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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 sql to set employee status to ‘T’ where terminated is not null. 

5. Run sql to set Prenote from null to ‘N’. 

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

************************************************************************************* 

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. 
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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. 
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Update Payroll Defaults (py:i_contrl) 

Menu path 1-4-4-a                                    

 

We now support  the following Federally mandated deductions: 

• 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. 

• 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.  

• Child Support – this is generally a court mandated flat amount that should not exceed a 

percentage of the employee’s disposable income. 
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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. 
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Update Income Codes (py:i_inccod) 

Menu path 1-4-4-d 

 

1. Type is 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. 
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Date Changed – system maintained. 

 

 

 

 

 

 

 

 

 

 

 

 

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: 

 

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

 

  

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 
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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. 
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Date Changed – system maintained. 

 

 

 

 

 

************************************************************************************* 

 

 

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: 
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A new screen  accessed from the toolbar using this   icon lets you store emergency contact 

information. 

 



13 

 

 

  

 

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

about your employees. 
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 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  screen: 

 

 End Date- effective end date for this income code. 

  

Created By 

 Created Date  

Changed By  

Changed Date 
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The following fields have been added to the  screen: 

 

End Date- effective end date for this deduction code. 

 

Created By 

Created Date 

Changed By 

Changed Date 
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The following fields have been added to the  screen: 

 

Frequency- when this obligation code should be applied. 

Created By 

Created Date 

Changed By 

Changed Date 
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To access the Employee Wage screen click on the  icon on the toolbar and this icon is only active 

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

 

 

 
 

To access the Direct Deposit Deductions program click on the  icon on the toolbar. This program 

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

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

 

 

To View Employee Notes  click on the  icon on the toolbar. This program is used to view 

notes entered on the Employee History screen. 

 

 
 

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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Click on  to access this screen: 

 

 

 

 

 

 

 

Update Employee History (py:i_histry) 

Menu Path 1-4-3-c-1  

 

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. 
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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. 

 

 

 

 

 

 

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.   
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Print Employee Checks List (py:o_empchk) 

Menu Path 1-4-3-i 

 

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

 

 

 

 

 

 

Print Employee Insurance Eligibility (py:o_inslst) 

Menu Path 1-4-3-j 

 

 

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). 

 

 

 

   

 

Print Medical Data (py:o_medcl) 

Menu Path 1-4-3-k-2 
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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. 

 

 

 

Employee Workmans Comp Report(py:o_wcnote) 

Menu Path 1-4-3-k-b  
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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. 

 

 

 

 

 

 

Print Income Entries (py:o_oneinc) 

Menu Path: 1-4-1-1-2 

 

This report program prints One Time Income entries. 
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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. 

 
 

 

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_simlst)  

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 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

 

Print Time Cards (py:o_timcrd) 

Menu Path: 1-4-1-c 

 

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

 

 

 

 

 

 

 

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. 
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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 

 

 
 

 

 

 

 

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) 
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PAYROLL REPORTS  

 

Print Payroll Analysis (py:o_anapay) 

Menu Path: 1-4-2-a-c 
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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-o-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. 
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EEOC Reporting (py:o_eeo1) 

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. 

 

 
 

 

 

 

 

 

 

 

 

 

 

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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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. 
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Employee Seniority List (py:o_senlst) 

Menu Path  1-4-3-b-f 

 

Lists seniority dates entered using the Employee Dates program. 

 

 
 

 

 

 

 

 

 

 

Employee Test Scores(py:o_emptst) 

Menu Path  1-4-3-b- g 

 

 

 

 

 

 

Employee Years of Service(py:o_wrkyrs) 

Menu Path  1-4-3-b-h 
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Employee Wage Listing (py:o_empwag) 

Menu Path  1-4-3-b-i 
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Employee Check Stub Listing (py:o_chkstb) 

Menu Path  1-4-3-b-k           

 

 
 

 

 

 

 

 

 

Employee Wage and Hours (py:o_hrdwag) 

Menu Path  1-4-3-b-l 
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Employee Census (py:o_ecnsus) 

Menu Path 1-4-3-b-m 

 

 

 

 

 

 

 

 

Holiday Eligibility (py:o_elig) 

Menu Path 1-4-3-b-n 

 

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
th

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


