —--—---
Date Check No. Type Amount
0370172017 101504 EONUS Loo_aa
Z40
Check Totals Loo. oo
Enployes Totals Lao_oo

Employes Check List
ARBC DISTRIEUTION
From 0%/01/2017 thru 03/30/2017

S5 9559-29-3333

-—-- Deductions ---
Type Amount
MEDICE 728
S0CEEC 31.00
STLTAX 5_E0

4375

4375

Print Employee Insurance Eligibility (py:o_insist)

Menu Path 1-4-3-j

Check
Amount
456 FZ5

Page 1

--— Obligations --
Tvype Lwmount
MEDICE T.E5
SO0CSEC z1.00
SETSUTA E7.00
BE_ZE

BE_ZE

Run this report to review hire and rehire dates to see when the employees may be eligible for insurance
based on the company’s waiting period for benefits. For example if the company policy is that an
employee must be employed for 90 days before being eligible for coverage and you are running payroll
for April 1 through April 15 run the report for January 1 through January 15 to list any employees hired

or rehired
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Update Medical Data (py:i_medcl)
Menu Path 1-4-3-k-1

Used to store HIPAA data (per the Health Insurance Portability and Accountability Act).

I3 Update Medical Data — O
File Edit Wiew MNavigation Tools Actions Help
OB U hFEQRA ALBH HBOQ0EDHE @O
a6 © 0 &\
Find Prev MNext Update Browse
Employee
Code |CEDEEP %
Name [ELSA ||cepeno
Code Medical Reason Date Medical Note
1 TET Tetanus 10/04/2017 5 year vaccination
3 FLU Annual Flu Vaccine 09/15/2019 First annual
2 HEP1 Hepatitis 10112019 First of 3 shots, next in 1 manth
2 HEP1 Hepatitis 11/12/2019 Last shot
Tof1 Anachments(1)
Print Medical Data (py:0_medcl)
Menu Path 1-4-3-k-2
OL/Z7 72020 Employee Medical Dates
le:49: 232 AEC DISTRIEBUTION Page

Medical Reason / Note Late
CEDEEP ELZSR CEDENO

1 Tetamas 1os04,/2017
L wear waccination

Z Hepatitis 1171272013
Laszt shot

Z Hepatitis 10s11 /2013
First of 3 shots, next in 1 month

3 hyrmal Flu Vaccine 09/15/2013

First amnual
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Update Workmans Comp (py:i_wcnote)
Menu Path 1-4-3-k-a

This program is used to enter notes on worker’s compensation claims.

3 Update Warkrmans Comp

File Edit WView Mavigation Tools Actions Help

OB VPR ERABLREHE B0Q0EDHE @O
A0 99 0 0 &\

Find Prev MNext Add Update Delete Browse

Employee |COCHMD .| [COCHRANE, MICHAEL D |

Class |REPORT Mote Date |01/27)2020 144

Motes:

Michael tripped over a cord today in Mike's office and split
head open, Mike took him to the hospital and he required
12 stitches. Claim will be Flled

Employee Workmans Comp Report(py:o_wcnote)
Menu Path 1-4-3-k-b

—

0l7z7/E0z0 Employee Workmans Cowp Beport

1le:E7:-48 AERC DISTRIEBUTION Page 1

COCHMD» COCHEANE, MICHAEL I Z00

Olsz7/2020 REPORT
Michael tripped ower a cord today in Mike's office and split

head open. Mike took him to the hospital and he reguired
1z stitches. Claim will be flled
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PAYROLL CHECKS SUBMENU

Update One Time Income (py:p_oneinc)
Menu Path: 1-4-1-1-1

This program is used to add one time income to an employee’s paycheck. The Create payroll program
will look at the start date to determine which payroll run to add it to and then when added to a payroll
the Used date is updated.

I3 Update one Time Income — O >
File Edit View MNavigation Toole Actions Help

OB O UhPER ALEBM @0

A6 © 0 O @ @\

Find Prev Mext Add Update Delete Browse

Income Dates

Income (BOMUS L start (01/31/2020 L1
[Bonus PAY | Used

Income Amount

Employee |CEDEEP L 2,000,00

|CEDENO, ELSA P |

Print Income Entries (py:0_oneinc)
Menu Path: 1-4-1-1-2

This report program prints One Time Income entries.




—

0l E0z0 One Time Income Pamge 1
l&:46:09 ARC DISTRIEUTION
Start Employes Amonant Date Tsed

Income BONUS EONTTE PAY

0l/231720Z0 CEDEEF CEDENO, ELSA P Z,000.00
Income BONTE Total Z,.000_00
RBeport Totals Z,.000_00

Employee Income Changes (py:o_einccg)
Menu Path: 1-4-1-a-1

Prints a list of any employees that have had a change in their income within the date range specified.

01292080 Hourly Employes Income Changes
16:57: 38 ABC DISTREIEBUTION Fage 1
Ol/01/2009 through 017312080

Src  Code Description Rate Start Stop Tvpe
ELEA CEDENO CELEEFP

L) BAZE New Hire 10.00 0170172017 127319593 Add
L) EAEE New Hire 10.00 0170172017 1E731/9999  Chy
MICHAEL COCHRAME COCHMD

T BASE Promotion Lo supervisor Z22.00 0OEF1Ef2012 12319999 Add
L) EAZE Ease start pay 14.00 0170172017 1273172017 Add
L) EALEE Increase 1g.00 0Olf0l7zZ01% 1273172018 Add

Payroll Simulation (py:p_autosm)
Menu Path: 1-4-1-a-2

This program works just like the Create Payroll program and is used to create simulated payroll entries
so the user can verify payroll before running the actual payroll.

Display Simulation Results (py:i_paysim)
Menu Path: 1-4-1-a-3
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This program works just like the Update Payroll Entries program and displays the results of the payroll
simulation.

Simulation Detail List (py:o_simist)
Menu Path: 1-4-1-a-4

This report is just like the Print Payroll Entries report and lists all of the detail records generated from
the last simulation run including earnings, deductions and obligations.

Direct Deposit Review List (py:o_dirdep)
Menu Path: 1-4-1-a-5

Lists employees signed up for direct deposit

Ol7za/z0z0 Direct Deposit List
17:08: 39 Page: 1
Enployees
Dir Pre Ded Bouting Bank Account Start Date Stop Date
CEDEEF ELSA P CEDENOD
n 401K 122456789 EEE14E5EEE O3FELFEOZD 1ES31/9999
EENTCE CLARE B KENT
T n 150000z 1253477884321
MORGTF JOSEPH P MORGAN
T n 12500008 T4RETE45321
ELATEE ENOS E SLAUGHTER
T n 12500003 Q35163983
EMITPM ROGER M SMITH
T n Olz&000z7 SEEFELETIEZ
STENCP CASEY P STENGEL
T n Olz&000z7 S0873ER8E1

Create Automatic Payroll (py:p_autopy)
Menu Path: 1-4-1-a-6

Modified to add processing for bonus only checks and now looks at begin and end date values for all
income and deduction codes for validation.
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Update Time Cards (py:i_timcrd)
Menu Path: 1-4-1-b

Added fields in the header detail section to display Vacation and Sick time used and net available.

Vacation Time Sick Time

Allowed | 95,45 |  Allowed | 54.16 |
Used | 0.00 | Used | 0.00 |
Net | 95,45 | Net | 54.16 |

Print Time Cards (py:o_timcrd)
Menu Path: 1-4-1-c

Added totals for Time cards at the end of the report.

Grand Totals: 10EZ000000-000 12E.00 E,9E0.00
Hours Amoumt
Grand Totals for Timecards: 19z._00 Z,9E50.00

Print Garnishment Deductions (py:o_garnish)
Menu Path: 1-4-1-e-c

Prints a listing of employees that had their wages garnished for the date range entered.



Post Payroll Entries (py:p_pypost)
Menu Path: 1-4-1-h

Added code to distribute earning and obligations between departments worked in by the allocation
table in the employee master.

Print Supervisor Check Approval (py:o_chkapp)
Menu Path: 1-4-1-i-b

—

1071372017 Department Payroll Check Approwal Page 1
17:5E:07 AEC DISTREIEBUTION
Check Date 09/0172017

LDepartment 000 ADMIM. OFFICE

Hours o.T. Eorms  Check

Group Enployee Morked Hours Anount  HNumber

MGMT HUEECE CARL HUEEBELL 0000 o.ooo0 0.00 101500

MGMT MCCLEM ERIN MCLELLAMND 0000 o.ooo0 0.00 101501

MCEMT MEDWDE DOMALD MEDWICK o_oon o.ooo 0.00 101802

MCEMT SMITHF HARRY SMITH o_oon o.ooo 0.00 101803
Munher of Checks 4

Print Employee Effective Rate (py:o_effrte)
Menu Path: 1-4-1-i-c

This report lists effective hourly rate for each employee and also includes bonuses.

Print Expense Distributions (py:o_alcrpt)
Menu Path: 1-4-1-i-d

This report lists distribution of payroll expense where employees worked in multiple departments
(in this example all employees worked in the same department so no allocation shows)



01l/23/2020
17:14:321

Code

HMELICE
SOCEEC
STSUTA

Amonmnt
HUEECE HUEEELL

11.
49
43

MCCLEM MCLELLAND

Lllocate Expenses Report
ARC DIZTRIEUTION
Payroll Ending 09/2072017

Acocount Dept

CARL

&0 &l4000000 000
&0 &l4000000 000
Z0 &l4000000 000

ERIN

Hours %
Morked Hours

Morked Hours

Page 1

MEDICE 11.6&0 &14000000 000
S0OC3EC 42 _ 60 614000000 000
STSUTA 43 E0 £14000000 000
MEDLTDE MEDWICE DONALLD WMorked Hours
MEDICE 11.6&0 &14000000 000
SOCEEC 493 &0 14000000 000
STSUTA 43 E0 £14000000 000
SMITHF SMITH HARERT Worked Hours
HMELICE £3.Z0 el4000000 000
SOCEEC S99 E0 £14000000 000

STSUTA 86,40 14000000 000

PAYROLL REPORTS

Print Payroll Analysis (py:o_anapay)
Menu Path: 1-4-2-a-c

1071272017 Payraoll Account Analysis
17: 5638 Page 1

Euployes Pay Date EQOP Date Typ Code Amount Acct Lept
COOMER COOMES EDITH 03/ 01 72017 02/30/2017 Chk CHECE 456 FZ5 102000000 000
COOMER COOMES EDITH 023/0L72017 03/30/2017 Ern BONUS S00.00 £10000000 100
COOMER COOMES EDITH 02/ 01/2017 03730/2017 Ded MEDICER 7_EE Z17100000 100
COOMER COOMES EDITH 03/ 0172017 09/30/2017 Ded S0CEEC 31.00 217000000 100
COOMER COOMES EDITH 023/0L72017 023730/2017 Ded STLTAX L.E0 Z12000000 100
COOMER COOMEZ EDITH 02/0L/2017 03720/2017 0kl MEDICEH 7.EE £14000000 100
COOMER COOMES EDITH 03012017 02/30/2017 Obl B0CEEC 31.00 614000000 100

COOMER COOMES EDITH 03,/01/2017 03/20,/2017 0kl STESUTL 2700 &£14000000 100



Workers Comp Detail (py:o_wcdetl)
Menu Path: 1-4-2-n

This report lists worker’s comp earnings paid to employees for date range specified

Insurance Premium Reconcile by Department (py:o_insrpt and py:o_insrpa )
Menu Path: 1-4-2-0-1 and 2

These reports let you compare the employees that had deductions and obligations to the bill from your
insuranc company. The first one is sorted by department and the second is sorted alphabetically.

1 ncile Insurance Premivms
13:E59: 38 AEC DISTREIEBUTION

For dates from 0270172017 thru 0273072017

————— Medical Insurance---- ---Life Insurance--
Enployes Social Sec Enployes Employer Total Enmpl Empr Total
Department 000 ADMIMN. OFFICE
HUEECE CARL HUEEELL 999-959-9039 o.oo0 0.00
MCCLEM ERIN MCLELLAND 935-39-9933 0.00 0.00
MEDWD'E DOMALD MEDWICE 999-992-92039 o.oo0 0.00
SMITHF HARRY ESMITH 9359-39-9933 o.00 0.00
000 ADMIN. OFFICE Total o.oo0 0.00
Department 100 EAET DIST. CENTER
COOMEE ELITH COOMES 9359-39-9933 o.00 0.00
100 EAST DIST. CENTER Total o.oo0 0.00
Total Insurance Premiums o.oo0 0.00

leconcile Insurance Premiums
l4:03:E1 LBC DISTRIEBUTION

For Dates from 030172017 thru 03/30,/2017

————— Medical Insurance---- ---Life Insurance--

Enployes Social Bec Employees Employer Total Enmpl Empr Total
COOMER EDITH COOMES 999-99-93493 o_oo o_oo
HUEECE CARL HUEEELL 29%-29-90%33 o_ono o_ono
MCCLEM ERIN MCLELLAND 293-59-3333 a_ono a_ono
MEDWDE DONALD MEDWICE 999-99-93493 o_oo o_oo
SMITHP HARRY SMITH 29%-29-90%33 o_ono o_ono
Total Insurance Premiums o_oo o_oo
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EEOC Reporting (py:o_eeol)
Menu Path: 1-4-2-p

Prints information needed to fill out the Equal Employment Opportunity Commission form required
from employers that have 100 or more employees.

Plant Z Hispanic -—-———-=---——-- Male———-----= —-————-— Female----————----
Job Category M F L E H A I T m E H A I T
Executive/8r Official 1.1 u] u] u} u] u] u} u] u] u] u] u] u] u} u]
Managers/Mid Officials 1.2 u] u] u} o] u] u} o] u] 1 o] u] u] u} u]
Professionals z u] u] u} o] u] u} o] u] u] o] u] u] u} u]
Technicians 3 u] u] ) o u] ) o u] u] o u] u] ) u]
SBales TMorkers 4 u] u] u} 1 u] 1 o] u] u] o] u] u] u} u]
Administration £ u] u] 1 o u] ) o u] u] o u] u] ) u]
Craft Workers ] u] u] u} u] u] u} u] u] u] u] u] u] u} u]
Operatives 7 u} u} o ul u} o ul u} u} ul u} u} o u}
Laborers & Helpers a8 u] a a u u] a u u] a u u] a a u]
Service Workers El u] u] u} o u] u} o u] u] o u] u] u} u]
Totals u] u] 1 1 u] 1 o u] 1 o u] u] ) u] 4

Affordable Care Act Tracking (py:a_acatrk)
Menu Path: 1-4-2-q

This a report that is printed on a monthly basis and sent to O’Hair’s insurance provider to complete the
reporting requirements for the government under the affordable care act.
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I3 affardable Care Act Tracking

File  Mavigate Help

O 002 <

—

lo/z6/2017 Affordable Care Aot Tracking
03:00:E87 AEC DISTRIEUTION Page 1
Dates 03/0172017 through 03/30/2017
Date Date Date

Lept Enplopyee Hired Behired Terminated
000 TOERA  EBERAND THOMAE 03,/0L72017

000 CEDEEP CEDENO ELSA 070371998

Z00 COCHMD COCHBEANE MICHLEL Oe/30/2011

100 COOMER COOMES EDITH nE/18/2011

100 DICEWT DICEEY WILLIAM 0s/le/2011

000 ERSKCN ERSKINE CARL 0z/14/2010

000 FELLEN FELLER ROEERTO 1043172009

000  HAUZEER HAUZER J.D. N3 /2372012

000 HOUERT HOUE RALFH 030872011

300 HOWAED HOWARD ELOIZE 1271272010

000 HUBEECE HUBEELL CARL 1z /0472009

Print Employee Birthday List (py:o_brthdy)
Menu Path 1-4-3-b-e

This report allows user to select the month they want to see birthdays for.

—

Q7 2272017 Enployee Birthday List
1E:20: 25 AEC DISTRIBUTION Pages 1

Euployes Eirthday
MATHCT CHEIS MATHEWSON 0l/0Z71578
WAGNHF HONUS WAGHER 0l/0871573
SAINJE JONATHON SAIN 0ls18/1580
THOMDS DANIEL THOMAS 0lrzas197:
HOUERT PALPH HOUE 0zZ/0171975
UECERPF ROEBERT UECEER 0z/olslave
CEDEEP ELEX CEDENO 0Z/0871370
WILELM LOUIZ WILEON 0E/1371377
SMITHP HARRY SMITH 0Z/20/1574
COCHMD MICHAEL COCHEAME 03/01715727
PINEEM ELLEN PINEERTON 03/11715272
LANDJW JERRY LANDIS 0371271975
PAPFAT ALEBERT PAREINSON 0371271072



Employee Seniority List (py:o_senlst)
Menu Path 1-4-3-b-f

Lists seniority dates entered using the Employee Dates program.

07 ZEFZ017 Enployes Seniority List

1lz:ELl:27 Page 1
Euployes Seniority Awmount
COOMER EDITH COOMES
DICEWT WILLIAM DICKEY
HAMMMIT MAXWTELL HAMMER
HATTSER J.D. HAUSEL
HUEECE CARL HUEEELL
JACEJE JOSEPHINA JACESON
LANDJW JERRY LANDIZ
LEMORP ROEERT LEMOM
MCCLEM ERIN MCLELLANMD
MEDWDE DONALD MEDWICE
PACKEL EBARNEY PACEWOOD

Employee Test Scores(py:o_emptst)
Menu Path 1-4-3-b- g

07 /22 EDLT ARC DISTRIBUTION

1z:1&:2% Employes Test Scores Page 1

Line Code Test Name Score Date
CEDEEP EL3A CEDENO
10 POLICY Ewployvment Folicies Q92000 0372zf2017

Employee Years of Service(py:o_wrkyrs)

Menu Path 1-4-3-b-h
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07 /22,2017

Tears of Bervice Peport

Enployees

MORGIF MORGAN
SMITEN SMITH
STENCPF STENGEL
CEDEEF CEDEND
SLAUEE SLAUGHTER
LANDJW LANDIZ
SMITHF SHMITH
FELLEN FELLEER
EENTCFE EENT
HUEECE HUEBEELL
MCCLEM MCLELLAND
MATHCT MATHEWESON
ERSECH ERSEINE
PINEEM PINEERTON
MEDWDE. MEDTWICE
PIPPUL PIFPP
TRATPS TRAYNOR
PACKEL PACEITOOD
TWEECE TWEEZEER
HOWAED HOWARLD

TRIEUTION
Beference Date 1273172016

Job
Code Loe
JOSEPFH P OFFCER 35.Z3
ROGER N OFFCER 43.24
CASEY F ADMIN 43_658
ELEA P METL 46 92
ENOZ E MCGMT 4z 70
JERET w MCMTZ  41.84
HAPRRY P MGMT 4z.83
BOEERTO N MGMT 40,53
CLARK L ADMIN 4Z.E532
CARL E MCMT 40,10
ERIN M MGMT 4003
CHRIZ T SALES 35.02
CARL N MGMT 41 57
ELLEN M SALEZ 35.84
DOMALD E MCMT 41 87
WALLACE L SALES 37.52
PATTL 2 SALES 40.11
BAPFNEY L SALES 35.33
CECIL E SALES  40.33
ELOISE el SALES te
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Employee Wage Listing (py:o_empwag)

Menu Path 1-4-3-b-i

07 22,2017
1Z:EEB:EZ

Enployes

ulu]u} ADMIN.

CEDEEF

Enployee Wage List
ABC DISTREIEUTION
Date Hired

Job
Code Position

METT1 Superwvisor

Tears
Hired Srw
08/ 01719585 31.44
0z 01719591 25.93
0l/16719592 Z4.98
07/0471992 Z4.51
Oz 0172003 13.9E
06/ 18,2003 13.58
02371372003 13.31
1170272003 13.17
1z/0Z72003 lz.0%
1z/06/7200% lz.08
olslesz004 1&.96
OZ/1372004 1&.83
OE/s162004 1&.88
OZ 18,2004 1z.88
031172004 1z._82
05/ 26,2004 12.61
06/ 1Z /2004 12._58
061372004 12_58
11/0z72004 12.17
1271472004 lz.08
Page 1

Date
Hired Wage

07/04/1932 10.00
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Employee Check Stub Listing (py:o_chkstb)
Menu Path 1-4-3-b-k

107132017 Euployee Checks
17:48:28 AEC DISTRIEUTION Paoge 1
Check Dates 0970152017 thru 097302017

COOMER EDITH COOMEE

Check Nuwber 101E04 Gross Earnings EQo._ 00
Check Date Q37012017 Total Deductions 43,75
Net Check Amount 456 EL

—————————————— Earnings-—-—-———————————— —————-Deductions-------

-—--Current----- -—- Tear to Date-——- ——Current-- --- TID---—-

Description Hours Amount Hours Awmount Description Amount Amount

BONTTE DAY E00. 00 Eo0.ad S0CIAL BECURITY PART OF F 3100 F1.00

MEDICARE PORTION OF FICA T_2E T_2E

SEATTLE LOCAL TAX L_E0 L_E0

Employee Wage and Hours (py:o_hrdwag)
Menu Path 1-4-3-b-I

—

10/13/2017 Emploves Hours and Wages
17:46: 25 AEC DISTREIEBUTION Page 1
End of Period Dates 03/0172017 through 0373072017
Incoms REGHE EREGULAR HOURLY PAT

Enployee Hours Aot

000 ADMIN. OFFICE
HUBECE CARL HUEEELL g0.0 s00.00
MCCLEM ERIN MCLELLAMD g0.0 s00.00
MEDTDE DONALD MEDWICH g0.0 S00._00
SMITHF HARRYT SMITH g0.0 1,600_00
Lepartment Total 3E0.0 4, 00000
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Employee Census (py:o_ecnsus)
Menu Path 1-4-3-b-m

08/11,/2017
1&:E50:18
Eupl Last Name First Mame
000 ADMIN. OFFICE
CEDEEF CEDEND ELSA
COCHMD COCHERANE MICHAEL
COOMER  COOMES EDITH
DICEWT DICEEY WILLIAM
ERSECH ERSEINE CARL
FELLEM FELLER BOBEERTO
HAMMMTT HAMMER MAMIWTELL
HATTEER HAUSER I.In.
HOTERT HOUE PALPH
HOWAED HOWARD ELOISE
HUBECE HUEBEELL CARL
JACEJE JACESON JOSEPHIMA

Holiday Eligibility (py:o_elig)
Menu Path 1-4-3-b-n

Euployee Census
AEC DISTRIBUTION
Active Employees

HI

gESAdDw

[ - R |

EBirth
Date

0z/08/,1376
0z2/28/1283
11/720/1982
03/16/1988
0&/16,/1981
0&/320/1982
0&6/11/1988
08/02,13732
0ls320/12981
062071983
le/0zs1982
04/13/1982

F

o oww mm i ww

Gender Type Pos

=

Page 1

Description

INTERNAL CONTEOLLER
SALESPERSON
SALESPEREON
SALESPEREON
MANAGEMENT LEVEL 1
MANAGEMENT LEWEL 1
SALESTEREON

LAND MANAGEMENT
CLERE

SALESTEREON
MANAGEMENT
SALESTEREON

Holiday Eligibility Report is an exception report that lists the employees that are not eligible for

holiday pay within a given pay period. Enter a beginning pay period (must be the 1st or 16™ of
the month) and program will calculate the eligibility date which is six months back from pay
period entered. If the employee was hired after this calculated date they do not received

holiday pay.
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I3 non Eligible Holiday Selection Criteria

O *
File:
Beqinning Pavperiod Date
Holiday Eligibility Date | 0zf01 /2017
& o #.4 Canced
- . - . ) OWR
Erter the Beginning Date of the payperiod containing the holiday. (required)
105082017 Holiday Eligibility List
17:40:29 ARC DISTREIBUTION Page 1
Payperid= 0570172017 Eligibility= 0370172017
Enployees Hired
100 EAST DIST. CENTER
WRIGCP CLAUDETTE WRIGHT Qo lz 2017

This report assists HR in answering employee questions about holiday pay.
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