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Chapter 1

Introduction to Payroll

This module will allow you to manage all of yourypall needs accurately and efficiently. It
has all of the features you will need to handlergéng from initial setup, to payroll transac-

tions, through end-of-year reports. Though thisdpat is designed to interface with all Fitrix
Modules, it may also be used as a stand-alone gacka

Introduction to Payroll 1
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General Description

Fitrix Payroll is designed with the flexibility mccommodate almost any payroll requirement whie re
maining simple to use. Most of the details are mgadaluring setup and maintenance rather than being
required for day-to-day operation. The basic daanuwvhich payroll depends is organized to be iivit
and easy to maintain.

The use of the latest database technology mears heee unparalleled data access. No longer ds user
have to search for or memorize hundreds of codgsisBig simple "query-by-forms," context-sensitive
information is readily available.

Fitrix Payroll permits the creation and processifigisbursements through fully-automated or manual
entries. Each record can contain individual or gldimits for any deduction or obligation, whild@l-

ing user- defined "frequencies” for each deductitmployee records automate sick leave and vacation
pay tracking through managing the accrual and spmading payment of these hours.

With the flexibility of Fitrix Payroll, you can havdaily, weekly, bi-weekly, semimonthly, monthly,
semi-annual, or annual pay periods. The systemlésuhdth salaried and hourly employees, and gives
you the convenience of individual time cards to enplyroll processing easy.

You can view payroll entries on-line prior to pig checks in order to verify their accuracy. Péyen-
tries are completely modifiable prior to printing.

Fitrix Payroll also completely supports direct deipand is designed to NACHA standards.

2 Introduction to Payroll
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Summary of Features
» Deductions/obligations based on gross, taxa@Afr FUTA wage base
« Custom tax table capability (percentage method)
* User-defined default values
» Expense/liability accounting supported
« Definable income categories
e Garnishment tracking
» Modifiable employee record tables
* Immediate access to employee records
¢ Unlimited number of employees
« Payroll generation from time cards or defaulueal
* Supports magnetic media reporting
e Pre-printed from alignment capability
e On-line personnel records
« Complete flexibility in maintaining income, dediomn, and obligation schedules
» User-defined sick and vacation accrual schedules
« Complete direct deposit capability designed toQ¥#A standards
» Ability to create bonus/expense/advance checksigime
» Flexibility to run reports by department, empleytgpe, job code, or individual employee
« Ability to run reports in the background
Full range of reports, including:
* Annual W-2 data
e Quarterly 941A data

* Unemployment Tax report

Introduction to Payroll 3
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« Payroll Analysis Reports
* Wage & Hour Reports

 Employee Recap Report

4 Introduction to Payroll



Chapter 2

Overview

This chapter provides an overview of the majordaekd the flow of information in
Payroll. Each of the tasks introduced in this cbapill be discussed in greater detalil
later in this User Guide.

This chapter covers:
» How the payroll system is organized;
» How employee maintenance uses existing referetesta
» The flow of information in payroll processing; and

* The relationship between income, deductions, atidaitons.

Overview 5
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Synopsis of the Payroll Module

Payroll checks are generated from the informatmmtained in Payroll Entries. Payroll Entries congbin
data contained in Employee Information tables grtibnal Timecards. You can modify payroll entriss a
necessary before creating payroll checks.

Payroll Entries are created when you initiate theaf® Automatic Payroll process. The system sesarche
the Employee Information records and creates aoRd&mtry for each employee who is due to be paid
according to the employee’s pay period and the tthetemployee was last paid (both of which are doun
in the employee information table).

Alternately, you can create a Payroll Entry wheremployee is NOT due to be paid by adding a Payroll
Entry manually. You might choose to do this when peed to cut an expense check, for example, or
when an employee is leaving the company and witklgeiving his or her final paycheck before thetnex
regular pay period.

Regardless of whether you create a Payroll Entigraatically or manually, it will consist of income,
deduction, and obligation amounts according tosffexific codes in the individual employees’ infor-
mation tables. An automatic Payroll Entry may alentain income information from a Timecard.

Once a Payroll Entry has been created, you canfynib@io that it accurately reflects the curreny pa-
riod. For example, you may need to show that anl@mp used two days of vacation time, or that he or
she worked 16 hours of overtime this period. Yowldananually enter that information into the Palyrol
Entry screen program.

Codes

As mentioned, Payroll Entries contain informati@e@ding to codes found in the employee information
table. There are codes for income, deduction, &figation schedules, as well as for accrual methods
For more information on the concepts of income udédns, and obligations, see the discussion iater
this chapter, "Income, Deductions, and Obligations"

An Income Code represents a specific schedulecfarmaulating income. Codes can be created for all
types of income such as hourly, salaried, expegisgbursement, advance pay, and so forth. An Income
Code specifies the rate at which that type of ineovill be paid, the type of income it representglsas
hourly, salaried, or expense) and other defauttrmétion. Similarly, a Deduction Code represerdpex
cific schedule for calculating deductions, specifyiamong other things, the wage base that thecdedu
tion will be based on and the wage base that tHadi®n will reduce. An Obligation Code represemts
specific schedule for calculating an employer’'sgdiion, such as FUTA, FICA, or 401(k) contribution
associated with a particular payroll entry.

An Accrual Code represents a specific method forwang vacation or sick leave. A particular accrual
code specifies how often leave will accrue, how Imleave will accrue for a given period of time, and

6 Overview
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the amount of time that must elapse after the epegldnas been hired before he or she begins toeaccru
sick or vacation leave. The use of Accrual Codemptmnal, but using them can simplify data-entrg-d
matically.

Setup

During set up, each individual code and its defirfieatures is entered into its respective refer¢aiie
(income codes are entered into the Income Codegerefe table, deduction codes are entered into the
Deduction Codes reference table, and so forth)nThe appropriate codes are entered into each Emplo
ee Information table so that an employee’s tabtgains all of the appropriate income, deductiorigab
tion, and accrual codes for that employee.

You may also choose to use Employee Types. Thefusmployee Types is completely optional. They
exist only to save time in setup and in maintairentployee data. The larger the number of employees
that you have, the more sense it makes to defideis@& Employee Types.

An employee type can be thought of as a "templaieSetting up information for similar employees A
Employee Type will contain all of the income, detile, obligation, and accrual information for thgpe

of employee. Then, when you set up an employeesioply enter the appropriate Employee Type code,
and all of that information is automatically entéieto the Employee Information table. Using Emgley
Types can reduce your data-entry burden dramaticall

For example, suppose your company has 20 employgesen employees are paid with an hourly in-
come code. Five employees are paid with a salar@mne code. All other income information is the
same for the two employee types.

You could enter the rate information in one of ehdifferent ways:

1. You could enter the hourly or salary rate fazheamployee in his or her employee informationeabl

2. You could create two different Income Codes: with an hourly rate and the other with a salatg.ra
To enter this information at the employee levely youst enter the correct income code at the em-
ployee level.

3. Or you could create two different Employee Typgd¢RLY and SALARY, and define each type by its
corresponding pay method. Enter the Employee Tygge into the Employee Information table, and
the correct income code with its corresponding ia@utomatically entered into the employee infor-
mation table.

Any information from the Employee Type table tteahbt appropriate for the individual employee can b
overridden at the Employee Information level, siyipy entering the correct information.

Overview 7
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The relationship of the tables in setting up thgrplhmodule using Employee Types can be illustiae
follows:

Setting up Employees
Usmg Emploves Tvpes

( Arenl Codas \f"m

% v i 5

i KH\-\.\

. - - ks M‘*x
| Income Codes — - -
h . TTm— B

. - Empioyes Types |
- = __,a-f""_- '} -
| Deduction Codes - e
., -

f”f

F i "y -
(  Obligation Codes |
% -
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Payroll Defaults

Understanding the structure of the payroll defawlitshelp you take full advantage of the featuoéshe
payroll module while minimizing the amount of ma&néance you will have to do.

The default structure determines the informatiait oes into creating a Payroll Entry. Any inforioat
that is not supplied at a particular level is sigibby the next-lowest level where that informatiepre-
sent. The information entered at the codes lekel {5 the income, deduction, obligation, and aaicru
codes) becomes part of the Employee Types tablanifloyee Types are being used). Specific infor-
mation that came from the payroll codes can begddat the Employee Type level, where necessary to
suit the employee type. The information from a et employee type becomes part of an Employee
Information table, where it can then be changedmiecessary, to suit the individual employee. When
Payroll Entry is created, the information in the fifayee Information table gets carried into the BHyr
Entry. The Payroll Entry can be modified where ssegy to accurately reflect the employee’s infor-
mation for that particular pay period.

The Payroll Defaults table is the lowest defautelelt contains default ledger account informatféie-
count Number and Department). The ledger accopatsified at the System Defaults level will be ap-
plied to any payroll created where ledger accoargmot overridden at a higher level.

Payroll
Entry
) Payvroll Defaults
&
,
Employes
Information
Timecards
Yy
&
Employes
Types
n,
Payroll
Codes
,

Payroll
Defanlts
(ledger
ACCOUTS
oaly)

The default system is organized so that you caer é@mfiormation common to most employees in only one
place in order to save yourself the time and effordlved in entering and maintaining that inforinat
for every employee.

Overview 9



Fitrix Payroll User Guide

For example, say your company has 500 employeas. daduction for State income tax is the same for
all employees. You could define that same dedudti@ach of the 500 employees’ records. If the dedu
tion should change, you will have to enter the ¢geain each employee record—500 changes! If you want
to take advantage of the system defaults, seteiSthte income tax at the system level (that t3)sa
deduction code for this deduction and then in$istdode into the Payroll Defaults table). In theptoy-

ee records, leave the rate for that deductionsauthat the system default will be used.

The default hierarchy can be a very powerful tédhen used correctly it can save time and make data
entry and transaction processing much easier. ffekBme to plan your strategy and understand your
needs BEFORE you set up your defaults.

10 Overview
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Employee Maintenance

Once the Income, Deduction, and Obligation Codes lheen entered into their reference tables, yau ca
set up the employees. Each employee has his awreEmployee Information table which is identified
by a unique Employee ID Code.

An Employee Information table actually consistdied connected screens: the Employee Information
Main screen, the Extended Information screen, aodrhe, Deduction, and Obligation Detail screens int
which you enter the codes representing the incolegyction, and obligation schedules that are to be
used when a Payroll Entry is created.

If you have set up Employee Types, you will enter Employee Type code, which will cause the system
to automatically enter all the Income, Deductiarg ®bligation codes and defaults defined for that E
ployee Type into the employee’s table. Doing thil save you from having to repeatedly enter this i
formation.

Standard employee maintenance transactions ameped using the Update Employee Information op-
tion. When a new employee is hired, add the empglay® the database. Terminate an employee by en-
tering the employee’s last day into the Term figldhe Employee Information table. Then cut thelfin
paycheck, if necessary, using the Update Payrdiidsnoption. If an employee goes on an unpaiddeav
of absence, set the value in the Hold Pay fieM.tdhat will prevent the Create Automatic Payrgition
from creating a check for that employee. When thpleyee returns from leave, set the Hold Pay flag
back to N.

The Last Pay field in the Employee Information &at#presents the last date on which the employse wa
paid. The Create Automatic Payroll program usesdhie, together with the employee’s pay period, to
determine whether an employee is due to be paigrwhu run Create Automatic Payroll, or create a
payroll check manually, the Last Pay field is audtically updated.

When you create a bonus or expense check, yourezani the Last Pay field from being updated by
answering Y to the Bonus Check prompt, so thaethployee will still be paid at the next regular nfn
Create Automatic Payroll.

You can easily change employee pay rates with tten@e Rates option on the Payroll Utilities submenu
You can change rates of an income, deduction, lagailon code by either a percentage or a flat rate
You can update rates for one employee, a groumpfayees, all employees, an employee type, or a de-
partment.

The quarter-to-date and year-to-date accrualsyastera-maintained and cannot be modified. The Print
Accruals Edit List option on the Payroll Utilitissibmenu can be used to print a copy of the acerual
formation. Use the Restore Employee Accrual optioverify that the information in the accruals ¢xa-
rate. The program will compare all of the valuethi@ activity tables with the values in the empkjre-

Overview 11
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formation tables. If there are any discrepanchesyvalues in the employee information tables véliip-
dated.

Processing Payroll

At each pay period, you will need to process pay#dl of the options used for processing payrat a
found on the Payroll Checks menu. Most of the tivoe, will create standard payroll entries using the
Create Automatic Payroll program. Sometimes, howestandard payroll entries are not appropriate, so
you will want to create payroll entries manually.

Creating Standard Payroll Entries
The orders of steps in processing a standard paymhs follows:
First, if you are using Timecards to enter inconferimation, update the timecards.

Run your payroll using the Create Automatic Payoplion. This program generates a payroll entry for
each employee due to be paid according to thelasttpaid, and the employee’s pay period. A payroll
entry consists of all of the income, deduction, ahtigation information for the employee for thigyp
period.

If there are current timecards for the employeegghthat have a Start Date before the End of Pdetel
on the Payroll Entry), the system will create arBlhEntry using the income information from the-em
ployee’s Timecard and the deduction and obligatiéormation from the employee’s information table.
If no time card exists, the system will take a## thformation from the Employee Information talimce
a time card is used to create a Payroll Entryilitnet be used again.

After Payroll Entries have been created, modifyittiermation in the payroll entries where necessary
using Update Payroll Entries. For example, you megd to modify a payroll entry to include an employ
ee’s bonus or commission, or to reflect sick oradian time used.

Next, you must print an edit list to review thearrhation. You can print out a Detailed Edit Listaor
Exceptions Report. If any of the information isanect, correct the information using the Updatgr&la
Entries option and run the edit list again. Camtithis process until you are satisfied that alittfor-
mation is correct. Once the information is corrgoy are ready to print the paychecks.

Print paychecks using the Print Payroll Checks @wg Once a check is printed, the Print Checksiflag
the Payroll Entry is set to N, so that you canmaidentally create a duplicate payroll check.

After the checks have been printed, you can pdsiesrto the General Ledger and the Payroll Adgtivit
Tables. Use the Post Payroll Entries program. Tstimg program removes the posted entries from the
payroll entries table. The following diagram illtegtes the payroll process:
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System Defaults j

The Payroll
Process
—"*.‘ Payroll Eniry
Update
S
|II -
f \
| Print check -lv_
| Set to No

'.\ Emp&m-ee Defmlts

FPayroll Entry
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Creating Manual Payroll

In cases where you do not want to create a standsadll run, you will want to create your payrehi-
tries manually. Instances where it would not berappate to use automatic payroll would be expense
checks, bonus checks, or where the employee hastéesinated and will receive his or her final dhec
before the end of the regular pay period.

Create a manual payroll entry by using the Add camarin the Update Payroll Entries program. Run and
review the edit list, print the check, and poshlipfeing the same steps as in Creating Automatiadthy

Direct Deposit

The process of creating Direct Deposit paycheckssentially the same as that for creating trathtio
non-direct deposit checks. In addition to the stapsve for creating automatic or manual entriegeh
additional steps are necessary. (First, make barBirect Deposit information is correct in the doyp

ee’s record.) Instead of printing paychecks, priomt-negotiable check forms with the Print Payroll
Checks program. The program automatically prirgswtbrds "Non-Negotiable" on the signature line of a
check form.

Then run Create Direct Deposit Entries program tvigiathers all of the necessary direct deposit infor
mation into the correct format and stores the imfation in a temporary holding table. Finally, rure&te
Direct Deposit Media program, which transfers tiferimation from the temporary holding table onto
media which you then deliver to your bank for psxiag.

Post the Payroll Entries as you would with tradiibpayroll checks. Since posting removes the Blayro
Entries from the Payroll Entries table, be sureryomect Deposit is correct before posting, because
will not be able to recreate the Payroll Entriesethey have been posted.
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The Direct Deposit process is illustrated in thigofeing diagram:

Conventionzl Payroll

b ¥
Process
/’L

: L= !
Rewview Edit List
-—r Pa.:.'d:m.i:ks }—kaLScN

L ,/'

3 /’ T T

-
Irffd /,'.Jr__\ =
|.k D]}:I’r:l:-ib; j: Dhrect Deposit
\&1__,/
A =
|'r Creata Y ..|'Ir( Ciate \,II
-'l r
"'.::II: Entries ) ﬁm )
L s A
- e

Overview 15



Fitrix Payroll User Guide

Posting

After you have run payroll and printed the paycleadse the Post Payroll Entries option to posttand
update the records. The following is a list of dfifects of posting:

Information updated in the Employee Informationi¢ab

Last Pay Date;

Accrual Information;

Last Applied Date for deductions;

Quarter-to-Date information for income, deducsioobligations;

Year-to-Date information for income, deductioabligations.

Information updated in the Payroll Activity Table:

16

Each row of the payroll detail gets posted ts thble. The check amount posts one row, and then
each of the detail rows (income, deduction, obiiges) posts here;

Original Journal (always PY);

Document Number (used to join to transactionggbl

Type (check/income/deduction/obligation);

Code (income/deduction/obligation code or "CHEELK"

Amount (amount of the income/deduction/obligatomale or check amount);
Number (used to calculate the amount; appliésdome only);

Hours (only applies to Income Codes);

Rate;

Account Number;

Department Code.

Overview
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Information updated in the Payroll Transaction E€abl

Original Journal (always PY);

Document Number (used to join to Transaction &gbl
Check Number;

Pay Date;

End-of-Period Date.

Information updated in the Base Tables Transadtaile:

Original Journal (PY);

Document Number (used to join to payroll actiktitgnsaction tables);
Posting Number (one posting number per posting; ru

Posting Date (date of posting);

Document Date (payroll date);

Reference Code (employee code);

Document Description (Payroll Entry, Void of Dooant: #).

In addition to the above, if the Post to G/L figidhe Payroll Defaults table is set to Y: the daling
information is updated:

Information updated in the G/L Activity Table:

Each row of the payroll detail gets posted ts thble. The Check amount posts one row, and then
each of the detail rows (income, deduction, anégabbn) posts here;

Original Journal (PY);

Document Number (same as PY Tables, Base tabledransaction table);
Account Number (of check, income/deduction/okiigacode);
Department (of check, income/deduction/obligatiode);

Amount (of check, income/deduction/obligation ejyd

Credit/Debit (based on what type of account @ngl amount).

Overview 17
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Information updated in the G/L Transaction Table:

Original Journal (PY);

Document Number (same as payroll tables, Badegatansaction tables);
Accounting Period (based on Payroll Date);

Accounting Year (based on Payroll Date;

Status (status of the Posting—see documentadioBGAL).

Posting to Base Tables check register Table:

18

Original Journal (PY);

Document Number (could join it to all other tadjte
Account Number (checking account number—Payrothg;
Department (department of the Payroll Entry);

Check Number;

Amount (amount of check or void);

Debit/Credit (depending on whether it is a checl void);
Reconciled (N inserted during posting);

Check voided (N inserted during posting).

Overview
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'/-Empluyee Tables )

| The Posting
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Income, Deductions, and Obligations

To better understand payroll transactions, you nékd a basic understanding of the three underlying
components of any payroll entry: income, deductiamsl employer obligations. Together, these three
components form the basic structure of all payentties.

Income

Income is any source of wages or reimbursement @v@did to an employee. Examples of income in-
clude simple hourly wages, salaried wages, expeigdursements, pre-paid income, commissions,
fringe benefits, and salary advances. All typemodme consist of three parts: the income ratenthme-
ber (e.g. hours, pieces, etc...), and the houemn{if actually worked for the income.

The first two elements, Rate and the Number (afsmk as the "multiplier"), are multiplied together
get the income dollar amount:

Rate x Number = Income

The third element, Hours, is used to calculatenanrne based on the number of hours worked. In an
hourly wage type of income, the Number and the Bowrked will, by definition, be the same. For ex-
ample, an employee might earn $10.00 per hour wioflk¢he employee worked 40 hours, the income
would be equal to Rate times Hours, where Rat&@s0® and Hours equals 40. Number and Hours are
both equal to 40. In hourly wage cases,

Number = Hours
therefore
Rate x Hours = Income

However, income rates that are based on an hdgdyefbut NOT BASED ON THE NUMBER OF
HOURS ACTUALLY WORKED, may have different Numberdaklours figures. For example, sick
leave may be paid at a given rate per hour oflsiake used, but no hours are actually worked ferstbk
pay. Specifically, sick leave may be paid at a R#&t#8.50 per hour of sick leave used, and the reurob
sick leave hours used might be 16. The hours woidethis income will be zero. The Rate ($8.50) and
the Number (16) will be multiplied together to gatk pay income of $120.00:

$8.50 x 16 = $136.00

Number and Hours must be tracked separately, be¢haQuarterly Wage and Hour Report requires that
you report the number of hours actually worked bynemployees.
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Deductions

A deduction is any amount that reduces the amatinglly paid to an employee. Examples of deductions
include federal and state income tax, Social SgcWiedicare, union dues, repayment of a payroll ad
vance, pension plan contributions, payroll errqusitinents, garnishments, and charitable donatins.
deduction may be a flat amount, a percentage l@sgdoss or taxable income or some other base, or
based on a tax table.

The final payroll check amount is equal to the safrall the income for a pay period minus the suralbf
the deductions for the period.

The myriad of deduction possibilities make deduddithe most complex part of payroll. However, the
Payroll system makes ample provisions for handiieductions simply and efficiently.

Obligations

An obligation is an amount which an employer must @s a result of the employer/employee relation-
ship. Obligations do not appear on the employeaigipeck, so they are often overlooked as beinggbart
the payroll process. However, obligations are ashmaupayroll expense as are wages.

Examples of employer obligations are FUTA, heaidurance premiums, and the employer's matching
Social Security (FICA) and Medicare liability.

Obligations are distinct from deductions, althosgime liabilities have both a deduction and an ablig
tion component such FICA, Medicare, 401(k) contiitms, and charitable donations, where both the em-
ployee and the employer contribute money. For eXxantipe employer must withhold the employee's FI-
CA amount from the employee’s paycheck and thertipatymoney to the government on a quarterly ba-
sis. But the employer must also pay a matching atfou FICA on the employee’s behalf. The firstis
deduction; the second is an obligation.

Other obligations are the sole responsibility & émployer—such as FUTA, worker’'s compensation and
certain health insurance premiums. Deductions micuats that are deducted from the employee’s in-
come. Obligations are owed by the employer on thel@yee’s behalf, but do not directly affect the-em
ployee’s wages.

These three elements—income, deductions, and tiblga—together with the date of the payroll and the
employee to be paid, combine to create a uniquepantry.

Overview 21






Chapter 3

Setting up Payroll

Setting up the payroll system involves creatingesod represent the various
income, deduction, obligation, and accrual schedikiat will be used
throughout the system. It also involves definingdayiee Types if you will be
using them.

If you will be using Direct Deposit, you will alseeed to enter Direct Deposit
information and complete a successful pre-notificatest with your financial
institution.

This chapter covers:

« Setting up Income, Deduction, Obligation Codes, Enmgployee
Types

e Tax Tables
» Using and setting up Accrual Codes
e The payroll default values

e Setting up for Direct Deposit

Setting Up Payroll
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Income Codes

You will set up your Income Codes reference tabledntain codes representing all of the various
rates of pay used throughout the Payroll systenurire codes are used to identify all income pro-
cessed by the Payroll system and to provide defaadime data to facilitate data entry.

Each Income Code has data describing how that iacmhedule is to be applied as well as defaults
for Rate, Hours, Ledger Accounts and Departmenthbaus The values specified in the Income
Codes reference table will be used to calculatedidyntries unless they are overridden for indi-
vidual employees or individual Payroll Entries.

The Income Codes screen:

r Update Income Codes |£|IE@

File Edit View Mavigation Tools Actions Help

QR G YhBEEABALEBM 9O
A ¢ 00 O 9 =

Find Prev Mext Add Update Delete Browse

Income Code: REGHR
Description:  REGULAR HOURLY PAY

Income Type: H Non-qualified? N
= Defaults for Manual Entry
Default Rate:
Default Mumber: 8000000000 Default Hours: 80.00
Low Amount: High Amount: 1900.00
Default Expense Account: 700100000 | =, ADMIMISTRATIVE WAGES
Department: 00 =, ADMIM, QOFFICE
1of1
Field Description
Income Code: Stores unique six character code identifying tlveine code.
Description: Describes above code.
Income Type: H - Hourly: income for which the number of hoursdpa
equals the number of hours worked.
N - Non-hourly: all taxable income that is not Hgur
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Field

Description

E - Expense: used to indicate any income for wino ce-
ductions should be applied.

A - Advance: also income for which no deductiores taken.
Usually used for issuing pay advances on the ereplay
normal paycheck.

F - Non-FICA: income that is included in the gressges
amount for deduction and tax calculations, but Whscspe-
cifically exempt from FICA.

U - Non-FUTA: income that is included in the gregges
amount for obligation and tax calculations butgsdfically
exempt from FUTA.

B - Non-FICA/FUTA: income which is included in tlgeoss
wages amount for deduction, obligation, and tagwdations,
but which is exempt from both FICA and FUTA taxes.

Non-qualified?:

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

Default Rate:

This figure represents the rate to be used wherbigin-
come code is applied unless a different rate ik@tdd spe-
cifically in the Employee Information table or Eropee
Type table, or is overridden in the Payroll Entry.

Default Number:

Together with the Income rate, this number is usezhlcu-
late the income amount on payroll entries.

If the basis for income is hours worked the nunibehis
field should represent the number of hours uswadigked
for this income. When the entry in the Income Tyfielsl is
set to H (hourly) the number in this field is auttivally car-
ried over into the Hours field.

For a salary income, set the number in this field.00 if the
entry in the Rate field equals the salary for thg period.
For other types of income, this field should represours
compensated but not worked (for example, sick pay).

Unless a different number of units is indicatedc#pmally in
the Employee Information table, this default vahik be
used when payroll entries and time cards are ateate

Setting Up Payroll
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Field Description
Default Hours: Enter the default number of hours usually workeadtics
income code.

Low Amount and Enter the optional Low and High amounts for thisoime
High Amount (op- | code. These optional fields are used to flag ansotinait fall
tional): above or below a certain level. They will be fladge the
Payroll entries Exception Report.

Default Expense Enter the account number to be debited. If no @stryade
Account: here the Payroll Expense Account in the PayrolbDk$
program will be used.

Department: Enter the department code if departmental repoisifigping
used. If not, enter 000.

To print out a hard copy of the information conelrin the Income Codes reference table, choose
Print Income Codes from the Print Payroll Codesrsertu.
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Deduction Codes

You will set up your Deduction Codes referenceddblcontain codes representing all of the de-
ductions used throughout the payroll system. Dédnctodes are used to identify deductions for all
payroll entries, to provide default data to faaiit data entry, and to indicate the wage baseeto us

to calculate and apply the deduction.

In some cases, you may want to use a Tax Tablerrtdthn a rate to calculate a deduction. To do
this, associate the Deduction with a Tax Table $iggithe same code for each, and leave the Rate
field blank in the Deduction Code. Because the dedni rate is blank, the system will look up the
corresponding Tax Table whenever that DeductioneGedised.

The Deduction Codes screen:

P~ Update Deduction Codes

File Edit View Mavigation
OB g WiBE

a4 ¢ © 9 O
Find Prev

Deduction Code 401K

State Identification

Tax Jurisdiction

EIN Mumber

Deduction Attributes
Deduction Type | Flat Rate
Tax Status | Taxable
Fregquency | Always
Deduction Class | Mot Used

Rate Type Mot Used

Default Amounts
Rate
Limit
Default General Ledger
Liability Account 240000000

Department 000 | =

1 of 51

A BUEBEH OO

Mext Add Update Delete Browse

Description DEDUCTION FOR EMPLOYEE 401K

Low Amount

High Amount

==

Tocls  Actiocns  Help

@ &

Garnishment Fee Defaults
Fee

Code

.| OTHER. LIABILITIES
ADMIN, OFFICE
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Field Description

Deduction Code Stores unique six character code identifying thdudgon
code

Description Describes above code.

Tax Jurisdiction Enter the tax jurisdiction if this is s state takis prints on
the W2

EIN Number Enter the State EIN number if the deduction isatestax

Deduction Type Dictates the basis fithe deductior

Gross Wages

Taxable Income

Hours Worked

Gross Wages- Taxes- Garnishments
Flat Rate

FICA Wages

FUTA Wages

Not Used- deduction code is inactive

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

FICA wages. The deduction reduces the FICA amourtihé
amount of the deduction.

Taxable wages. The deduction reduces the taxalije bhase

FUTA wages. The deduction reduces the FUTA ambynt
the amount of the deduction.

All. The deduction reduces the standard incomeR&aiX, A,
and FICA.

None; The deduction does not reduce wage amoubjscsu
to tax.

FICA and taxable wages. The deduction reducesEithA
and taxable wages

FUTA and taxable wages. The deduction reduces EdIyA
and taxable wages.

FICA and FUTA. The deduction reduces only the Fig#l
FUTA wages.

Not Used

Frequency Enter the code that represents how often the diedustiould
be taken.

A- Always.

28 Setting Up Payroall



Fitrix Payroll User Guide

Field

Description

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

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

Deduction Class

Used to classify the type of deduction so the dagro-
grams now how to calculate disposable income. \tdlidses
are Taxes, Garnishments, Levy and Liens. OtherNard
Used (inactive).

Rate Enter the rate for the deduction code. If the amofithe
deduction is to be determined by a tax table, le¢higfield
blank.

Limit Enter the limit for this deduction (maximum amotmtle-
duct). The automatic payroll creation program wajbly the
deduction only until that limit is reached.

Frequency Enter the code that represents how often the diedustould
be taken.

B- Always.

O- Monthly.

Q- Quarterly.

Y- Yearly.

N- Never automatically apply this deduction. Thésldc-
tion is entered manually.

Low and High Enter the optional Low and High amounts for thiduigion

Amount (optional)

code. These optional fields are used to flag ansotinait fall
above or below a certain level. They will be flaggm the
Payroll entries Exception Report.

Garnishment Fee

If you do not enter a dollar amount in the emploses=ord
for the fee the employee owes you to process thega
ment, this default value will be used.

Garnishment Code

If you do not enter a code in the employee recordte fee
the employee owes you to process the garnishntesigie-
fault code will be used.

Liability Account

Enter the GL account number.

Department

Enter the GL department or 000 if departments ateised.

Setting Up Payroll
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Obligation Codes

You will set up your Obligation Codes referencdddb contain codes representing all the employ-
er obligations used throughout the payroll syst®fligation codes are used to identify employer
obligations for all payroll entries processed by playroll system, to provide default data to facili
tate data entry, and to indicate the wage basénichwthe obligation should be applied.

Obligation codes set default figures for such thing rate and limit of employer's FUTA (Federal
Unemployment Tax) and FICA (Federal Insurance Gloations Act) obligation.

The Employer Obligation Codes screen:

'~ Update Obligation Codes = R ==
File Edit View Mavigation Tools Actions Help

OR OB H
A e Q9 0 QO &\

Find Prev MNext Add Update Delete Browse

Obligation Code:  SOCSEC
Description:  SOCIAL SEC PORTION OF FICA

Obligation Type: F
: Defaults for Manual Entry

Default Rate: 0.06200000
Default Limit: 6324.00
Default Expense Account: 514000000 =, SALES STAFF TAXES
Department: oo, ADMIN. OFFICE
Default Liability Account: 217500000 = ACCRUED EMPLOYER ELC.A,
Department: 00= ADMIN, OFFICE
Tof1
Field Description
Obligation Code: Stores unique six character code identifying tHegation
code
Description: Describes above code.

Obligation Type: Enter the wage base to reduce by the obligation.
F- FICA wages. The obligation reduces the FICA amdny
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Field

Description

the amount of the deductir

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

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

A- All. The obligation reduces the standard incdme FU-
TA, and FICA.

N- None; The obligation does not reduce wage ansosub-
ject to tax.

B- FICA and taxable wages. The obligation reduaeyg Bl-
CA and taxable wages

C- FUTA and taxable wages. The obligation reducdg o
FUTA and taxable wages.

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

Default Rate:

Enter the rate to be used, either a % or a fldadamount.
The system reads any amount less than 1 as a sgeen
Amounts greater than 1 are considered a flat amdinetre-
fore, if the rate is a percentage, enter it in meatiform. For
example, enter 5 1/2% as .055. If the rate istadftduction,
enter the flat dollar rate. One hundred fifty dddlés entered
as 150.00.

Default Limit:

Enter the limit for this obligation (maximum amouwftthe
obligation). The automatic payroll creation prograith cal-
culate an obligation amount only until that linstreached.

Default Expense
Account:

Enter the GL expense account.

Department:

Enter the GL department or 000.

Default Liability
Account:

Enter the GL liability account.

Department:

Enter the GL department or 000.

To print out a hard copy of the information congadrin the Obligation Codes reference table,
choose Print Obligation Codes from the Print Pdyeoldes submenu (4-g-d). For more infor-
mation on this submenu, see "Printing Payroll Cbdespage 3-17. See also "Printing Reports" in

Section 2 of Learning Fitrix.

Setting Up Payroll
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Accrual Codes

Payroll gives you a flexible, user-defined systemautomating the accrual of sick and vacation
hours. You can establish and use as many uniguaagduoethods as you need. Each employee can
be assigned two accrual codes; usually the twoscadeused for sick leave and vacation pay ac-

crual.

Accrual Codes represent a specific method of aegriours of sick or vacation leave earned by
employees. The accrual method is based on fowrfact

the units for accrual (Method),
the rate at which time is accrued (Rate),

the frequency at which the rate is applied (Feeqy), and

the interval of time (if any) that must pass lvefaccrual of sick leave or vacation time be-
gins (Lapse).

The use of Accrual Codes is optional but could sae payroll department a considerable amount
of time in tracking personal time off for your erapées.

The Accrual Codes screen:

32

r Update Accrual Codes
File Edit View Mavigation Tools Actions Help

OF ¢ BB
A6 90 0 0 &

Find Prev Mext Add Update Delete Browse

Accrual Code: VACOS
Description: VACATION 5 YRS AND OWER

Method: P H - Hours, P - Periods
Rate: 10.00000000
Freguency: 1
Lapse:
{New Document)

=S =5
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Field

Description

Accrual Code:

Six character field that must be unique.

Description:

Thirty alphanumeric character description.

Method:

Enter an H (hour) or P (period). For example, yoghihwant
to accrue sick leave at the rate of one hour ferye40 hours
In this case, the method will be H, the rate willy and the
frequency will be 40.

Rate:

Enter the rate at which leave should accrue. Téligevrepre-
sents the number of leave hours that will accruevery
hour that the employee works (if method is H) ardeery
period the employee works (if method = P).

Frequency:

Enter the frequency with which leave should acckaoe.ex-
ample, if the employee accrues 1 hour of sick fionevery
40 hours worked, the frequency will be 40.

Lapse:

Enter the number of pay periods or hours that haetapse
before the leave will begin to accrue. Some congsmhave 3
waiting period before the employee can accrue i@car
sick time.

Printing Payroll Codes

The Payroll Codes—Income Codes, Deduction Codekg®ion, and Accrual Codes—can all be

printed from the Print Payroll Codes submenu orSéeip Payroll menu.

Dev 5.40

2 It

8 A

LRUELY 1 Financial Management

3 Sales 5 2 Accour 5 1 Payroll 4 Setup Payroll
4 Purch: &5 3 Accour B2 2 Payroll E| a Updat g Print Payroll Codes

5 Prod
rodut & 4 Payroll g5 3 Emplo b Print P! [ a3 Print Accrual Codes
6 Produc g5 5 Fixed/ &5 4 Setup [E[c Update = p printIncome Codes

e Mult-C Rl [E| ¢ Updatr = ¢ Print Deduction Codes

S 8 Gener gz 7 Multi-Level Tax

o] Exit

=)
[E| e Updal & 4 Print Obligation Codes
ﬂ Exit @ f Update E, e Print Listing for All Codes

B o Print P 5] Exit

£ h Payroll Utilities

[E i Update Tax Tables

=} ] Print Tax Tables

[El k Update Employee Types

=} 1 Print Employee Types

o] Exit
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Tax Tables

Tax Tables are records that contain the varioes rabd withholding amounts for each type of tax.
The withholding procedures will require you to ufedtax tables before the first payroll of each
calendar year to properly calculate withholdingr Federal Tax withholding amounts and tax rates
go towww.irs.govand download the Circular E Employer’'s Tax Guide

The Tax Tables screen:

y I~ Update Tax Tables E

File Edit View Mavigation Tools Actions Help
IR UREEA BB BO0EDC
A0 99 0 @ =

Find Prev Next Add Update Delete Br

@0

Tax Year | faifke

Tax Table Code FEDTAX @ FEDERAL TAX WITHHOLDING
withholding Allowance Amounts —

Weekly 45,19 Quarterly 587.50
Bi-weekly 90,38 Semi-Annually 1175.00
Semi-Monthly 97,92 Annually 2350,00
Monthly 195.83 DailyMisc 9.04
Rates
PayPeriod |Mantal | Cwver Amount Base Amount Tax Rate
W 5 209.00 16.80 0.15000000
W 5 721000 93.60 0.25000000
W 5 1688.00 335.35 0.28000000 =
W 5 347700 831.27 0.33000000
W 5 7510.00 216716 0.35000000
W M 156.00 0.00 0.10000000
W M 490.00 3340 015000000
W M 151500 187.15 0.25000000
W il 2900.00 53340 0.28000000
W M 4338.00 936.04 0.33000000
[0 M 762400 202042 0.25000000 v
Tof2

@ox | [dconcel | [EEpetal |

If this table is associated with & calendar year, enter the vear, i
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Field

Description

Tax Year

Enter the tax year.

Tax Table Code

Enter the tax code. This must have been previaetlyp
using the Update Deduction Codes program.

Withholding Al-
lowance Amounts

This section of the screen stores the amount ofagtidnold-
ing allowance for each type of pay period. The Blagrea-
tion program multiples the withholding allowancesnber
found in the employee record and this withholdingant. It
then subtracts this amount from the gross inconualimulate
taxable income.

Pay Period

Enter:

W- Weekly. Paid once a week.

B- Biweekly. Paid once every two weeks.
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- Semiannually. 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 amoftint
taxable income needed to apply to a given rate.

Base Amount

This field stores the flat amount of the tax fasttax table
entry. To this figure the system will add the proidof the
tax rate times the taxable amount in excess obviee
amount.

Tax Rate

This field stores the tax rate which will be apglte the tax-
able amount in excess of the over amount. This atrisu
then added to the Base Amount to get the totadi¢akiction.
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Printing Tax Tables

A hardcopy version of the information in the Taxbles can be printed with the Print Tax Tables
option on the Setup Payroll menu.
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Employee Types

Employee Types provide a means of grouping togethmioyees with similar income, deduction,
and obligation information to facilitate data-enteynployee setup, and reporting. Employee types
can be thought of as a "template" for setting uplegees. The template stores all necessary infor-
mation for setting up employees, such as fedel@vahces, sick pay codes, vacation pay codes,
accrual information, income codes, deduction cashekobligation codes. If your company has
several employees who share some basic informgét@nusing employee types is the easiest way
to set them up.

Using employee types also facilitates reportingaose you can break down reports by employee
types.

The Employee Types screen:

F Update Employee Types |E@
File Edit View Mavigation Tools Actions Options Help
OB & ! A BLERM 90
u?“- ';-&E‘z--:.e-:- o
A0 90 0 9 W
Find Prev Mext Add Update ODelete Browse
Employee Type Code  ADMIN1
Description  ADMINISTRATION PAY TYPE
Cash Account 102000000 'WELLS FARGC
Dept 000 ADMIN, OFFICE
Spedal Income Deduction Codes
State Tax Deduction Code  STATAX L Sick Accrual Code SICS01
Local Tax Code  STLTAX ¥acation Accrual Code  VACSO2
Sick Leave Income Code  SKSPAY Sick Allowed 43.00
Vacation Income Code  VCSPAY Vacation Allowed 80,00
Employee Status
Pay Period: M Full Tme? ¥ Hold Pay? N
1o0f5
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Employee types are made up of a Main Screen aed thatail screens. The Main Screen contains
basic information on the employee type. The thetaitlscreens contain income, deduction, and
obligation information. Access the detail screanefthe Employee Types main screen by clicking
on the buttons on the toolbar:

@ @ @

Inc Codes Ded Codes  Obl Codes

@ 90 9 O @
Find Prev MNext Add Update Delete Browse
Employee Type Code ADMIN1
Description  ADMINISTRATION PAY TYPE
Cash Account 102000000 EJ WELLS FARGO
Dept 000 [EJ ADMIN, OFFICE

Adding an Employee Type

Field

Description

Employee Type
Code

Enter a unique code (up to six characters) to ifjethtis
Employee Type

Description

Enter a description (up to 30 characters) for Brigployee
Type

Cash Account

Enter the cash account to which payroll will post

Dept

Enter the department code and if not using depantimhes-
porting enter 000

State Tax Deduc-
tion Code

Enter state tax code

Local Tax Code

Enter local tax deduction code

Sick Leave Income
Code

Enter income code for sick leave paid

Vacation Income
Code

Enter income code for sick leave paid

Sick Accrual Code

Enter the accrual code for accumulating sick time

Vacation Accrual
Code

Enter the accrual code for accumulation vacatiom ti

Sick Allowed

Enter then number of sick hours allowed per year

Vacation Allowed

Enter then number of vacation hours allowed per yea
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Field Description

Pay Period Select [W]week, [B]bi-

[D]daily.

week,[S]semimonthly,[M]month,[Q]quarter,.JA]Jannual,

The Income Codes and Rates Detail screen

Use this screen to enter income information fas gployee type. See the Update Employee In-

formation section in this User Guide for more imf@tion on this screen.

-

F3 Income Codes

Income Codes and Rate Detail

OB O UREER LT00EDE 0O

===

Enter an income code.

Type ADMINL ADMINISTRATION PAY TYPE
i Income Code Rate MNumber Amount Hours o
iREGSAL EJ 1000.0000000 1.00 1000.,00 86.00 _=_
i SKSPAY 11,54000000 =
i VCSPAY 11.54000000
|BONUS -
Income Code Low Exceplion High Exception AcctNo Dept
REGSAL 700100000 (= DOO |
@ ox | [idcancel | (¥R Detal |

The Deduction Codes and Rates Detail screen

Use this screen to enter deduction informatiorttier employee type. See the Update Employee

Information section in this User Guide for moreoimhation on this screen.
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7" Deduction Codes [E=EEoR 5=
File Edit MNavigation Help
O OUWRhBEERALTOOEDE 9O
Deduction Codes and Rate Detail
Type: ADMINL ADMIMISTRATION PAY TYPE

Ded Code Rate Limit Frequency o
FEDTAX

STATAX

SCICSEC 0.06200000 3310.80
MEDICR 0.01450000 1812.50
STLTAX 0.01100000 75.00
HCARE

401K

SRR

=

Deduction Code Low Exception High Exception Acct Mo Dept
FEDTAX EJSUDDDDD ) ooo

[ ox | G4 cancel | [#FDewmil |

Enter the Rate for this Deduction. 2

The Obligation Codes and Rates Detail screen

Use this screen to enter employer obligation infatiam for this employee type. See the Update
Employee Information section in this User Guiderfare information on this screen.

> Obligation Codes @

File Edit Mavigation Help
O OUhPER 2300€EDHE OO

Dbllgahon Codes and Rate Detail
Type ADMIN1 ADMINIHRA‘I’[DN PAY TYPE

Obligations Rate Limit g
MEDICR 0.01450000 1812.50
I FUTA 006200000 434,00
| STSUTA 0.00300000 21.00
Obligation Expense Acct  Dept Liability Acct  Dept
MEDICR 619000000 (%] OO0 R 217600000 (@) DOO

[@ox | |Gdcancel | [Epewmi |

Enter an employer payment obligation code.
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Printing Employee Types

You can print a copy of all the information in tBeployee Types reference table.

Payroll Defaults
This screen is divided into four different sections

In the Payroll Defaults section you will enter yamployer ID numbers that will appear on
paychecks and on reports for Federal and Statecagen

Also in this section is the Post to General Ledigdd where you tell the system whether or not to
post payroll transactions to the General Ledger.

The Codes for Reporting Section provides you wigtiage to identify to the system the names of
the codes you have applied to certain types ofmmembligations, and deductions. Once the system
has been told the name of the code, it can gatf@nation for creating the reports you will run
after each payroll, at quarter end, and at year end

In the Account Numbers and Direct Deposit Informatsection you will enter default information
for posting. When payroll entries are created sysem uses the accounts from the payroll code
detail lines in the Employee Information tableaffy of these lines do not contain an account num-
ber, the account is retrieved from the appropiatgoll codes table. If the account number is still
missing when the Post Payroll Entries option is tha system uses the account from the Payroll
Defaults table. This section is also where you reeteployer information that will be used during
direct deposit transactions.

The Magnetic Media Reporting section contains imi@tion for transferring payroll information to
media for direct deposit.
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The Payroll Defaults screen:

P

File Edit View Mavigation Tools Actions Opticns  Help

OB G LY T
2

A G @90 O 9 &\

Find Prev Mext Add Update Delete Browse

IRS Employer Identification Mumber: 91-5745778
State Employer Identification Number: 6023831151
Post to General Ledger: ¥

Codes for Reporting
Federal Tax Deduction; FEDTAX . EU.T.A. Obligation: FUTA

FI.C.A. Deduction: SOCSEC |%| FRI.C.A.Obligation: SOCSEC
Medicare Deduction: MEDICR. | %, Medicare Obligation: .l\"lrED.ICR
State Tax Deduction: STATAX A E.L.C. Income:

Local Tax Deduction: - STLTAX =

Account Mumbers and Direct Deposit Information

Payraoll Expensze: 610000000 | &, Payroll Lizbility: ZI'SDEJI'.'IDDU &, Cash: 102000000 | &,
Company DFL: 222222 Company Check Digit: 7 OffsetDebit: Y
Company Bank: FIRST NATIONAL BANK Bank Acch: 24424242127124141

Magnetic Media Reporting
Holding File Mame  ftmp/mmedia
Media Creation Command cp ftmp/mmedia ftmp/mmedia_1

Tof1

' Update Payroll Defaults EI \
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Field

Description

IRS Identification
Number:

This is your Federal Employer Identification Numbed this
prints on various forms and reports

State ldentification
Number:

This is your State Employer Identification Numbadahis
prints on various forms and reports

Post to General
Ledger:

If General Ledger is installed and set up on ygstesn, an
entry of Y causes payroll activity to post to ther@ral
Ledger. An entry of N is used if General Ledgemas in-
stalled on your system or when you want to prepesting
to the General Ledger.

You might want to set the flag to N while you malggre-
gate postings from prior quarters during midyeanser his
allows you to produce correct reports without affegledger
information in the General Ledger. Once you arisffiad
with midyear setup, reset the flag to Y. Also $é field to

N when you are preparing your Direct Deposit Pre-
notification, (see "Setting Up for Direct Deposit")

Federal Tax De-
duction:

Enter the default code for an employee’s Federaldealuc-
tion. This code will be used unless overridderhatamploy-
ee level.

F.l.C.A Deduction:

Enter the default code for an employee’s F.I.C.Auiion.
This code will be used unless overridden at theleyase
level.

Medicare Deduc-
tion:

Enter the default code for an employee’s Medicadudtion.
This code will be used unless overridden at theleyee
level.

State Tax Deduc-
tion:

Enter the default code for an employee’s Statedeaduction.
This code will be used unless overridden at theleyee
level.

Local Tax Deduc-
tion:

Enter the default code for an employee’s Local deguc-
tion. This code will be used unless overriddermateamploy-
ee level.

F.U.T.A Obliga-
tion:

Enter the default code for an employee’s FUTA ddtlign.
This code will be used unless overridden at theleyee
level.

F.I.C.A Obligation:

Enter the default code for an employee’s FICA ddlign.
This code will be used unless overridden at theleyee
level.

Medicare Obliga-

Enter the default code for an employee’s Medicilga-
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Field

Description

tion:

tion. This code will be used unless overriddermatempliy-
ee level.

E.l.C. Income:

Enter the default code for an employees Earnechtieco
Credit. This code will be used unless overriddethatem-
ployee level.

Payroll Expense:

This is the expense account that will be debitddssover-
ridden at the employee level.

Payroll Liability:

This is the liability account that will be creditadless over-
ridden at the employee level.

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

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

Company Check Enter your company’s check digit (needed for Difgepos-

Digit: it).

Offset Debit: Enter a 'Y if you want the direct deposit amouriécoffset

with a debit automatically (needed for Direct Dafos

Company Bank:

Enter Bank Name (needed for Direct Deposit).

Bank Acct:

Enter Bank Account number (needed for Direct Defposi

Holding File Name:

For Direct Deposit. Enter the name of the tempofiteyin
which the information should be stored before ¢apied to
media.

Media Creation

For Direct Deposit. Enter the operating system camin

Command: used to transfer the information from the holdiitg o the
media.
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o

Add Tax

Click on the button on the toolbar to access this screen:

-

F3 Additional Information I: = f'-IE_III- 52|

OB QUWREER @O
Government Mandated Deduction Codes
Additional Federal Withholding
Amount Code: FEDAMT |g ADDL FED TAX WITHHOLDING
Percent Code: FEDPCT E] ADDL FED PER.CENT WITHHOLDIMG

Bonus Only Tax
Tax Percent: 25,0000
Tax Percent Code: BMSPCT |EJ
Additional Tax Amount Code: BNSAMT |E BOMUS FED TAX AMOUNT

Garnishments

Amount Code: CHSAMT El CHILD SUPPORT

|Q OK | |[H Cancel I

Enter the Deduction Code for Additional Federal Withholding Amount

Additional Federal Withholding:

IRS Form W4 allows for the employee to enter aatadimount to be withheld from each
paycheck in addition to the Federal Taxes calcdlftam earnings. In addition to the

flat amount on Form W4, a percentage of gross rgsniill also be accommodated

that would allow employees the flexibility to chedsow the additional amount would be
calculated. Some employees may choose to use aratinh of both methods.

Please note that even though you may have two codeghe employee record, one for federal
tax withholding and one for additional withholding all taxes withheld will display under the
federal tax withholding code not both. This is sotte tax amount on the W2s is correct.
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Field Description

Amount Code Default deduction code to store a flat amount tadded tc
the federal tax calculated. This code is goingittidate to
“Create Automatic Payroll” process which code ailld the
result to FEDTAX deduction code.

Percent Code Default deduction code to store a percentage taudtiplied
by gross tax wages and added to the federal taulatéd.
Create Automatic Payroll program will add the resdithis
deduction code to FEDTAX deduction code.

Bonus Only Tax:

IRS Tax law requires employers to withhold a minimaf 25% of gross wages for
bonus amounts not paid at the same time as a sthpagroll. Some employees may
wish to withhold at a higher percentage. For sydteribility, a flat amount has been
provided for in addition to the percentage.

Field Description

Tax Percent Default tax percentage for bonus payroll. If Taxdeat Code
below does not have a percentage assigned taiiGheate
Automatic Payroll will use this value.

Tax Percent Code | Default deduction code to store tax percentagédous py-
roll. Create Automatic Payroll program will add tresult of
this deduction code to FEDTAX deduction code.

Additional Tax Default deduction code to store additional amoarsdd tc
Amount Code tax calculated with bonus percentage. Create AuiorRay-
roll program will add the result of this deductioode to
FEDTAX deduction code.

Garnishments:

Child Support Garnishments are payroll deductibas &re mandated by state and

county governments. These deductions take precedmsas voluntary deductions

and require vendor payments to the Attorney Gerrather like entities. This deduction is gener-
ally a court mandated flat amount, however, thewarhof the deduction may not exceed a certain
percentage (generally 50%) of the employee’s deiplesncome. Disposable income defined for
child support is gross wages minus any applicabed. For garnishment deduction codes, there is
also a field for the vendor code that is to be phisl deduction. This allows for reporting by the
vendor code and also allows for the accounts payatfiries to be made automatically by payroll.
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Field Description

Indicates the deduction code that will trigger tlhdculation
of garnishments in “Create Automatic Payroll” prese

Amount Code

Post to Accounts When this value is set to Y then an accounts payeiry
Payable will be generated automatically by payroll for dernish-
ment deduction.
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Printing Payroll Defaults

After you have updated Payroll Defaults you shaaridt the modified data and store the report as a
permanent record of the default data.
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Setting Up for Direct Deposit

Payroll direct deposit format is designed to tleendairds of the National Automated Clearing
House Association (NACHA).

In order to begin using the Direct Deposit feafioreyour payroll transactions, you will need to do
the following preliminary and setup procedures. ©these setup procedures are complete you can
begin the pre-notification procedure.

Preliminary Information
« Contact your bank for the following information:
Whether or not the bank processes direct depasisdictions
A copy of their ACH origination record layout

Where to send the media that will contain the payméormation or how to download the
information directly on their secure website

1. Check for a DOS Shell on your Linux operating Siyst# your Linux system does
not have a DOS Shell, contact your qualified Resell

2. Contact your company bank (that is, the bank wiiewt payroll cash account is
located) for the following information:

a. Whether or not the bank processes Direct Digjpassactions.

b. What special arrangements need to be magedoessing Direct Deposit with
your bank.

c. Where to send the media that will containgégroll information or how to
download the information directly to their bgite.

d. A list of all banking holidays for the currgrgar

* You will probably be required to provide the banikhathe name of the individual
in your company who will be responsible for praieg Direct Deposit transactions.

« Familiarize yourself with where to find the DFI adldeck digit on a check or deposit slip.
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The DFI (also called the Routing Number or Trahkitnber) and the check digit are located
at the bottom of a check or deposit slip. TogetherDFI and check digit make up the
"bracketed" group of numbers in Optical Computagif3i(or MICR encoding) at the bottom
of a check. The first eight digits constitute theuRng Number. The ninth digit is the check
digit. The check digit is in fact the result ofarhula applied to the digits of the routing
number.

Check Dhgit
Foutng Number
(DET)
—e————,
S EO0000  dees  JFTHT E7 00"

AN /!

"Bracket="

Setting Up Company Information

1. Enter all of the bank holidays using the Updaamking Holidays program on the Run Direct
Deposit submenu (PY-1-g-c).

50

Enter the following information in the Accountidbers and Direct Deposit Information section
on the Payroll Defaults form (PY-4-a).

Your company’s bank DFI (routing number)
Your company’s bank check digit (needed for did=posit)

Whether or not you want an offsetting Direct Deipamount to be offset with a debit auto-
matically when media is created (needed for didegtosit)

Your company’s bank

Your company’s bank account number

Enter the Holding File Name

The holding file is where the direct deposit infation will be stored after it has been created
and before it gets transferred to media. An exarapeHolding File Name might be:

/tmp/mmedia

Enter the Media Creation command

This is the command that transfers the direct depdermation from the holding file to the
media. An example of the media creation command::

cp /tmp/mmedia /tmp/mmedia_1
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Setting Up Employees’ Records

1. Collect a personal void check or deposit slipsifall employees who want to participate in Di-
rect Deposit.

2. Enter the following information in the Extendéchployee Information screen for each employ-
ee who will be participating in Direct Deposit:

» Enter the employee’s bank (DFI) check routing bem
» Enter the employee’s check digit
» Employee’s bank account number

» Keep the Direct Deposit Y/N flag set to N unt#iaccessful pre-notification has been com-
pleted.

Pre-notification Testing

You are required to run through a pre-notificatiest for each employee at least 10 (preferably 20)
days prior to the first live direct deposit trartsat. You can do the pre-natification for all your
direct deposit employees in one run.

Pre-notification is the process by which you notibur bank and your employees’ banks that you
intend to use Direct Deposit and that you are aitbd to make deposits into your employees’
bank accounts. The pre-notification is identicaht@al or "live" Direct Deposit transaction except
that the dollar amounts are zero. The processréatiog a pre-notification the same as creating a
"live" direct deposit with the additional step tlyaiu must zero out all of the dollar amounts.

The pre-notification gives the banks the opporjutatvalidate the routing number, check digit, and
account numbers and notify you if any of the infatimn is incorrect or insufficient before real
funds are transmitted.

NACHA rules require that AT LEAST 10 DAYS (prefetat20 days) elapse between the effective
date of the pre-notification and the first "liveitey.

1. Create a manual Payroll Entry for each empldyee will participate in direct deposit (see
"Creating Manual Payroll Entries" in this user g)idand do the following:

» On the Income Detail form, change the valuedlithe Rate fields to 0 (zero).

» On the Deduction Detail form, change the valueallithe Deduction fields to O (zero).
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» On the Obligation Detail form, change the valiresll the Obligation fields to 0 (zero).
» Set the value in the Direct Deposit field to YhelDirect Deposit field is found on the Ex-

tended Employee Information screen accessed frergdate Employee Information
toolbar.

2. Print Payroll Entries (option (e) on the Payf@fiecks submenu. Choose Print Detailed Edit List
from the submenu.

3. Verify that the income, deduction, and obligataamounts are zero.

4. Print the Direct Deposit checks with the Priayill Checks option. Be sure to set the Direct
Deposit Checks flag to Y.

P~ Enter Selection Criteria EI@

File

)

Direct Deposit Checks? | 7|
Starting Check Mo:

FPayroll Cash Acct: @
[O OK l |[:‘ Cancel |

L)
]

Enter (Y} if printing on non-negotiable direct deposit check forms.

5. Run Create Direct Deposit Entries from the Rine® Deposit submenu (1-g-a).

The Direct Deposit flag on each of the payroll mxstwill automatically be set to N to prevent
multiple entries from being created.

6. Run the Create Direct Deposit Media commanddate the pre-notification file (1-g-b).
7. Deliver the file to the bank for results.

8. Delete all of the Payroll Entries that have besmed out.

This prevents the entries from being posted.

9. Once the bank determines that the pre-notificais good, and at least 10 days have passed
since the effective entry of the pre-notificatigou are ready to go "live" with Direct Deposit
(for those employees whose accounts successfidinged).

You must follow the same pre-notification procedimeeach employee who decides to use Direct
Depositafter your successful company pre-notification (in otiwerds, new employees, or em-
ployees who initially chose to opt out of Directasit). The only entry that needs to be included
in the supplemental pre-notification is that of tlev employee(s).
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There are two important points about Direct Depasitth noting at this point. First, not everyone
in your company needs to use direct deposit. Youheave a portion of your employees using Di-
rect Deposit and the rest receiving traditionalgbeegks. Second, you may enter all of the relevant
Direct Deposit information—even have a successtednwtification—and continue to use tradi-
tional paychecks. You may even choose not to ge"lwith direct deposit. The existence of direct
deposit information will not affect your payrollgmessing.
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Chapter 4

Maintaining Employee
Information

Most maintenance issues will involve changing, agdor deleting information from
the employee’s information table. These tasks wg# the Update Employee Infor-
mation program on the Employee Information menu.

This chapter covers:
* Entering employee information into the system
e Setting up the system midyear
» Changing employee pay rates
* Terminating an employee
* Maintaining on-line employee notes
» Verifying employee quarterly and year-to-date infation.
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Adding Employees

Whether you are setting up the system for theftiinst, or adding a newly hired employee, you wikd

to add employee Information for each employeeolif gre entering employee information as part of you
system setup and you are setting up in the middjeur fiscal year, you will need to follow somedad
tional steps. For more information, see the sedétidghis guide "Midyear Setup”.

Each employee is made up of a main screen andiéital screens. The main screen is what you see
when you select Update Employee Information. Thisen shows basic employee information such as
the employee’s name, position, department, andeaddiYou access the detail screens from the engloye
information main screen by clicking on the buttonghe toolbar:

@ @ &

Extd Info IncCodes DedCodes OblCodes Document Delivery

Extended Info - contains information on allowances and accruals.
Inc Codes— contains information on the employee’s income.
Ded Codes- contains information on the deductions made flloenemployees check.

Obl Codes - contains information on the company’s payrdlligations for this employee like
FUTA, etc.
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The main Employee Information screen:

E Update Employee Information

@ @

Extd Info IncCodes De

obi

Emplayee Information
Employee ID Code: CEDEEP
Sodal Security #: 556-39-9872
Employee Type: ADMIN1
Job Code: ADMIN
Title: INTERMAL CONTROLLER

Payroll Account: 102000000

Personal Information

Address: 3419 ALASKAM WAY

Phone: 206 7332339
Emiail:

Birthdate: 02/09/1972 114

10f41 Anachments(1)

File Edit Wiew Mavigation Tools Actions Options Help

O O Uh@PEA BLORHE @

A0 @090 06 9O .

Find Prev Mext Add Update Delete Browse

ADMIMISTRATION PAY TYPE

PAYROLL BANK ACCOUMT
Dept: 000 .| ADMIN, OFFICE

Last Name: CEDEMO First Mame:

City: SEATTLE State: GA Zip Code: 98121

==

M (P

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 tagem-
ployees. Upon entry of a type the program willifillmany of
the fields for you. These can be overridden.

Job Code Job codes can be used as a classification categbslp sort
employees during payroll processing and on variepsrts.

Title Enter the employee’s title.

Payroll Account

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

Maintaining Employee Information 57



Fitrix Payroll User Guide

Field Description

Dept Enter a GL department or if departments are nad,usgter
000.

Name and Address | Enter name and address information.

Fields

Birthdate Enter the employee’s birth date.

The Extended Employee Information screen

The Extended Employee Information screen contaiftsrnation such as the number of allowances
claimed by the employee, the date hired, datepkaist, sick and vacation days accrued, as wellrastdi
deposit information.

o g

To access the Extended Information screen, clicthe ExtdInfo htton on the toolbar.

The Extended Employee Information screen:

-

¥~ Bxtended Employee Information El
File Edit View Tools Help
OF @ik E BoEBEM e
Extended Employee Information
Employee ID Code:  CEDEEP Sodal Security #: 556-39-93?2
Employees Type:  ADMIN1 ADMIMISTRATION PAY TYPE
LastMame: CEDENO First Mame:  ELSA Mz P
Fed, Allwncs: E Pay Period: ™M Full Time? Y Hired: 07/04/1924 @|
State Allwncs: 2 Marital: ™ Hold Pay? M Term. |@|
State Tax Code:  STAT [ Local Tax Code:  STLT (&) LastPay: 02/17/2014 [nkg
Sick Leave Income Code:  SKSP |E| Sick Accrued: 55.70 Used: 0.00
Vacation Income Code:  VCSP |§| Vac, Accrued: 101,56 Used: 0.00
Sick Accrual: | SICS (&) Cnt. 1 Vac Accrual:  VACS [®]  Cntn 1
Direct Deposit: M DFI: 1250003
Check Digit; Bank Account Mumber: 4028743973
@ok | [qcancel |
Enter the number of federal withholding allowances for this employee. 2
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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 marital status.

Hold Pay Enter a Y to hold pay and no payroll entry willipade by
the Create Automatic Payroll program. This fieldiseful if
an employee is on a leave of absence without pay

Term

Enter termination date. In most cases this fieltllvé used
only when an employee is terminated. However, thege
other instances for entering a date in this fiElok. example,
if an employee moves from one state to anothendmains
with your company, close out the employee’s enyregiter-
ing the last date in the old state in the Terndfi€hen set
up a new Employee Information table with a new Eoyipk
Code for the employee. This will ensure that st local
taxes for the employee are reported consistently.

State Tax Code

Enter state tax deduction code or leave blank éaths tax
code in the defaults table.

Local Tax Code

Enter local tax deduction code or leave blank mths tax
code in the defaults table.

Last Pay

If you are adding employees during Payroll setuperethe
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Field

Description

date on which the employee was last paid. This wétde
used by the system to determine whether the emplaile
be eligible for an automatic payroll entry.

If you are adding a newly-hired employee to thaeys
leave this field blank.

In either case, the entry in this field will autaimally be up-
dated by the system when you post a payroll eotryhiis
employee.

Sick Leave Income
Code

Enter income code for sick leave. When payrollrizcpssed
and this income code is used when the employeepaiak
sick time off 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
Code

Enter income code for vacation leave. When paysqgto-
cessed and this income code is used when emplogke t
paid vacation time off the “Used” hours are update

Vac Accrued

Accrued vacation leave hours maintained by thesgyst

Used Vacation leave time used maintained by the system.

Sick Accrual Enter the accrual code for sick leave.

Cntr: If the accrual method specifies a lapse periodredfwe ac-
crual begins (i.e. — employee must work 90 daysteesick
time begins accruing) , this counter field accurradahe
posted pay periods or hours until the number sigecfbr the
lapse is reached.

Vac Accrual: Enter the accrual code for vacation leave.

Cntr: If the accrual method specifies a lapse periodredfwe ac-

crual begins, this counter field accumulates thetqgubpay
periods or hours until the number specified forltpse is
reached.

Direct Deposit:

Enter Y if the employee is paid via direct deposit.

DFI: Enter the routing number for the employee’s chagkic-
count.
Check Digit: This field stores the check digit, another ideasfion num-

ber for direct deposits.

Bank Account

Enter the employee’s bank account number.
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Field

Description

Number:
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Income Codes Screen

P

f Inc Codes

To access this screen, click on t button on the toolbar.

If you have entered a code in the Employee Tygd,fthe income information from that employee type
will automatically be entered into the Income Coslereen. That information can be modified as needed

The Income Codes screen:

X ¥ Income Codes |i| @ 4

File Edit Mavigation Help
O QWP EA 8GO00EDE OO

Income Codes and Rate Detail

Employee ID Code: CEDEER Sodal Security #: 556-39-9372
Employee Type: ADMIN1 ADMIMISTRATION PAY TYPE
Last Name: CEDEMNO FirstMame: ELSA MI: P
Income Code Rate Number Amount Hours -
REGSAL |1375. 0000000 1.00 1375.00 856,00 l .
SKSPAY 15.98000000 1
VCSPAY 1598000000
BONUS -
Income Code Low Exception High Exception Acct Mo Dept
REGSAL 700100000 |5 oon -
Quarter 1 Quarter 2 Quarter 3 Quarter 4 Year to Date
1375.00 0.00 0.00 2750.00 4125.00

[@ox | [i4cancel | [EHDewmi |

Enter the income pay rate (applied to number).

Field Description

Code Enter the income code.

Rate Enter either a salaried rate or hourly rate.

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

Amount Calculation (rate x number).

Hours Enter the number of hours in the employee’s paiogdie —

40 for weekly) for non-hourly employees.
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While your cursor is in a field in an Income Codevy additional information for that income code
will be displayed in the detail (bottom) sectiontloé form. You can modify that information for the
employee by clicking on the detail button locatetha bottom of the screen..

Quarterly and Year-to-Date totals for the emplofgedhe Income code will also be displayed at the
bottom of the form. This information is display-gnl

Deduction Codes screen

To access this screen, click on

P

Ded Codes

button on the toolbar.

If you have entered a code in the Employee Tygdd,ftee deduction information from that employee
type will automatically be entered into the DedoctCodes screen. That information can be modified i
the employee information screen as necessary.

The Deduction Codes screen:

. 7~ Deduction Codes El |E

File Edit Mavigation Help

O R =R WA @ 0

Deduction Codes and Rate Detail
Employee ID Code: CEDEEF Sodal Security #: 556-39-98?2.
Employee Type:  ADMINL ADMIMISTRATION PAY TYPE
Last Name: CEDEND First Mame: ELSA MI: P

Deduction Rate Limit Applied Frequency Fee Code Gan A

STATAX 09/25/2006  Always [l

SOCSEC 0.06200000 632400 01,/01/2011 Always =

MEDICR 0.01450000 999939,00 01/01/2011 Always [

STLTAX 01/01/2011 Always [ E

HCARE 01/01,/2006 Always ]

401K 01,/01,/2006 Always E

ORSTTX 01/01/2006  Always [T =

Deduction Code Low Exception High Exception Acct No Dept
STATAX 213000000 |, oo0
Quarter 1 Quarter 2 Quarter 3 Quarter 4 Year-to-Date
0.00 D0 0,00 9271 52.71
Qo | [4cancel | FHDetsl |

Enter the Rate for this Deduction, i
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Field Description
Deduction Code Enter the deduction code.
Rate Enter the rate for this deduction code. If the d¢ida code is

based on a tax table, leave this field blank asatewill be
retrieved from the tax table.

Limit Enter the limit for this deduction. For examplée social
security deduction for 2008 is limited to $6324{# em-
ployee. Once this limit is reached the deductiolhna long-

er be taken.

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

Frequency Frequency to take this deduction. Enter:

M- Monthly

Q- Quarterly

Y-Yearly

A- Always

N- Never automatically apply.

Fee If the deduction is a garnishment, enter the amofitite fee
the employee must pay the employer to procesgénissh-
ment.

Code Enter the garnishment fee code this fee goes teftlblank it
will use the garnishment fee code found with théudtion
code.

Garnishment If this box is checked the garnishment data scdéscussed

next will display.

The bottom of this screen will display the quasteédtals for each deduction code and the accoumt nu
ber and department code.
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Garnishment Data screen

-

F3 Garnishrnent

Employee CEDEEP
Deduction CHSAMT
Effective Date  01/01/2013 [ig]
Received Date  06/30/2013 (i)
Document Data
Origin State Court
Dockett Mumber 123.213,5867
Case Number 9433729
Plaintiff Name Roderick Cedeno
Plaintff ID 394-23-3281

Payee Data
Vendor Code 123457

Mame CHAMPIOM INC
Address 320 SW 160TH

OB QWP HERA AL 96

ELSA CEDEMO
CHILD SUPPORT

= ErE

Garnishment Active [¥]

Garnmishment Category €S

City  ATLANTA State GA Zip Code 42231
Created By bettyb Changed By
Date 2012-12-28 14:04:20 Date

(@ ok

| |t:1 Cancel I

Enter the beginning date to start deduction

Field

Description

Effective Date

Date garnishment goes into effect.

Received Date

Date your company received notification of the ggmiment.

Garnishment Ac-
tive

Check this box of this is an active garnishment.

Garnishment Cate-
gory

A freeform two character code that is used to aod print
garnishment information. Uses might be FT for fatléax
lien, CS for child support, etc.

Document Data

Optionally enter data about where this garnishneeiginat-
ed.

Payee Data

Enter the vendor code the garnishment check shmrilgent]
to. When payroll is posted and if the Post to ABakhbox in

the deduction codes program is checked, an operliteh®
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Field Description

will automatically be created in AP for this ven.

Obligation Codes screen

P

Obl Codes

To access this screen, click on button on the toolbar.

If you have entered a code in the Employee Tygd,fthe obligation information from that employee

type will automatically be entered into the ObligatCodes screen. That information can be modified
the employee information screen as necessary.

The Obligation Codes screen:

= Obligation Codes [ ==
File Edit Mavigation Help
OB OWhEERA LGO00dEDE 0O
Obligation Codes and Rate Detail
Employee ID Code: CEDEEF Socal Security #: 556-39-98}‘2.
Employee Type:  ADMIN1 ADMINISTRATION PAY TYPE
LastMame: CEDEND First Mame: ELSA MI: P
Obligations Rate Limit =
FUTA 0.00800000] 56.00
MEDICR. 0.01450000 995999.00
SQCSEC 0.06200000 6324.00
STSUTA 0.05400000 459.00 =
Obligation Expense Acct  Dept Liability Acct Dept
FUTA - 514000000 |=, 000 | 216000000 =, 0o0
Quarter 1 Quarter 2 Quarter 3 Quarter 4 Year to Date
0.00 0.00 0.00 85.25 85.25
[@ox | |[gcancel | FEpewmi |
Enter the obligation rate. i
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Field Description

Obligation Code Enter the obligation code.

Rate Enter the rate for this obligation code.

Limit Enter the limit for this obligation. For examplbetsocial
security obligation for 2012 is limited to $6,826.ger em-
ployee. Once this limit is reached the deductiolha long-
er be accrued.

The bottom of this screen will display the quastédtals for each obligation code and the account-n
ber and department code.

Document Delivery

S

Document Delivery

Click on the
negotiable check via email

button to set it up so that direct deposit empdsywill receive their non-

I~ Add on detail fdd =5 B

File Edit Mavigation Help
OB QUEHEERA RITOQOEDE 90

!Dn\:umant Title Print  Subject EMail  Address FAX Number SentBy Failure Notify (for faxes)

ipy:c_:he:ks Direct deposit check stubs [7]  Direct deposit check stubs [ elsac@yshoo.com =

|

| 4 it »
Gox | e |

Check document delivery method

Mfg Labor
&

Mfg Labar

Click on the icon on the toolbar to launch the Manufacturingdaprogram.
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F Manufacturing Labor EI@

File Edit Help

OB & A @0

Labor Entry Defaults Labor Entry Override Permissions
Department 551 E| Machine? [
Job Class 1C1 @ Wark Center? [V
Team TM1 @ Department? |V
Group GP1 (=) Team? [/
Shift 1 E shift? [V
Job Class? [
Standard Hours? |V
Transaction Date? |V

|O Ok | |l\1‘ Cancel |

Enter a department({Optional). Use Ctrl-z for a list.

Department

The department the employee works in (not to béusau with the department codes used when recod-
ing accounting transactions). These departmentsetngp using the Department program located on the
Standard Routing File Maintenance menu. To vieistaf departments press [CTRL]-[z] or click on
magnifying glass.

Job Class

The job class to which this employee is assignedviéw a list of job classes press [CTRL]-[z] cickl
on magnifying glass

Team

The team to which this employee is assigned. Antsaa resource that is used for planning and sdhed
ing activities. To view a list of teams press [@J#z] or click on magnifying glass.

Group

The group to which this employee is assigned. Bygss may be assigned to a group so that a transac-
tion for the group will be propagated to each empgdoin the group. This reduces the number of &ans
tions required. A group is different from a teamnthat a group is used only in this applicationtfans-
action processing. A team is a resource thatad o planning and scheduling activities. To vievist

of groups press [CTRL]-[z] or click on the magnifgiglass.
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Shift

The shift this employee usually works. To vievisa of shifts press [CTRL]-[z] or click on the mafya
ing glass.

Labor Entry Override Permissions
The default value is Yes (checked). A checkedd% not checked = N.
Machine

Machines are set up using the Machine programédcan the Standard Routing File Mainte-

nance menu.
Y indicates the machine that this employee is assldo in the employee table
can be changed when entering the labor transactiohis is the default.
N indicates the machine that this employee is assigo in the employee table
cannot be changed when entering labor transactions
Work Center

Work Centers are set up using the Work Center pradocated on the Standard Routing File
Maintenance menu.

Y indicates the cost center that this employessigaed to in the employee table
can be changed when entering the labor transacfitsis the default.

N indicates the cost center that this employessgaed to in the employee table
cannot be changed when entering labor transaction.

Department
Y indicates the department that this employeesgyasd to in the employee table
can be changed when entering the labor transactions
N indicates the department that this employeedigyaed to in the employee table
cannot be changed when entering labor transaction.
Team
Y indicates the team that this employee is assignéuthe employee table can be
changed when entering the labor transactions.
N indicates the team that this employee is assitmédthe employee table cannot

be changed when entering labor transaction.
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Shift
Y indicates the shift that this employee is asgigiwein the employee table can be
changed when entering the labor transactions.
N indicates the shift that this employee is asgigeen the employee table cannot
be changed when entering labor transaction.
Job Class

Y indicates the job class that this employee igyassl to in the employee table can
be changed when entering the labor transactions.

N indicates the change the job class that this eyegl is assigned to in the em-
ployee table cannot be changed when entering tadsaction.

Standard Hours

Y indicates the standard hours that this employessigned to in the employee ta-
ble can be changed when entering the labor trapsact

N indicates the standard hours that this employessigned to in the employee ta-
ble cannot be changed when entering labor tramsacti

Transaction Date

Y indicates the date that this employee workedbmnhanged when entering the
labor transaction.

N indicates the date that this employee worked aabe changed when entering
the labor transaction.

If you are not using payroll to process your payanld are just adding employees to use Labor
Processing when you save the employee record ttenéixd Employee Information screen dis-
plays. Enter these required values:

Fed Allwncs =0
Marital =M or S
Direct Deposit =N
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Printing Employee Information

The Print Employee Information option gives yourfohoices for viewing or printing out employee in-
formation: Summary by Name, Summary by Code, DétalName, and Detail by Code.

The Summary forms of the report show the employeatre, job title, Social Security Number, date of
hire, and telephone number.

The Detail reports contain, in addition to the Swuamyrinformation, the employee’s Income, Deduction
and Obligation codes, payroll parameters such g$Be0d, number of allowances and marital status,
and the applicable Accrual Codes and accrual Statis

Midyear Setup

If you are setting up your system in the middlsaidir fiscal year, you will need to take some addil
steps while entering data into the Employee Infdional ables. These additional steps will accurately
transfer all of your payroll information from yoatd system, and ensure that your reports, as welea
accrued information in employees’ quarterly andryjteadate buckets, will be correct.

Payroll data is quarter sensitive. That is, iniportant to keep payroll data in the quarter inchitit be-
longs. This will ensure that your accruals and yegorts are accurate.

The steps are as follows:

1. In the Payroll Defaults screen, set the Po&/toflag to N (no).

This will allow you to run the Post option withcadtually affecting your Chart of Accounts. (You
don’t want to duplicate the information that isealdy in your Chart of Accounts.)

2. From your previous system, gather the aggregaseterly data for each employee for each income
type, obligation type and deduction type.

Make sure you have the information for each quartée current fiscal year. If you are presemntly i
the middle of a quarter, get the quarter-to-dafierimation for that quarter, too.

3. Create a manual payroll entry for each empldyeasing the Update Payroll Entries program.

4. In the Payroll Date and Ending Date fields, etite ending date of the quarter you are working on

You will probably get an error message, saying dait is outside the normal range. This is normal,
since you are entering data from outside a normnalghl date. Simply press [ENTER] to continue.

5. Set the value in the Print Checks field to Ntdera "dummy" check number in the Check Number
field.
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This check number will be posted. You will wantssign a number such as 0000 which does not cor-
respond to an actual check number.

6. Enter the First Quarter data into each PaynathyEfor each Income, Deduction, and Obligationezod
Enter the aggregate number of hours (or units) etk that employee.
For more information on how to create a PayrollrEntanually, see "Creating Manual Payroll En-
tries" .

7. Print an edit list with the Print Payroll Ensieption.

Be sure to carefully review the edit list for acy.

8. Post the Payroll entries. Use the Post Payriti€s program.

Since the Post to G/L flag is set to N (no) theadaitl not post to your general ledger. However, it
will update the employee buckets for that quagad it will ensure the accuracy of your reports.

The updated accruals will appear in the Employéertmation table.

9. Repeat steps 3 through 8 for each quarter, dimuthe quarter-to-date information for the cutren
quarter.

10. Set the Post to G/L flag in the Payroll Defatidtble to Y.
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Terminating Employees

To terminate an employee, use the Update Emplayeemation program. Enter the termination date in
the Term date field.

1. Choose the Update Employee Information progrem the Employee Information menu.
2. Use the Find command to locate the record ®ethployee who is being terminated.

3. Choose Update from the toolbar.

@
4. Access the Extended Employee Information Sciwerclicking on the ExtdInfo  putton on the
toolbar.

5. In the Term. field, enter the last day this esypk will work.

An automatic payroll entry will still be generatfedt this employee if the date of termination issatihe
end of the next pay period. If you do not want atomatic payroll entry to be generated, set theiHol
Pay field to Y.

If the employee’s last day worked is not the end phy period, you will need to create a manuatqiby
entry to pay the employee for time worked betwdwenend of the previous pay period and the lasioflay
employment. For information on creating payroll dkeemanually, see "Creating Manual Payroll .

Relocating to a New State

If an employee relocates to different sites wityiiir company, and the sites are in different stgims
must follow the procedures for terminating an ergply then set up a new employee record for the em-
ployee using a different Employee Code. Be surkttteasocial security number remains the same.

In this way, the W-2 form will show the proper stééix and state wages information.
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Changing Compensation for Employees

You will frequently need to change compensatioagdibr your employees. You will need to do this
when one or more employees has a change in contfzensa when deduction or obligation information
changes.

Changing Rates

Payroll gives you the ability to change employempensation quickly and easily. You can change in-
come, deduction, or obligation rates for one emgigy whole department, an employee type, all full
time employees, all part time employees, or anylgoation of factors.

Note

Do not use this approach to change generic cokle$WTA, FICA, Medicare, etc. Any

code whose rate is the same for all employees dhmmutpdated in the appropriate sys-
tem defaults table. The consequence of using thigram to do this is to set the rate at
the employee level, making all future maintenaramiegtaking.

To change rates, use the Change Employee Rates aptithe Payroll Utilities submenu (4-h-a).

2 temM &5 1 Gener;
£ 3 Sales' &5 2 Accour & 1 F'ayroll
& 4 Purch: &5 3 Accour g 2 Payroll g Updatz

5 Produt
- & 4 Payoll & 3 Emplo [Z) b PrintP a Change Employee Rates

& 6 Produc 5 Fixed ¢
& 5 Fxed! g 4 Souwp [E| ¢ Update =) b print Restore Accruals List

-y Mult-C' ] " Exit [E d Update ¢ Restore Employee Accruals

5 8 Gener 5 7 Multi-Level Tax B Upoat o] Exit

S Ext  §] Exit [ f Update Obligation Codes
£ g Print Payroll Codes
[ h Payroll Utilities
[E i Update Tax Tables
&) j Print Tax Tables
[E k Update Employee Types
{Z) | Print Employee Types

&) Exit
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1. Choose print option.
2. This prompt will display. Enter I, D, or O:

T~ Prompt =]

Enter (I} income; (D) deduction; {O) obligation:

[" oK Jld‘* Cancel |

3. Next you will see this prompt: Enter the code yanito change.

F= Prompt &2

Enter income code:

[" oK ]I[:*Cancel |

4. This prompt then displays. You may enter a negativeunt if the rate is to decrease.

T Prompt ]

Enter rate of change:

[@ oK l IQ:* Cancel |

5. Enter whether the amount is a percentage or aaflat

7 Prompt ]

Enter rate of change:

[Q oK ] IQ:‘* Cancel |

6. Finally, a selection criteria screen will displ&nter the selection criteria information for the-em
ployees whose rates you want to change. The ralldsewchanged and a report generated.
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¥~ Enter Selection Criteria E\@
File
Selection Criteria for Rate Change Report
Employee ID Code ||

Last Name ; First Mame
Employee Type Dept
Job Code Title
Pay Period Full Time?
[G aK l |r;1 Cancel |

b5

Use known characters with [?] or [*] for one or many unknowns

Changing Employee Types
You can also change rates for an employee by chgrige employee’s Employee Type.

After payrolls have been run for the employee, gimnthe employee type replaces information such as
Pay Period, Hold Pay, Accruals, Sick Code, andmswith the values set up for the new type specified
Income, Deduction, and Obligation Codes that ave ar® appended to the employee record.

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

1. Use the Find command to select the employee evtype you wish to update.

2. Choose Update.

3. Move to the Employee Type field, and selectrtée Employee Type for this employee.
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Employee History

The Update Employee History program enables yaidie information for individual employees in your
company. Use this program to store notes on yoyl@rees, such as performance reviews, a summary
of an employee’s experience, recognition for oulditag contributions, and so on. The Employee Hystor

report sorts this information according to Emplo@mle and organizes the employee history notes

chronologically for each employee.

The Employee History screen:

F= Update Employee History

File Edit Wiew MNavigation Tools Actions

PR
A0 00 0 O &

Find Prev Mext Add Update Delete Browse

Employee: HALSER . = HAUSER, 3.0,

SRABLRE ES00EDC

=)

Help

@0

Date: 01/01/2012 |34

History Notes:

RECEIVED A 55,000.00 PER YEAR RAISE.

2o0f2
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Printing Employee History
You can print a copy of the information enterechgghe Employee History program.
1. Select Print Employee History Notes from the Exyge Information menu (3-d).

2. Choose a print option on the print dialog box.
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Bonus and Expense Checks

You will occasionally need to print out checks theg not part of a regular payroll run. This i€likto

occur when you need to print bonus or expense sheck

To print a check that is not part of a regular pyun, simply create the check manually usingipe
date Payroll Entries options. For more informatiornprinting a check manually, see "Creating Manual
Payroll Entries". When you cut a payroll or expealseck that is not part of a regular payroll rua shire
to check the Bonus Check check box on the Additibrfarmation screen accessed from the toolbar in
the Update Payroll Entries screen.

¥~ Additicnal Information
File Edit

OREV A |

Employee CEDEER
Accruals
Sick Time

Personal Holiday

[Q Ok l |P1‘ Cancel |

CEDENO, ELSA P

Additional Check Data
Bonus Chedk (7]
Direct Deposit

=] =]

(o]
-

Chedk this box if this is a bonus chedk

By doing this you tell the system that this cheletgdd not update the Last Pay field in the empldypee
formation table. This way, cutting a bonus or exggecheck in the middle of a pay period will notetps
the employee’s regular pay cycle. If the valuehm Bonus Check field is N, the next Automatic Pdyro

will exclude this employee.

You must also decide whether or not the bonus perese check should update the employee’s vacation
or sick leave accrual. When you run a manual phgrdty, these values default to Y, but you may
change them to N if you don’t want this check toaie the employee’s accruals.

Continue with the steps for creating a payroll gntanually.
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You can also use the Create Automatic Payroll apiboprint bonus or expense checks. You might

choose to do this if you have a large number ofkfiéo write. Simply enter a Y in the Bonus Checks
field as shown here:

P~ Enter Selection Criteria E\@

File
(V)
Date,Timecard Selection Criteria
Process From Timecards Only? |

Payroll Date 12f28/2012 i
End of Period Date 12/28/2012 i
Bonus Checks? Y

[Q oK l |Q:ﬂ Cancel |

Process payroll only from timecards?

When you write checks in this manner, the systamngs the last Pay field in the employment recordl a

will create checks regardless of whether or noetheloyee is due to be paid. The bonus checksaill
update the Last Pay date in the employee records.
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Verifying Employee Information (Restoring Employee
Accruals)

From time to time you may want to verify that thedues in employees’ quarterly and year-to-datelaccr
als are accurate. To verify the values, use th# Ridcruals Edit List and Restore Employee Accruals
options on the Payroll Utilities submenu.

B 2temM & 4 Generi
£ 3 Sales &5 2 Accow & 1 F'ayroll
& 4 Purch: g5 3 Accour &y 2 Payroll [ Updat:

5 Produc i
- 4 Payroll & 3 Emplo {2 b PrintP! [ a Change Employee Rates

6 Produt
= & 5 Fixed/ 5 4 Setup @ ¢ Update = p Print Restore Accruals List
& 7 Custor &5 6 MuIi-CiS] Exit =]

B 8 Genen B 7 Multi-Level Tax @ e Updat!ﬂ Exit

of Bxt 9] Exit [E] f Update Obligation Codes

d Updatt [= ¢ Restore Employee Accruals

£ g Print Payroll Codes

[E3 h Payroll Utilities

[El i Update Tax Tables

=] j PrintTax Tables

@ k Update Employee Types

(=l

=y | PrintEmployee Types

o] Exit

The program gathers all activity for the year sfiediand compares the values in the activity tables
against the quarter-to-date accruals (bucketd)dretnployee detail tables. If there is a differetive
value from the posted activity will replace the ambin the bucket. If there are duplicate codeth@n
employee detail, the program will put all of theagper-to-date and year-to-date information intoftist
occurrence of the code and will assign zero quantelate and year-to-date figures for all otherunec
rences of the code.

Unlike all the other edit lists in the Payroll mdglut is not necessary to run the accruals eglitgiior to

running the accruals posting program. The Edit da#ts not update the employee buckets; it is purely
informational.
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To restore the employee buckets, select RestorddyagAccruals from the Payroll Utilities submenu
(4-h-c).

1. Atthe prompt, enter any date that falls within ylear whose accruals you wish to verify.

= Prompt @l

Enter any date in the desired year: | 12312012

[Q oK J [g:* Cancel |

2. Enter your selection criteria in the Selectiaitetia screen.

-

I3 Enter Selection Criteria (o= =]

@

Selection Criteria for Accrual Revision Report

Employee 55N
Employee ID Code

Last Name . First Name
Employee Type Dept
Job Code Title
Pay Period Full Time?

[0 Ok l lﬂ{ Cancel ]

Use known characters with [7] or [*] for one or many unknowns
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Chapter 5

Processing Payroll
Transactions

Most of the work you will be doing with the payrofiodule will be processing pay-
roll transactions. In this chapter you will learmvhto use the Payroll Checks menu.

This chapter covers:

e  Creating regular payroll

* Using Timecards

»  Creating payroll manually
»  Printing a payroll edit list
» Direct deposit

e Correcting payroll mistakes
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Payroll Check Processing

Every pay period, you will want to run Create Autiio Payroll to create payroll entries. This option
creates payroll entries for both salaried and lyoamployee types; however, for employees who aie pa
on an hourly basis, you may also want to use thee¢ard program.

In most cases you will want to let the Payroll systautomatically generate payroll entries. You ttaem
make the necessary adjustments to those payrakemd reflect sick or vacation time used, bonuaad
so forth.

In some cases, however, you will not want to usehitomatic Payroll feature. In those cases, ydu wi
manually create individual payroll entries.

Summary of the Payroll Process

Fitrix Payroll provides the capability of automailly generating payroll checks. After automaticalte-
ating payroll entries, you print an edit list tai¥gthat the entries are correct. Any necessardifita-
tions or deletions can be made to the entries beafar payroll checks are printed.

The use of time cards is optional. Using the Updateecards option on the Payroll Checks menu, you
can enter timecards for some or all of your empdsy&Setting up a time card for an employee makes
sense in certain circumstances: when the emplayeaid on an hourly basis; when an employee’s fiourl
wage varies with each pay period; or when you wattack hours worked on different jobs. You can se
up as many timecards per period as you like. Faernmdormation on using timecards, see "Timecards"
in this chapter.

You can limit Automatic Payroll to generate entriesemployees who have timecards only, or for both
timecard and non-timecard employees. When you reat€ Automatic Payroll, the program first looks
to see if there is an unused timecard set up paréicular employee. If there is, the informationtbe
timecard will be used. After a timecard is usedh®yPayroll programs to automatically generateran e
try, that timecard is flagged as having been useldvll not be used again by the program.

If no timecard exists, the Employee table is usedetermine the income, deduction, and obligation
codes to use with this employee’s Payroll Entrye Téte can come from the Employee table (if spatifi
there), the Employee Type (if this employee usgpa that specifies a rate), or from the modulewdis.

Next, verify that the payroll entries are corrddie Print Payroll Entries option prints an edit tlsat en-
ables you to check for accuracy. Make any neces$anyges with the Update Payroll Entries. If you
make any changes, print another edit list for tlglifred entries. If you answer N to the field "Rrin-
tire List" at the bottom of the Selection Critefimm, only those entries which you have modified e
printed.
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After you have verified the accuracy of the infotioa, print the payroll checks on your company’s
check forms. Use the Print Payroll Checks option.

If you are using direct deposit, print out the magotiable check forms. Run Create Direct Depasit E
tries to assemble the data. Then run Create Cirepbsit Media to transfer the data onto mediahilat
then be sent to your bank.

The next step is to post payroll checks. The pggiiogram posts debits and credits to the PayrctivA

ty table. If the General Ledger module is instalidebits and credits are also posted to your Genera
Ledger Activity table. To update ledger accounthaks to reflect the amounts in the G/L Activityléa
you must post to the ledger through an option é®AL module. Posting also updates employee records
(in the Employee Information table) with informatipertaining to the latest payroll run.

The following is a summary of the steps necessacydate payroll checks automatically:
1. Update Timecards (1-b): enter Timecards for eyg®#s (optional).
2. Print Timecards (1-c): print edit list; verifath-entry accuracy.
3. Create Automatic Payroll (1-a): automaticallgate online checks.
4. Print Payroll Entries (1-e): print an edit listake sure checks are correct.
5. Update Payroll Entries (1-d): make any necessagifications to online checks.
6. Print Payroll Entries (1- e): print edit listadyg, if necessary; verify accuracy of data entry.
7. Print Payroll Checks (1-f): print payroll checksint Direct Deposit checks.
8. Create Direct Deposit Entries (1-g-a): (if usibigect Deposit) to assemble Direct Deposit data.
9. Create Direct Deposit Media (1-g-b): (if usingdat Deposit), to transfer data to media.

10. Post Payroll Entries (1-h): post payroll ertrie
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Creating Automatic Payroll

1. To create a Payroll Entry automatically, choGseate Automatic Payroll from the Payroll Checks
menu (1-a).

2. The first selection criteria screen containsegahprompts for the payroll process

-

F3 Enter Selection Criteria | = || = || 22 |

©

Date/Timecard Selection Criteria

Process From Timecards Only? N

Payroll Date 04/20/2014
End of Period Date 04/20/2014 [
Bonus Checks? M

[Q oK l [Q;‘ Cancel ]

Enter the Payroll Date.

If the dates you enter are not today’s date yolredeive this message alerting you of this so you
can confirm the dates you entered are correct bgfarceeding.

I3 Message fo o )

Do you really mean for the Payroll Date to be

April 20, 2014, -4 days from today?

Do you really mean for the End of Period Date to be

April 20, 2014, -4 days from today?

In answer to the prompt "Process from Timecardy®@ranswer Y for yes or N for no.

You may create payroll for employees who use tirgscanly, or you may create payroll both for
employees who use timecards and those who do not.

Enter the Payroll Date.

This is the date that will appear on the printedaits. It is also the date that will be used whestipg
the payroll check to the General Ledger.
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The field defaults to the current system date. daept the default, press [ENTER].

Enter the End of Period Date.

The date specified dictates whether an entry istedefor employees. The system examines the pay
period defined for each employee and checks theéad date. If it is not yet time to pay the emplo
ee (according to the pay period information) na\eist created.

Enter a date that includes the last work day tmbleded in this payroll run.

The field defaults to the current system date. daept the default, press [ENTER].

Answer the Prompt "Bonus Check?"

Enter Y for yes or N for no. Designating a checla&onus Check prevents the Last Pay Date field
(in Employee Information) from incrementing.

Press [Enter] or click OK to store the Date/Timeéc&election Criteria.

3. Enter your selection criteria for employeebe paid.

= Enter Selection Criteria EI@
File
Selection Criteria for Payroll Creation
Employee ID Code
First Name Last Mame
Employee Type Dept.
Job Code Title
Pay Period
Last Pay Date m
Full Time?

[G oK l |Q:‘ Cancel |

Use known characters with [?] or [*¥] for one or many unknowns

Payroll entries are generated and a report isgatinthe report lists gross and net wages, dedwsctiom
the employee’s gross wages, and employer obligatieorued at the time of payroll.

At this point you can modify the payroll informatithat has been generatede section below on Cre-
ating Manual Entries. This same program is used to updatautomatic entries).You might do this to
reflect sick or vacation time used, bonuses, comions, or other information that is not reflectedhe
basic income, deduction, and obligation informatiaat is set up in the employee information table.
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Timecards

The Timecards feature allows you to easily trackleyee hours. You can use timecards in several cir-
cumstances:

* For hourly employees

» For employees whose wage varies with each pagdger
» For employees whose wages vary with differensjob

« To track hours worked on different jobs.

The use of the Timecards feature is optional. if yse timecards, you can create payroll entriesrity
those employees for whom Timecards have been ent@réor both Timecard and non-timecard em-
ployees.

When you run Create Automatic Payroll, the systeoks for Timecards for each employee. If a Time-
card is found, the income information from thategard is used, along with the deduction and olitigat
information from the Employee Information referenable, to create the payroll entry for the empéoye

The system will condense multiple unused cardsuAllsed Timecards for an employee will be pulled
into the Income Codes section of the Payroll Entigu will want to use multiple timecards in certain
circumstances. For example, your company is a teanpagency. One of your employees worked 16
hours for one company at a rate of $10 per howt 2dnhours for another company at a rate of $12 an
hour. Create two different timecards, each reftectine job.

Once atime card is used, it is flagged by theesysds posted and cannot be used again.
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The Timecards screen:

¥ Update Time Cards | = @
File Edit View Mavigation Tools Actions Help
OB QWRhBERABIBMEN B00EDE 90O
“ @ 9 @ 0 @
Find Prev Mext Add Updste Delate Browse
Employee COCHMD |&| - COCHRAME, MICHAEL D
Card Starting Date  12/16/2012 I;IE-I' Ending Date 12/31/2012 I;IE-I'
Income Code Rate Mumber Amount Hour Order Rel Seq
REGHR [22,00000000 40,00 880.00 40.00
OVERHR 33.00000000 6.00 19&.00 6.00
SKHPAY 22.00000000 0.00 0.00 0.00
VCHPAY 2200000000 0.00 0.00 0.00
BOMUS 0.00000000 0.00 0.00 0.00
Totals: 45,00 1078.00 45,00
Vac Allowed: 60,00  VacUsed: 0.00 Net: 60.00
Sick Allowed: 50,00  Sick Used: 0.00 Net; 50.00
(New Document)
|O oK | |r:1 Cancel J LE Header |
Enter the hourly rate to use with this income code, i

Adding a Timecard
1. To add a timecard, choose Update Timecards fihenfPayroll Checks menu (1-b).
2. Execute the Add command.

3. In the Employee field, enter the code for th@lkeyee for whom you want to create a timecard.
Zoom is available in this field.

When you enter a valid employee code, the emplsyesne is automatically filled in by the system.
The income information in the detail section of thiem is also filled in. This information is retvied
from the employee’s Income Information table.

The income information can be modified as needegu happen to change the rate you will receive
this message as an added precaution:
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90

[ele s |

Are you sure you want to change the rate?

] Yes 1|4 Mo
[ X

Enter the Starting Date.

This date is used to determine if a Timecard shbaldsed during automatic payroll creation. If the
card starting date is the same as or earlier i@ hd of Period date you enter when you run Create
Automatic Payroll, the Timecard will be used foatlpayroll creation.

This field defaults to the current system date.

Enter the Ending Date.

This date represents the last day covered by thestemtered on this Timecard. This field is used fo
your reference only and defaults to the currentesysiate.

In the Income Code field, add an income codedessary. Enter the code for the type of inconbeto
paid.

Zoom is available in this field.

Modify the information in the Rate and Numbaeldiif necessary. If you change the rate you wéll b
prompted “Are you sure you want to change the YAN?” as a safeguard.

The entry in the Rate field will be multiplied byet entry in the Number field and the result is dis-
played in the Amount field. The Amount field is jlidy only and cannot be modified.

If the Rate is an Hourly type, the amount enteretthée Number field is automatically carried oveoin
the Hours field.

In the Hours field, enter the number of houtsialty worked for this type of income.

The value in this field defaults to the number ofifs usually worked, as entered in the Employee’s
Income Information table.

The Totals: Number field displays the total nembf work units paid on this Timecard.

This total is calculated automatically and no emdrgllowed in this field.
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Note

If income types other than income with hourly rades included on this Timecard, this
total will not accurately reflect the number of hebeing paid.

10. The Totals: Amount field displays the totaldnte indicated on this Timecard.

The total is calculated automatically and no eigrgllowed in this field.

11.The Totals: Hours field displays the total nembf hours paid on this Timecard.

The total is calculated automatically and no eigrgllowed in this field.

Print Timecard Report

The Timecard report allows you to print all Timetsin the Timecard table. A Selection Criteria sore
allows you to designate which Timecards to incladehe report.

¥ Enter Selection Criteria EI@
File
o
Selection Criteria for Printing Time Cards
Employee ID Code ||

Last Name First Mame

Tﬂ'l
o
3

Card Starting Date ) Ending Date
Old Cards?

[G oK l |Q:1 Cancel |

Use known characters with [?] or [*] for one or many unknowns

Creating Manual Payroll Entries

Note: You also use this program to update entries atle with the Create Automatic Payroll pro-
gram if any changes are needed before checks aremed.

You will want to bypass the Create Automatic Pdywader certain circumstances (terminations, bonus
checks, expense reimbursements, and so on). Yategoayroll entries manually with the Update Pdyrol
Entries option. You can have any number of un-gbB&yroll Entries per employee. A separate check
will be printed for each Payroll Entry. You mighgeauthis feature to create a regular payroll checlam
employee, and then create a separate bonus chewlevdr, if there is an un-posted Payroll Entrydor
employee, Create Automatic Payroll will NOT createther Payroll Entry for that employee, evenéf th
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Last Pay and Pay Period data indicate that it shdllerefore, be sure to post your manual Paymll E
tries before you run Create Automatic Payroll.

The Update Payroll Entries screen:

92 Processing Payroll Transactions



Fitrix Payroll User Guide

r3 Update Payroll Entries
File Edit View MNavigation Tools Actions Options Help
OB OB EHRABALEREMN OO

b 4

Extd Info

des

A6 00 0 O &

Find Prev Mext Add Update Delete Browse

Payroll Date 12012012 [Lig
Period Ending Date  12/31/2012 i3

Employee Data Check Data
Employee CEDEEF ! Last Pay 01/01/2011
CEDENO, ELSAP Ched: Mumber
G Accoutns Check Amt 1184.73
Cash Account 102000000 |, Period | Monthly
Dept 000 |9, Print Check Posted ||
Wages Payroll Data
Gross Wages 1375.00 Exp/Advn 0.00
Taxable Wages 1375,00 Hours Worked 86,00
MNet Wages 1184.73
Deductions Obligations
Federal Tax £9.95 FLITA 0.00
FICA Tax 85.25 FICA 85.25
Medicare Tax 19.54 Medicare 19,94
State Tax 0.00 Other 74.25
Local Tax 15.13 Total 179,44
Other 0.00
Total 190.27

To create a check manually, choose Update Rd&ymbies from the Payroll Checks Menu (1-d).

Execute the Add command.

In the Payroll Date field, enter the date onclitthe check is to be recorded as having beeregrint

This date will determine which quarter in the enyple record will be updated by the income, deduc-
tions, and obligations. This date is also usedhasheck date and all accounting postings to ledger
accounts (recording this transaction) will use thate. It is important to select the correct actiogn
date so that your government tax liabilities wal tiecorded properly.

In the Ending Date, enter the ending date ottheent pay period.

This date is used to determine whether to incluetiudtions with special frequencies for the employ-

ee. This date also becomes the new Last Pay Datleef@mployee and the last applied date for de-
ductions.

Enter the employee code for the employee.
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When a valid employee code is entered, the empleysane is displayed to the right of the employ-
ee’s code and several fields are automaticallgdilh. The information is retrieved from the Employ
ee Information reference table and the Payroll Diesaeference table. Much of this information is
display-only and cannot be modified on this screen.

6. In the Cash Account field, enter the account memof the ledger account that you want to draw the
cash from.

Zoom is available in this field.

The Cash Account and Department fields are alkalfih from the information in the reference ta-
bles.

To accept the default entry, press TAB.

7. In the Dept field, enter the three-digit code tfre department which corresponds to the account e
tered in the Cash Account field.

Zoom is available in this field.

8. In the Print Check field, enter Y or N.
This field defaults to Y. Press TAB to accept tieéadlt value.

If you do not wish to print a check, set this fiegddN. For tracking and reporting purposes, and for
setup, you must use a check number (see belowhdguayroll entry even if the entry in this fiekd i

N. A "dummy" number such as 0000 can be used fdn ansactions. A check number is mandatory
in order for the entry to post.

When checks are printed, this field is automatycsdit to N to prevent an accidental reprint of @ pa
roll check. If you need to reprint the check foyaeason, you can change the value back to Y. You
will also need to reset the check number if youtveanew number assigned. For information on re-
printing checks, see "Reprinting Checks".

When you write a check by hand (rather than ugiegrrint Payroll Checks option), enter N in this
field to suppress the automatic printing of therpliheck and enter the check number from the
manual check in the Check Number field.

9. In the Check Number field, enter the numbehefdheck you are printing.

If you want the check number to be generated autoatly when the check is printed, leave this field
blank. If you do not enter a check number, theesysassigns a number when the check is printed. The
number assigned during printing will then displaythis field.

10.The Check Amount field is display only; no grif allowed.

The check amount is automatically calculated fratwages plus any expense reimbursements plus
any pay advances.

The information in the remainder of the form ispdiy only. The fields show the total amounts fa th
income, deduction, and employer obligation infoliovathat are in the detail screens.

The display-only fields show the following infornat:
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1. Gross Wages: This field shows the total incommumany expense or advance income.

2. Taxable Wages: This field displays the amounwades that are subject to Federal Income Tax with-
holding.

3. Employee FICA: This field shows the amount wilthfrom the employee’s wages for Social Securi-
ty.

4. Employee Medicare: This field shows the amouittihveld for the Medicare portion of FICA.

5. Federal Income Tax: This field shows the amauititheld from the employee’s wages for Federal
Income Tax.

6. State Income Tax: This field shows the amoutiilgld from the employee’s wages for State Income
Tax.

7. Local Taxes: This field displays the amount Wil from the employee’s wages for local taxes.
8. Other Deductions: This field displays the tatféll deductions not included in the amounts above

9. FUTA Liability: This field shows the employegbility incurred for this payroll entry for Unempto
ment Insurance.

10.FICA Liability: This field shows the FICA lialitiy for Social Security incurred for this payrahtry
apart from the amount withheld from the employeeges.

11. Medicare Liability: This field shows the amouwfitthe employer liability for the Medicare portiaf
FICA.

12. Other Liabilities: This field displays the tbtd all employer obligations not included in theaunts
above.

13.Total Liabilities: This field displays the tbtaf all employer obligations incurred as a resflthis
payroll entry.

14.Net Wages: This field displays the employe@swages. The figure is the result of the emplayee’
gross wages minus all deductions.

15. Exp/Advn: This field displays the total of @kpense reimbursements (exp) and advance income
(Advn) included as part of the payroll entry.

16. Hours Worked: This field shows the total numtifelhhours actually on the job. The number is thalto
of the hours worked for all income codes.

To modify the information in the detail screense tlse buttons on the toolbar:

2 5 g 4 5 g

Extd Info  IncCodes Ded Codes Obl Codes
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Additional Payroll Entry Information screen

96

¥~ Additicnal Information E'@
File Edit
= J.d_
Employee CEDEER CEDENO, ELSA P
Accruals Additional Check Data
Sick Time {] Bonus Check
Personal Holiday |V Direct Deposit
[Q Ok l |P1‘ Cancel |
Check this box to accrue sick time with this payroll entry =

o g

Click on theExtdInfo  htton on the toolbar.

In the Accrue Sick field, enter Y or N.

Enter Y to allow the accrual of sick leave for thiyroll entry. Enter N to prevent the accrualioks
leave for this Payroll Entry, and this entry wid\re no effect on the sick leave accrual process. Th
field defaults to N when you create a manual Paotry (and when you create a bonus check with
Create Automatic Payroll).

In the Accrue Vacation field, enter Y or N.

Enter Y to allow the accrual of vacation leavetfis payroll entry. Enter N to prevent the accrofal
vacation leave for this payroll entry, and thisrgmtill have no effect on the vacation leave actrua
process. This field defaults to N when you creategaaual Payroll Entry (and when you create a bo-
nus check with Create Automatic Payroll).

In the Bonus Check field, enter Y or N.

Enter Y to prevent the system from updating the Pay Date field in the employee information ta-
ble. You will want to do this if this check is applemental or additional check, and not part cfgur
lar payroll run. Enter N if you want the printinfjthis check to update the Last Pay Date fieldsThi
field defaults to Y, as shown, when you create auabPayroll Entry.
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5. In the Direct Deposit field, enter Y or N.

Enter Y if this check is waiting for direct depoghter N if this check will not use the Direct @sji
feature. This field defaults to N when you createamual Payroll Entry.

This field defaults to N based on two assumptions:

a. Since you are creating only a small numbehetks, you probably do not want to have to go to

the trouble of creating a direct deposit disk aalivgring it to the bank. (If you are creating egia
number of documents, use Create Automatic Pay@ek. "Bonus and Expense Checks" on page 4-24).

b. In most instances of cutting non-regular cheg&ay employees need the checks immediately.

Therefore you do not have the time to create ttectideposit disk and transmit it to the bank.

Remember, you can always override the defaultevafoere necessary.

7. Press Enter or click OK to store your entries da #itreen. You will be returned to the Payroll

Entries main screen

Income Codes screen

@ok | [idcance |

Enter the Low Exception Amount For This Income Code

F= Income Codes [ |3 ]
File Edit Mavigation Help
DE| QiR if
Employee CEDEEF CEDEMNO, EL5AP
Income Code Rats umber Amount fours -
REGSAL 1375.0000000 1.00000000 1375.00 86.00
SKSPAY 15.98000000 0.00 0.00
VCSPAY 15.98000000 0.00 0.00
BONUS 0.00 0.00
Income Income Totals
Code Low Exception High Exception Number 1,00000000
R | Amount 1375.00
Hours §6.00
Accrued Personal Holiday Accrued Sick Time G/L Expense
Allowed 101,56 Allowed 55.70 Account 700100000 E|
Used 0,00 Used 0,00 Department 000 (4]
Met 101.56 Met 55.70
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Click on the IncCodes  ptton to access this screen
In the Income Code field, enter an additionabine Code, if necessary.
Zoom is available in this field.

Whenever a new income code is entered on a lieeddéfault data from the Income table is loaded,
erasing all previous data on that line.

Modify the information in the Rate field, if ressary.

The default information in this field is suppliewi a Timecard, the Employee Information table, or
the Income Code table. When you make a modificatidhis field, the system automatically recalcu-
lates the entry in the Amount field.

Modify the information in the Number field, iEnessary.

The default information in this field is suppliewi a Timecard, the Employee Information table, or
the Income Code table. When you make a modificatidhis field, the system automatically recalcu-
lates the entry in the Amount field.

The Amount field is display-only.

Modify the entry in the Hours field if necessary

Enter the number of hours actually worked for timme being paid. The number of hours worked
for an hourly income type is by definition alwaygual to the number of hours paid. Therefore, any
entry that you make in the Number field is autorgly carried over into the Hours field. For any
other income type the value is loaded from eitherEmployee Information table or the default value
for this income type.

8. Press Enter or click on OK to store your changethinscreen. You will automatically return to
the Payroll Entries main screen.
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Deduction Codes screen

"~ Deduction Codes
File Edit Mavigation

i

Ay

Help

OB =T ]

Employee CEDEEP = CEDEMOC, ELSAP

A 2 00EDE

===
@ O

I
| Deduction Code

Low Exception

High Exception

Rate Amgunt -
FEDTAX | 69.95 '
STATAKX 0.00
SOCSEC 006200000 85.25
MEDICR 0.01450000 19.94 £
STLTAX 0.01100000 1513
HCARE 0.00
401K 0.00
| ORSTTX 0.00
| CHSAMT 0.00 -
Total Deductions 190.27
Deduction G/L Account
Deduction FEDTAX Account 215000000 |9,

Department 000

[@oc | ifcencel | [EDetsil |
Enter the Rate for this Deduction.

@

1. Click on the®=d €29 b itton to access this screen.

2. Add a Deduction Code if necessary.

3. Moadify the information in the Rate field for anfthe deduction codes, if necessary.

If you want the deduction to be figured using a Takle, the Rate field should be left blank. If you
specify an amount in the Rate field, the deductWihbe calculated using that figure rather thahax

Table.

If you enter a flat amount (that is, an amount gmethan 1) this figure will be carried over intet

Amounts field after recalculation.

After changing the value in the Rate field, the Ambfield will be blank.
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4. Modify the information in the Amount field fong of the deduction codes, if necessary.

You may change the amount in this field; howeuee, fireferred method would be to enter a flat
amount in the Rate field; the Amount will then leealculated based on the new value in Rate.

5. Store your changes to this form by pressing lEmtelicking OK. You will automatically be returde
to the Payroll Entries main screen.

Obligations Codes screen

"~ Obligaticn Codes = || B[]
File Edit Mavigation Help
OE QiR EQ LG00EDE OO
Employee: CEDEEP  CEDENOC; ELSAP
! Chligation Rate Amount
|FUTA ; 0.00
: MEDICR 0.01450000 1984
i SOCSEC 0.06200000 85.25
i STSUTA 0.05400000 74.25
Total Obligations 179,44
Obligation FUTA
Expense Ligbility
Account 614000000 | =, Account 216000000 | %
Department 000 . Department 000
& ox | i cancel | [EFDetmi |
VR
Enter the obligation rate, :
. Obl Codes .
1. Click on the button to access this screen.

2. Add an Obligation Code if necessary.

3. Moadify the information in the Rate field for anfthe Obligation Codes, if necessary.

If you enter a flat amount (that is, an amount gnethan 1) this figure will be carried over intet
Amounts field upon recalculation.

4. Modify the information in the Amount field fong of the obligation codes, if necessary.

You may change the amount in this field; howeuee, fireferred method would be to enter a flat
amount in the Rate field; the Amount will then leealculated based on the new value in Rate.
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5. Store your changes to this form by pressing iEmteclicking on OK. You will automatically be re-
turned to the Payroll Entries main screen.

Print Payroll Entries Edit List

Before you can print your payroll checks you mirst print the Payroll Entries Edit List. Use thist to
verify the accuracy of the information that willggar on your printed payroll checks.

You have a choice between two different edit liatsExceptions Report and a Detailed Edit List.

TheExceptions Reportshows only each employee’s name, social secuwityber, the date of pay and
the gross deductions and amount of the checksdtstiows any income, deduction, or obligation codes
that exceed predefined high or low exception valdeish have been set up in the Employee Information
table or the Income, Deduction, or Obligation table

TheDetailed Edit list shows all of the data in the Payroll Entry.

Once you have printed the edit list, review it falig for accuracy. Make any necessary changesgusin
the Update Payroll Entries optidiiyou change any information in the payroll entries you must run
another Edit List for the Payroll Entries that you modified.

Print Garnishment Deductions

This report will print a listing of any garnishmerdeducted from your employees’ checks for the date
range you specify.

¥~ Enter Selection Criteria E\@
File
o
Beginning Pay Date TETEIEEE] [Lid]

Ending Pay Date 12/31/2012 4]

[O Ok ] |t:_1 Cancel |

Enter the beginnig pay date for the generated payroll. 2Ll
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Print Payroll Checks

To print your Payroll checks, use the Print Pay@kecks Option on the Payroll Checks menu. Remem-
ber, before you can print checks, you must runtP®ayroll Entries.

To Print Payroll Checks:

1. Choose Print Payroll Checks from the Payroll¢ksanenu.

2. A prompt will display prompting you to print atignment template.

2 Alignment =]

Print glignment template?

e [[dre |

This is to help you make sure your check formspastioned correctly. If you need to check the
alignment, enter Y.

The alignment template will print. This is a "dumhaheck. If your check is positioned correctly, en-
ter Y to the prompt "Form Positioned Correctly?hdft, adjust the check, enter N, and the template
will print again. When you are satisfied that tiheck is positioned correctly, enter Y to the prompt

If you do not need to test the alignment of youea enter N.

3. The Payroll Checks Selection Criteria screehdisiplay.

P~ Enter Selection Criteria EI@

File
Direct Deposit Checks? ||

Starting Check MNo:
Payroll Cash Acct:

[O OK l |P;{ Cancel |

=]

=]

el

Enter () if printing on non-negotiable direct deposit chedk forms.

4. In the Direct Deposit Checks field, enter N. N@yotiable direct deposit checks for those em@sye
that are set up for direct deposit must be priseghrately from regular checks. For information on
printing non-negotiable Direct Deposit Check forsese "Using Direct Deposit” on page 99.
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5. In the Starting Check No field, enter the numtbett you want to print on the first check that has
already been assigned a check number with the €@iatroll Entries menu option.

The check number will increase by one for eachegisnt check.

6. Inthe Payroll Cash Acct field, enter the ledgember of your payroll cash account.

The account number you enter must correspond éslaaccount indicated in at least one of the cur-
rent payroll entries. Checks will be printed ory those entries using the cash account you emter i
this field.

If you leave this field blank, it will default tthé cash account defined in the Payroll Defaultetab

7. Press Enter or click on OK to begin printing tagroll checks.

If the number of income and/or deduction codesafor employee exceed the number that will print on
the check stub, a print dialog box will displayeafthe checks print for you to redirect print toendwver
you want the overflow advice to print. You shouldegthis overflow advice to the employee with their
check.

Reprinting Checks

Occasionally, you may need to reprint a check. Might need to reprint a check if a check got jammed
in your printer or if you spilled coffee on a chetou may reprint a check that has not yet beetepgos
by following these steps. If the check has alrdaglyn posted, refer to the "Voiding Documents" agepa
103.

1. To reprint a check, choose Update Payroll Estrjgtion on the Payroll Checks menu (1-d).

2. Inthe Print Check field, reset the flag to Y.
The flag will have been automatically reset to Newlthe original check was printed.

You may also change the check number at this tip@u want to assign the new check a different
number.

3. Run an Edit List with the Print Payroll Entrigstion.

Verify that the information contained in the edst is accurate.

4. Print the new check with the Print Payroll Crseoktion.

Follow the steps under the previous section, Payroll Checks.
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Using Direct Deposit

Before you can have a live direct deposit traneagtour system must be set up to process dirgeigite
and you must have successfully completed a prdigaiton. For information on setup and pre-
notification, see "Setting Up for Direct Deposit".

You can create your payroll entries and run anévethe edit list along with your traditional (nalirect
deposit) payroll, but you must print out your naggotiable direct deposit check separately from your
traditional checks.

In some cases, you may need to create your diepuisit several days in advance of your traditional
paychecks to allow sufficient time to deliver thedia to your financial institution.

1. Create the Payroll Entries.
Run Create Automatic Payroll or create the pawntties manually with the Update Payroll Entries
option.

2. Print an Edit List with the Print Payroll Entieption.

Carefully review the information in the edit listthere are any inaccuracies, correct the inforomat
with the Update Payroll Entries option.

If you change any information, you must print onbtner edit list.

3. Print the non-negotiable check forms for thasiagidirect deposit.
Run the Print Checks option, answering Y to thee&liDeposit Checks prompt.

The words "Non-Negotiable" will be printed on thgrature line of the check.

4. Run Create Direct Deposit Entries.
This process creates the entries that the bankisélito transfer funds from your company account to
your employees’ bank accounts and stores the irgtomin a direct deposit table.

5. Create Direct Deposit Media.

This process transfers the information createtiénprevious step to a holding table with the name
specified in the Holding Table Name field of theyedl Defaults form. It then transfers the infor-
mation to your media which you will deliver to thank.

6. Atthe prompt, enter the settlement date.

This is the date on which the funds will actualéytbansferred. Be sure to specify a valid date (the
system will remind you if you specify a holidayaweekend) because your transaction will be reject-
ed by the bank if you specify an invalid date.
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7. Deliver the media to your bank according tolihak’s instructions.

8. Post the direct deposit entries with the PogtddeEntries option.

You may post any time after creating the directod@pmedia. It is advisable that you do not posii un
after the deposit entries have been created inyezasaeed to recreate the Direct Deposit Entries. E

tries are removed by the posting process.
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Post Payroll Entries

The Post Payroll Entries option is used to posttireent Payroll Entries to the Payroll Activitybta. It
also posts to the G/L Activity table if the Gendrallger module is installed and the Post to General
Ledger flag in the Payroll Defaults table is seYto

Before you run this option you must first run aritidst with one of the options on the Print Payioh-
tries submenu (Print Exceptions Report (1-e-a)romt Petailed Edit List (1-e-b)). In order for tleatry
to be posted, it must have a check number andnting i the Print Check field must be N. Therefore,
you must print your payroll checks before you ru@ Post Payroll Entries option (1-h).

When the entry is posted:

All of the individual income, deduction, and obliigas accruals (buckets) for the employee are
updated.

The date deductions were last taken are reseétoaw End of Period date.
The last paid date for the employee is reset tdetiabof Period date.
Sick and vacation accruals are updated.

Open AP items are created for any garnishmenieiPbst to AP box is checked on the Update
Payroll Defaults Add Tax screen.

To post payroll:
1. Choose Post Payroll Entries from the PayrolldBeenenu (1-h).

2. Choose one of the print options from the ringnmé his selection criteria screen displays:

= Enter Selection Criteria = ||_IEI_|
File
Selection Criteria for Payroll Posting Report
Cash Account: |I£|
& ok | [fcancel |

Enter the cash account you wish to run the report for.
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3. Inthe Cash Account field, enter the ledger nend§ your cash account.
Only those entries using the cash account you @éntais field will be posted.

Zoom is available in this field.

4. Press Enter or click on OK to run the postinggpam.

Print Payroll Check Journal

The Print Payroll Check Journal option prints aoreépf payroll checks that have been posted. You ca
specify any range of dates in the Selection Cetscreen and you will see the checks that werdewnrit
between (and including) those dates. The repoltdies a list of all payroll checks grouped by Cash
count and Department and summaries of the dedscéiod employer obligations associated with those
checks.

1. To print the Payroll Check journal, choose PHatroll Check Journal from the Payroll Checks menu

(1-0).

2. This selection criteria screen displays:

> Enter Selection Criteria = || B (=]
File

Start Date: [EI[ETEEY [Lk2] End Date: 12/31/2012 i)

|Q oK | |r_;* Cancel |

Enter the beginning date you wish to select.

3. In the Start Date and End Date fields, entettginning and ending date for the period you wish
see. All payroll checks within those dates, inatasiwill print on the check journal. The Start dwd
Dates default to the current system date.
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Correcting Errors after Posting

If you should discover an error in one or more pyhecks after posting has been completed, you ca
correct the mistake in one of two ways, dependimghe type and extent of the error.

Remember, prior to posting you correct mistakembyifying an incorrect Payroll Entry with the Updat
Payroll Entries option, and then reissuing the khec

Once the document or documents have been postedybn you cannot correct an erroneous amount in
that way. Instead, you must either void the docuraad then issue a new check, or reverse the sffdct
the error on subsequent payrolls. You can alwagghes void check approach, but in cases wherega lar
number of documents were affected by the errontmre the error spans several pay periods, you may
find that you will save a great deal of time by piynreversing the effects of the error in a subsetju
payroll.

Voiding Checks

If you have issued a single paycheck with an ireiramount, or if you have issued a payroll chéek t
should not have been issued, the simplest wayrteaoyour error is to void the check and issuew n
check if necessary.

You can post the voided check to one of two peritts period during which the original check was
posted, or the current period. You may want to fustvoided check to the current period when thg or
inal posting was in a period that is now closed famehcial statements have already been generated.

To void a posted document, use the options on dlyeolt Checks menu: Void Posted Checks (1)), Print
Voided Checks (edit list) (1-k), and Post Voidede€ks (1-1). Remember, voiding is only necessary
when the incorrect checks have already been posted.

The Void Posted Checks option is used to specéyctieck or checks that you want to void. Identify a
particular check with its document number which gan obtain from the Payroll Entry Posting report
(produced by the Post Payroll Entries option). Theck Journal will also show the document number
for any posted entry.
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The Voided Checks screen:

7= Void Posted Checks =8 EoR =<

File Edit View Mavigation Tools Actions Help

OB WP EQRAALERMR @O
A6 09 0 9 &\

Find Prev Mext Add Update Delete Browse

Payroll Document Mumber:
Void Document Date: (77
Reset Sick Accruals:
Reset Vacation Accruals:
Payroll Information
Employee:
Payroll Date:
Posting Date:
Posting Mo.:
Check Mumber:
(No Documents Selected)

To void a posted check:
1. Choose Add from the Action toolbar.

2. Enter the document number of the check you teawnbid.

The system will fill in all of the fields on thersen. The Void Document Date field will defaultthe
current system date. The Reset Sick Accruals asdtRé&cation Accruals fields will default to Y.

The system will also fill in the Payroll Informatisection of the form with the Employee Code and
name of the employee who received the payroll chibekPayroll Date (the date that appeared on the
check), the Posting Date (the date the postingrums the Posting Number (the posting sequence
number that identifies the payroll entry postingae), and the Check Number. This information is
display-only and cannot be modified.

3. Change the values in the Reset Accruals fi¢ldedessary.

In the Reset Accruals fields, a value of Y will saithe system to subtract the hours accrued fr thi
paycheck. If the value is N, the accruals will betreset.

4. In the Void Document Date field enter the dateuhich you want the voiding document to post.

If the entry in the Posting Date field shows a dht falls within a closed period, you may want to
post the void to the current period. In that cése entry in the Void Document Date field should re
main the current system date. The system will aljow to post to a closed period if you choose to.
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If the entry in the Posting Date field shows a dhtd falls within a period that is still open, yaill
want to post the void to that period. In that cabange the entry in the Void Document Date field t
the date shown in the Payroll Date field or thetingsDate field.

5. Save this record by pressing Enter or clickingi.

Print Voided Checks Edit List

After voiding the check you must print the VoidealyRoll Checks Edit List. This report is virtuallgen-
tical to the posting report produced by the Post¥d Checks option. Like most edit lists, it contathe
information that will be posted when you run thetpmy process, and it gives you a chance to maie su
the correct document numbers are entered priocogtny.

To print an edit list:

1. Choose the Print Voided Checks option from thgréll Checks Menu (1-k).
2. Redirect print to source you need (screen, gmiigtc.).

3. Review the Edit List for accuracy.

Post Voided Checks

Prior to posting voided checks, you must have edténe voided checks and printed the Voided Checks
Edit List.

If any changes were made to voided check docunadteisthe edit list was printed, the edit list mhet
reprinted prior to posting. After posting, erroemnoot be corrected except with an adjusting entry.

Posting a voided check reverses the effects abitiginal payroll check. Voiding adjusts employeerae
als, adjusts the number of sick and vacation dagd if necessary, and sets the Last Pay date todke
recent payroll not including the document beingdedi. It also updates the Payroll Activity table dimel

General Ledger Activity table.

The Voided Payroll Checks Posting report is geweeraly this process. It is virtually identical teth
Voided Payroll Checks Edit List. The differencehiat this posting report lists the Posting Sequence
number. In addition, the posting process assigdeva Document Number that is used to identify each
transaction.
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To post voided checks:

1. Choose the Post Voided Checks option from tlyedtaChecks Menu (1-1).

2. Redirect print to source you need (screen, gmiigtc.).

Notice that the report is organized by New Docuniunnber; this is the document number that
uniquely identifies the voided check to the systéhe effect of each voided check is broken down in-
to payroll activity and general ledger activityaifoll activity" affects the Employee’s records.ei

eral ledger activity" has an impact on the genledder account balances (provided General Ledger is

installed).

3. Return to the Payroll Checks Menu.

Correcting Prior Errors on Subsequent Payroll Checls

In those instances where the error affects a langeber of documents, there is an alternative tdimngi
which may save you time: simply adjust the incodegjuction or obligation code on the next payroll en
try to correct for the mistake.

For example, say your company deducts $45 per nfontiedical insurance for your employees. You
have accidentally entered $50 as the deduction anithe MEDINS deduction code. You realize this
mistake after one pay period. In the pay periobb¥dhg the discovery of your mistake, correct thE-M
DINS deduction code so that it corrects for thetahis: for the following payroll it will be $40 (thzor-
rect amount ($45) minus $5 to correct for the aleduction).

This approach will work correctly in all cases,luding income, deductions, and obligations. However
you should be aware that if the next payroll (ieathe one on which you are making the correctfatg
in a different quarter than the payroll where thistake or mistakes were made, your quarterly rgport
will reflect the inaccuracy. However, most rep@ilew you to make an adjustment in following queste
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Chapter 6

Reports andEnd of Year
Activity

Reports are an important part of payroll procesdhiigix Payroll makes reporting
easy and accurate. Most reports will be run atleegotervals: after each payroll, at
the end of each quarter, and at the end of the $esmne reports can be run at any
time.

After you run your end-of-year reports, you wilkalneed to reset your system to
make it ready to begin a new fiscal year.

This chapter covers:

e Periodic, quarterly, and annual reports
» End-of-year activity

e Begin a new year
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After Each Payroll

These reports do not need to be run only aftergiidyas been processed; you can also run thenyat an
time to see reports for past periods.

Payroll Analysis

The Print Payroll Analysis submenu gives you twtiays for running payroll analysis reports. The
summary version (Print Summary Analysis (2-a-a)) hgit a quarter-to-date and year-to-date amoaont f
each employee under each income, deduction, aightibh code; the detail version (Print Detail Anal
sis (2-a-b)) gives a listing for each employee urdeh income, deduction, and obligation code shgwi
the date, the document number and the amount ahidek.

The Summary version of the report prompts for glsidate within the quarter you wish to report Dine
Detail version prompts for a range of dates. Eaalion then gives a Selection Criteria screenwitizh
you enter additional parameters for the analysis.

F3 Enter Selection Criteria = || B || EE

Selection Criteria for Payroll Analysis
Activity Code: Type:

Employee ID Code:

Last Mame: , First Mame:
Employee Type: Dept:
Job Code: Title:
Pay Period: Full Time?
|G oK | |t:ﬂ Cancel |

(w]
~

Use known characters with [7] or [*] for one or many unknowns

With no selection criteria entered, the report wfilbw all checks for the specified time periodnteach
income code, deduction code, and obligation coged under the entry for each code will be arligti
for the employees who had payroll activity for tbatle. The Summary version of the report displags t
guarter-to-date and year-to-date totals.
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Summary Report:

File Mavigate Help

© 00D &

— i

Date: 1EZ/3172012 Payroll Analysis Report
Time: 14:33:05 ERC DISTRIBUTION Eage:- 1
From 0%/01/201% to 12/31/2012

*

mw

Bayroll Chec QTD ¥TD
CEDEEP - CEDENQ , ELSA P 1,184.73 1,184.72
Check Total: 1,184.73 T TH4. 73

Income QTD ¥TD

REGSAL - REGULAR PRY — SRLARTED

CEDEEP — CEREND , ELSA P 1,375.00 1.5875.00
EEGESREL Tetal: 1,375.00 1 3%5.00

Income Total: 1,375.00 1,375.00

Deductions QTD ¥TD

FEOTZX - FEDERAT TAX WITHHOLDING
CEDEED ~ CEDENO , ELSL P 59.95 §%.95

FEDTAX Total: £9._59%5 69._195

MEDICH - MEDICRERE PORTICN OF FICHK TZX
CEDEEP — CEDENO , ELSR P 195:94 19:94

MEDICE Total: 15.94 15_94

Detail report:
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=/ Print Detail Analysis = |- =
File Mavigate Help
O $002D <
-
| -
Date: 1EZ/31/72012 Payroll Analysis Report
Time: 14:37:11 EBC DISTRIBUTION Eage: 1
From 12/01/201% to 1273172012 £
Fayroll Chec
Date Doec. Amount
CEDEEP - CEDENO , ELSR P 1270172012 342 1,184.73 £
Check Total: 1,1584.73
Income
FEGESAL - REGULRE PRY — SRLARRIED Date Doc. Emount
CEDEEP — CEREND , ELSE P 1270172012 342 1,375.00
REGSAL Total: 1,375.00
Income Total: 1,375.00
Deductions
FEDTRY - FEDERAT T2&¥ WITHHCOLDING Date Doc._ Emount
CEDEEP - CEDENO , ELSA P 1270172012 34z £3._385
FEDTRE Total: 89.55
MEDICR - MEDICRRE PCRTICN OF FICR TAX Date Doc. Imount
CEDEEP - CEDENO , ELSA P 1270172012 342 15_54
MEDICE Total: 1854
S50CSEC - SOCIAI. SECURITY EPART OF FICR Date Doe. Amount
CEDEEP - CECENO , ELSA D 1z/01/2012 342 85.25

Employee Recap

The Employee Recap Reports print analysis repadedupon employee activity. For example, you may
generate a report to see the payroll activity foedain group of employees or for a single empddyge a
specified month or other time period. This repsmbliganized by employee, rather than by payroll (in
come, deduction, or obligation) code. Within eagiplyee listing, the activity for each code is show

The Print Employee Recap submenu is located oEmgoyee Information menu (3-e). It has two op-
tions: Print Summary Employee Recap (3-e-a), whéth quarter-to-date and year-to-date amounts for
each payroll code, and Print Detail Employee Ré8ag-b), which shows each document that was post-
ed.
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Summary report:

P Print Summary Employee Recap
File MNavigate Help

© 00D &

Date: 1273172012 Employee Recap Report
Time: 14:40:30 Employee Recap — Summary Page: 1
For Quarter 12/01/2012 through 12/31/2012
CEDEEP — CEDENO , ELSA P

Payroll Checks QTD ¥TD
Total: 1,184.73 1,184.73 =

Incoms RTD ¥TD

REESRL - EEGULAR PRY - SALRATIED L,375:08 1,375.00

Total: 1,375.00 1,375.00

Deductions f£I0 YID

FEDTAX - FEDERRL TARX WITHHOLDING 69.95 £9.395
MEDICZ - MEDICRRE BORTICM OF FICA TAX 15.94 19.94 L

SOCSEC — SOCIAL SECURITY BRRT OF FICR 8525 85:25

STLTAX - SEATTLE LOCAL TAX 15.13 g

Total: 19627 190.27

Obligations QTD ¥TD

MEDICR - MEDICARE PORTION OF FICA 15.54 15.94

S0CSEC - SOCIAL SEC PORTION OF FICR 85.25 85.25

STSUTA - STATE UNEMPLOYMENT CONIRIB. T4.25 T4.Z5

Total: 17544 175.44
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Detail report:

File

MNavigate Help

© 00D &

Date: 1Z/317/2012

Employee Recap Beport

Time: 14:47:Z& Employee Recap — Detail Page: 1
For 12/01/201% to 1273172012
CEDEEP. — CEDENGC , ELSR P
Payroll Checks
CHECE Doc. Emount
1270172012 342 1,184.73
Check Total: I.,x84:73
Incoms
BEGS5AT. — REGULRE PAY — SATARTIED Doc. Amount
1270172012 342 1,375.00
AEGSLAL Totsl: 1,375.00
Income Total: 1,375.00
Deductions
FEOTZX - FEDERAL TR WITHHOLDING Doc: Zmount
1zs01/2012 342 §%.95
FEDTAX Total: 69.95
MEDICE — MEDICARSE PCRTICN OF FICA TAXH Doc. Emount
1270172012 342 Te_od
MEDICR Total: 15.9¢4
S50CSEC - SOCIATL. S5ECURITY B2RT OF FICR Doc: AZmount
12/01/2012 342 85.25
S0C5EC Total: 85.25
STLTRX - SEATTLE LOCAL TAX Doc. Imount
1270172012 342 15.13
STLTAY Total: LR
Deduction Total: 190.27
Obligations
MEDICR - MEDICARE PORTICN OF FICR Doc_ Zmount

m
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Posting Report

The Posting Report is automatically generated byptisting process (1-h), and shows all of the check

that were posted. For each check the report hetslbcument number assigned by the posting process,
the employee’s name, employee code, period enditey dayroll date, and number of hours worked by
the employee. It then lists the amount for eacbrime, deduction, and obligation type.

i E Past Paymil Entries

File Mavigate Help

O 0902 <

Date: 12/31/7/2012 Payrnll Entry Posting
Time: 14:2@:15 LBC DISTEIBUTICN Dage:- 1
Posting Sequence: 110

Payroll for Cash RAccount: 102000000-000

Employee: CEDEEP - ELSE F CEDENO Document Mumber: 342
Perind Ending: 12/31/2012 Cash Account: 102000000-000
Payroll Date: 12/01,/2012 Hours Worked: 8&.00
——— Emplovee Income ————-—- Employee Deducticns ————— Employer Liebilities ——
Grosa:z 1,375.00 FICA:- 85_25 FICA: B5._25
Taxahle: 1,375:00 Mediacre: 15.54 Medicare: 15.54
Exp/Advn: .aag Fed_. Tix: 65_395 FUTA: -0a
Chk Zmt: 1,184.73 State Tx: .00 Other: T74.25
MHet: 1,1834_73 Local Tx: pi . =580 o |
Othex: .00
TOTALS: 180227 17544
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Payroll Check Journal

The Payroll Check Journal is located on the Paghicks menu (1-i) and prints a listing of all tod t
checks that have been posted for the specifiedpgimnied. It also shows the totals for each incotee,
duction, and obligation code for the period atehd of the report.

File MNavigate

E Print Paymll- Check Journal
Help

© 00D &

*

Date: 1273172012 Payrnll Check Journal ,-=—
Time: 14:50:10 LBC DISTEIBUTICN Dage: 1
From 1270152012 to 12/31s2012
Checks on account: 102000000 — WELLS FARGO
Department: 000 — ADMIN. OFFICE
Check No. Do Mo. Check Date Employes Name Zmount
&000 342 12/01/2012 CEDENO, ELSA P 1,184 .73
€001 344 12/01/2012 COOMBS, EDITH R 442 12
&002 545 1270172012 DICEEY, WILLIAM T 443 132
&003 348 1270172012 ERSEINE, CRBEL N 730.00
€004 247 1270172012 FELLER, ROBERIC N 730.00
&005 348 12/01/2012 HAMMER, MREWELL U 442 12
e00& 3459 127012012 HROSER, J_D_ Z,870.35
€007 350 1270172012 HOUK, BRALEH T 823.37
£008 351 12/01/2012 HOWRRD, ELOISE D §20.50
E003 35z 12/01/2012 HUBBELL, CRRL E 700.25
&010 353 1270172012 JACKSON, JOSEFHINR E 442 .12
a011 354 12/01/201% EEELER, WILLIARM P 447 12
€012 355 1270172012 EENT, CLARE R B57.87
8013 3548 1270172012 LAWNDIS, JERRY W 1,085 42
g0Ll4 357 1270172012 LEMON, ROBERT P 4432 .12
E015 358 1270172012 MARION, MRARTIY R 442 12
&018 353 12/01/2012 MATHEWSCOM, CHRIS T 543._87
e01v 3e0 12/01/2012 MCLELLAND ERIN M 803.00
&01a 361 1270172012 MEDWICE, DOMALD = &70.87 T
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|E:r 5‘5 M:h} o =
File MNavigate Help

© 90909 <

=)

=i

Check Total:

Income Totals:
2ECHR HEGULAR HOURLY EBAY
HEESAL HEGULAR PAY - SALRRIED
Total

24,143.82

13,540.00
5,875.00
28,515.00

Fayroll Check Jourmnsl

Date: 1273172012 Payroll Check Journal
Time: 14:51:3z2 LBC DISTRIBUTICON
From 12/01/201% to 12/31/72012

Page: 1

Page: =

Deducticn Totals:

401E DEDUCTION FOR EMPLOYEE 401K
FEDTAX FEDERAT TAX WITHHOLDING
HCRRE HEALTH CAREE SECTION 125

MEDICE MEDICRRE PORTION OF FICR TRX
SOCSEC SOCIAL SECURITY PRRET OF FICR
STLTRH SERTTLE LOCAT T2
Total

CObligation Totals:
FUIR FUTR CONIRIBUTION
MEDICE MEDICARE PBORTICHN OF FICR

z00.00
1,609.86
75.00
41239
1,763.28
310_65
4,371.18

9.40
41z _3%5

m
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G/L Activity Report

The G/L Activity Reports (2-b) print the accountiagtivity for any specified date range. They cariyet
run unless you have G/L installed on your systethae posting payroll activity to G/L. In orderfiost

to G/L you must have the Post to G/L flag of thgrBth Defaults table set to .

The Print G/L Activity submenu gives you two optiorPrint Activity Summary (2-b-a) lists the debits
and credits posted to each account and the tdbitsdiend credits. The Print Activity Detail (2-bists

the individual payroll document which was poste@&sh account. For each payroll document, the tepor
shows the source (PY), document number, date grafer(employee code), description, and amount of

the transaction.

= Print Activity Detail
File MNavigate Help

O 002 <

== e )

Date: 1273172012 /L Activity Detail Payroll
Time: 14:55:43 LBC DISTEIBUTICN Dage: 1
Between 12/01/2012 and 12/31/2012

Src Doc # Inv/Chk § Date Ref Description Debits Credits

Eegin Balance: .00

102000000-000 WELLS FRBEQ

EY 34Z g00a 1Z2/01/2012 CEDEEP 1,184_73
PRAYROLL ENTRY

BY 344 &001 12/01/2012 COOMER 442 12
ERYROLL ENTRY

DY 245 a00z 12/01/2012 DICEWT 447 .12
ERYROLL ENTIRY

DY 34g e003 1Z2/01/2012 ERSECH 730.00
BAYEOLL ENTREY

BEY 347 g004 1270172012 FELLEN 730_00
DAYROLL ENTRY

BY 348 8005 12/01/2012 HAMMMU 447 .12
BRYROLL ENTRY

bPY 345 a00& 12/701/2012 HRUSER Z2,870.35
ERYROLL ENTRY

BY 350 &a07 1270142012 HOUKRT 8Z3_37
DA¥YROLL ENTRY

BY 351 gl0s 12/01/2012 HOWAED g20.50
PRYROLL ENTRY

BY 352 &00%9 12/01/2012 HUBBCE 700_25
ERYROLL ENTRY

DY 353 &010 1Z2/01/2012 JRCEJE 447 .12
ERYROLL ENTIRY

BY 354 g011 12/01/2012 EEELWP 442 12
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End of Quarter Reports

Fitrix Payroll makes it easy for you to run theagp required by the Federal Government. Most e$¢h
reports are required on a quarterly basis. Manyatsmbe run annually for past periods.

Quarterly FUTA Report

This required report is used to report to the Fald@overnment on the amount of taxable wages ttt e
employee has earned and the FUTA obligation theaethployer has paid. It corresponds to Government
form 940.

The FUTA Report submenu has two options: Print AfUTA Report (2-c-a) and Print Quarterly FU-
TA report (2-c-b).

The exempt wages listed on the quarterly form efrtéport correspond ONLY to those wages paid in the
guarter for which the report is run. The sameus for both the wages and the listed FUTA tax.ddia

tion to listing wages and the FUTA tax, the repartdude the detail of all Exempt wages (for theudger

or for the year, depending on the report) so thamfarmation necessary to assure the accuradhef
calculated FUTA tax is always available.

The report provides YTD wage totals for all empley@and YTD wages over the FUTA wage ceiling on
an employee-by-employee basis, and the FUTA taxk foaieach employee. One can now take the grand-
total of YTD Wages, subtract the sum of the ExeWpfes and multiply this against the applicable FU-
TA rate to calculate the amount of the Yearly FUBA. This is also the case for the Quarterly report

This report should be run prior to running the BegiNew Year option. The FUTA report gets its infor
mation from the employees’ quarter-to-date and-yeatate buckets which are reset when you use Begin
a New Year.
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Annual FUTA report:

-

F3 Print Annual FUTA Report |E”E__”E|

© 00D <

Data: 1273172012 Tnemployment Tax Report
Time: 14:58:5% LBC DISTEIBUTICN Dage: 1
For Calendar Year 2012
Soc. Sec. Employees YID Wages YTD Exempt Wages ¥TD FUTH
122-82-3845 PACEWQOOD , BRENEY L 000.00 ki) 52.00
222-7Z9-8187 PICELE , DEL- M L000.00 -aa 53_00
Z231-92-9018 TFELLER , ROBEHTO N . 200_00 -0a 1l48._80
307-35-2818 HCOWARD , ELOISE D L, T20.00 -00 12g.48
318-22-122% JACESCON , JOSEFHINA ,000_0a -aa 53.00
327-92-0487 MEDWICE , DONALD R L 200.00 -00 l4g.80

333-44-8103 SAIN , JONATHON K
340-2Z3-1018 TWEEZER , CECIL B
342-23-2282 PIPF , WALLACE L
371-36-5282 ROOT , CHARLES M
383-77-8721 TUECEER , ROBERT R
388-64-8183 WAGNER , HONUS P
451-23-4121 MARRION , MRRTY R
456-35—6462 HAMMER A MAXWELL U
464-92-0849 SMITH , HARDY P
533-55-2177 SLAUCHTER , ENOS B
534-21-9273 HOUK , RALTH T
534-82-509Z HAUSER , J.D.
537-82-6738 LAENDIS , JERRY W
543-67-2108 WRIGHT , CLAUDETTIE P
544-28-0827 HUBBELL , CRSL E
544-73-0287 EENT , CLARE R
544-83-2753 EKEELER , WILLIZM P
545-359-7112 MATHEWSON , CHRIS T

L00a._00 -00 93.00 —
,Z00_00 -0a 113_04
L, 580._00 i 4] 115.04
,240_.00 1] 104 16
500.00 -a0 52.00
,500.00 -aa 93.00
0ao0_0a -aa 593.00
000 _00 -0 893 .00
5z0_00 -0a 163_%8
175._00 -0a 5_40
000.00 -00 18&.00
,000.00 -09 1z24.00
,000_00 ] 232 _50
. 500_00 -0a 93_00
,200_00 4] 148_80
,200.00 -0 68.20
L8000 -00 96.72
,560_00 _aa 113_04 2

R1OR)ORD QO RN oo o b Qd R)OR) ORI ORY R ORI Q) R LD R R LD RYRD

Quarterly 941 Report

The 941 Report (2-d) is a required report whictsltke amount of Social Security wages, Medicarg-wa
es, Federal Income Tax withheld, Social Securityléld, Medicare withheld, and the company’s tax
liability.

In the Selection Criteria screen, enter the FedeaalDeposits made for the quarter and a date mitte
quarter for the report plus any amount needed justathx (FIT) for a prior period. If you enter malue
for Federal Tax Deposits and Adjusted FIT the amauilhdefault to zero.
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The Selection Criteria screen:

'~ Enter Selection Criteria
File

@

Quarterly 941 Report
Federal Tax Deposits

Quarter Date

Adjusted FIT for Prior Period |

[Gox | [Fqcancel |

QVR

Enter the amount to adjust the FIT for the prior period.

941 report:

P~ Print Quarterly 941 Report =5 =R

File MNavigate Help

© 00D &

—

Date: 1EZ/31/7201Z ZRC DISTRIBUTION
Time: 15:08:01 fuarterly 341 Data Heport Page: 1
From 10/01/2012 to 12/31/2013

Tax Liabilities by Month:

Month=: 12 1270172012 — 1273172012
1 BAEE=20 8 d.00 15 g.a0 22 0.400 25 0.00
Z 0.00 3 0.00 18 0.00 232 0.00 20 0.00
3 0.00 10 0.00 17 0.00 22 0.00 a1 0.00
4 o:aa 11 0.00 18 o:0a ‘25 0.0a0
5i d.00 1z d9.00 1% Ja.00 28 d.00
& a.a0 13 a.00 Z0 a.a0 27 0.a0
2 0.00 14 d.00 21 0.00 28 0.00

Social Security Wages: Z8,440.00

Medicare Wages: Z8,440.00

FIT Withheld: 1,603.88

Spcial Security Tax: 3,278.58

Medicare Tax: BZ4.7E

Tax Liebility: 5,320

Monthly Totals:

Social Security Wages: ZB,440.40
HMedicare Wages: 28,440.00
FIT Withheld: 1,803.88
Social Security Tax: 3,278.56
Medicare Tax: Bz4._78
Tax Liability: 5,7I3.20

*

m
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P~ Print Quarterly 941 Repert
File MNavigate Help

© 00D &

-
941 RBeport Data =
1 = Emplogees ... oo
2 - Total Wages _.____ 28,240.00
3 - FIT Withheld .. __._ 1,60%_8¢
4 - Adjusted FIT for prior i)
period.
5 - Adjusted FIT _____ 1,£09.86
€a - So. Sec. Wages ... Z58,440.00 x 0.10400 = 2,957_7¢
b
7 - Medicare Wages ... 22,440.00 x 0.0Z300 = 224.7&
B = Total FICR. ......-. 4,103.34
3 - FICA Bdjustment .. 3z0_8z2
19 - Adjusted FICH .__. 4 103.34
L
1z o
I3
14 - Total Tekxes _..._- 5.713-20
5 = EFC Payed .....oowo. a.oa
16 - Wet Tastes _______._ 5. 71320 =
17 = BepoSits o_.ooooos o.ao
I8 — Balance Dua - .._.- 5.718:20
13 - Overpayment .. £ =
20 Monthly Summary of Federal Tax Lizbilitcy
First month: o.0a
Second month: a_.0a0
Third month: LT e Bl
Total for Quarter: 5,713:20
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Quarterly Hour and Wage Report

This report (2-e) is used to print quarterly dateording hours worked and wages earned. The riport
organized by employee, and lists the hours worltexldate of pay and the wages for each income code.
This data is useful for completing state and I¢aalreports.

You are prompted for a date within the quarter @iictvto run the report. The value defaults to tiwe c
rent system date.

-

F3 print Qtrly. Hour/Wage Report |E||_E_||_§E_|

© 00D <

Data: 1273172012 fuarterly Hour and Wage Report
Time: 15:1Z:11 LBC DISTEIBUTICN Dage: 1
From 10/01/2012 to 12/31s2013

PACFBL - PRCEWOOD , BARNEY L Hours Wages
1270172012 — REGHR 80.00 500.00
Totals for 55 122-82-3845: 80.00 500.00

PICEDM — PICELE , DEL M Hours Wages

1270172012 — REGHR 80.00 500._00

Totals for 55§ 22Z-25-8187: 80.00 500.00

FELLEN - FELLER , ROBERTO N Hours Wages
1270172012 — REGHR 80.00 200.00
Totals for 55§ 231-92-9018: 80.00 BOO_00

HOWRED — HOWRBD , ELOISE D Hours Wages
12/01/2012 — REGHR 80.00 &B80.00
Totals for 55§ 307-39-2818: 20.00 &80._00

JACEJE - JACESCM , JOSELCHINA E Hours Wages
1270172012 — REGHR 80.00 500.00
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Payroll Wage History Report
The Payroll Wage History Report is located on thgpbyee Information menu (3-f).

This report prints information on posted payrolires. It gives the document number, payroll dated-
of-period date, check number, and all details abmeitheck (check amount, income amounts, deduction
amounts, and obligation amounts). It also repantgear-to-date information as listed in the empédye
year to date accruals (buckets).

F Print 'W'age i-.ﬁ&.ilory || = .-

File MNavigate Help

O 002 <

| -

Date: 12/31/72012Z2 Wage History
Time: 15:13:1% LBC DISTEIBUTICN Dage: 1
From 12/01/2012 to 12/31r2013

m

Emplaoyee: CEDEEP - CEDENDO, ELSA P 55§: 556-39-987:2
Document Date: 1Z2/01/2012 Document Number: 342
Payroll Date: 12/01/2012 Check MNumber: 2000 8

Ending Date: 1Z/31/2012

CHECE - CASH AMOUNT 1,184.73

Income Emount ¥TD

REESAT — REFULAR PAY — SRETARTED 1.375_00 5;:500_08
Totals: 137500

Deductionsg Amount YID

FEDTRY — FEDERAL TRX WITHHOLDING €5.95 205.95

MEDICR — MEDICRRE PORTION OF FICAR TAX 19_94 TETE

S0OCSEC — SOCIAL SECURITY BART OF FICR 85_25 341 .00

STLTAX - SEATTLE LOCAL TaX L0 60.52
Totals: 150.27
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End of Year Reports

Create Annual W-2 forms

Create Annual W-2 Forms (2-f) is used to assenttde/-2 information for the W-2 forms for employ-

ees. The create option gathers the W-2 informdtiothe previous year only. For example, if you-exe

cuted this option in 2013, it would assemble th@\kformation for 2012. This option always removes
all existing W-2 information from the W-2 table bed creating the new W-2 forms.

This option also prints a listing of the informatioreated. This listing should be reviewed for aacy
before printing the actual W-2 forms. If you needtipplement the W-2 information, use the Update W-
2 Forms option (2-9).

Update W-2 forms
This option (2-g) is used to update or correctrimfation generated by the Create Annual W-2s program

You may need to update W-2s to add certain infaonatbout benefits not automatically tracked by
Fitrix Payroll.

F= Update W2 Forms i“El

File Edit View MNavigation Tools Actions Options Help
OB UHUEHPHABLEHN @@
2.

QA0 90 @ 0 9 @

Find Prev MNext Add Update Delete Browse

Employee Code: CEDEEP a Control Number: Void:
b Federal EIN 1 Compensation 2 Fed Tax Withheld
58-4537826 1375.00 0.00
c Employer's Mame, Address & ZIP 3 Soc Sec Wages 4 Soc Sec Withheld
ABC DISTRIBUTION 1375.00 85.25

1110 SAMPLE STREET

5 Mdcare Wage/Tips 6 Mdcare Withheld

1375.00 19.94
ATLANTA GA 300339 7 Soc Sec Tips & Allocated Tips
d Soc Sec Number
556-39-9872 9 Advance EIC 10 Dep Care Ben
e Employee's Name, Address & ZIP 0.00
ELSA P CEDENO 1iMongual Plans 12 See Instruc

3919 ALASKAN WaY

SEATTLE WA 98121

1o0f1

13 Stat Pen Sick.

14 Other:
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5 g

Go into Update mode and click on ti#dd Info to view the additional fields.

- Additional W2 Information
File Edit View Tools Help

# 5 o B o T L B e e S 3
O OUREE] AUEM OO
State and Local Tax Data
Employee Code CEDEEP Control Number
15 State ||

Employer State ID No. 6023831181

18 State Wages 1375.00
17 State Tax 0.00
18 Local Wages 137500
19 Local Tax 15.13
20 Locality Mame

|Q oK | (¥4 cancel |

Enter the two character state abbreviation,

i

=)

=1

Print W -2 Forms

This option (2-h is continuous feed forms and Zsraser forms) is used to print the informatiorttos

W-2 forms.

Print Magnetic Media Report

Use this option (2-i) if you are reporting to thS electronically. This command gathers the necgssa
information and then writes the information to thble specified in the Holding Table file in theyRal
Defaults table. This is only a temporary holdingléa The information will be overwritten the neixhée
you choose Print Magnetic Media report or Create®iDeposit Entries.
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P Please Answer E\@

Select "Yes" to subit via the Internet
Select "Mo" to submit by diskette

If submitting via Internet, the file to submit

will be in /trmp/mmedia - copy to your PC.

If submitting by diskette, mount diskette now.

Note

We strongly advise you to make a permanent backtipeacontents of the holding table after cre-
ating magnetic media, so that this information baraccessed if needed in the future.
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Beginning a New Year

At the beginning of a new calendar year, you meset the employee income, deduction, and obligation
accruals to zero. To do this, choose the Beginwa Xear option on the Payroll Reports menu (2-j))nRu
this option prior to running the first payroll dfd new fiscal year. Be sure you run this optiory amice.

In addition to resetting all of the accruals bazkero, this option will generate a report, showimeg pre-
viously-accrued amounts of each income, deductind,obligation code for each employee.

Be sure to run your FUTA Reports before you runBegin a New Year option. You may begin a new
year before you create W-2 forms.

Begin a New Year does not automatically reset itleand vacation leave accruals to zero, so these a
cruals will be carried over into the new year.dily company policy is to have these amounts reset t
zero when you begin a new year, you must rese¢ tvedses manually, or have the program modified to
do this by your qualified Fitrix Reseller .

132 Processing Payroll Transactions



Fitrix Payroll User Guide

Index

A

Accrual Codes, 7, 23, 32, 33, 67
Adding Employees, 56

Additional Federal Withholding:,
45

B
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