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You can use U.S. Payroll to set up, enter, and maintain employee payroll records
and transactions. Employee cards are the foundation of your U.S. Payroll system
and they are used to keep your U.S. Payroll information up to date. You can view
current and historical payroll information and pay activity for one employee or a
group of employees.

You also can use U.S. Payroll to complete the following tasks:

* Set up employee classes to create default entries that can make data entry
quicker for new employee records because the payroll information is grouped
according to common factors, such as pay codes and positions

¢ Create batches that you use just one time, or create recurring batches for
transactions that you enter on a regular basis, such as weekly payroll

*  Use the reconciling process to check for discrepancies in employee financial
information and for differences between detail records and summary records

* Prepare U.S. Payroll reports to analyze payroll activity and identify errors in
transaction entry

* Use routines to create customized checklists for processing month-end, quarter-
end, or year-end tasks, such as preparing government-required W-2 and 1099-R
statements

If you are using Human Resources, you can enter and maintain your employee
information in Human Resources and those transactions will automatically update
your Payroll records.

If you are using Direct Deposit, you can transfer funds directly to employee bank
accounts when processing payroll transactions.

If you are using Bank Reconciliation, your checkbook is automatically updated
when you post Payroll transactions.

This introduction is divided into the following sections:

What's in this manual

Symbols and conventions

Resources available from the Help menu
Send us your documentation comments

What's in this manual

This manual is designed to give you an understanding of how to use the features of
U.S. Payroll, and how it integrates with the Microsoft Dynamics® GP system.

To make best use of U.S. Payroll, you should be familiar with systemwide features
described in the System User’s Guide, the System Setup Guide, and the System
Administrator’s Guide.



INTRODUCTION

Some features described in the documentation are optional and can be purchased
through your Microsoft Dynamics GP partner.

To view information about the release of Microsoft Dynamics GP that you're using
and which modules or features you are registered to use, choose Help >> About
Microsoft Dynamics GP.

The manual is divided into the following parts:

e Part1, Setup, describes how to set up Payroll, including department and
position codes, pay codes, workers’ compensation codes, and local and
unemployment tax cards. It also explains how to set up deduction codes,
benefit codes, and employee classes.

e Part?2, Cards, describes how to create employee cards, tax cards, and deduction
and benefit cards. It also describes how to enter beginning balances.

e Part3, Transactions, explains how to create single-use or recurring batches, and
how to create and process Payroll check transactions.

e Part4, Inquiries and reports, describes how to view current and historical
employee information, employee pay activity, and how to use Payroll reports to
track changes in employee pay information.

e Part5, Utilities, explains how to help keep your Payroll records current and
how to make changes to incorrect tax information.

¢ DPart 6, Routines, describes how to create customized checklists of Payroll
routines or modify existing checklists. It also describes tasks that you will
complete at the end of the month, quarter, or year, and tasks that relate to
government regulations and required forms.

e Part 7, Payroll Direct Deposit, explains how to set up and use Payroll Direct
Deposit, create employee direct deposit cards, and create the ACH File used to
transfer funds to employee bank accounts.

Symbols and conventions

For definitions of unfamiliar terms, see the glossary in the manual or refer to the

glossary in Help.
Symbol Description
NV The light bulb symbol indicates helpful tips, shortcuts and
Y- suggestions.
The warning symbol indicates situations you should be especially
A aware of when completing tasks.

U.S. PAYROLL 3
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This manual uses the following conventions to refer to sections, navigation, and
other information.

Convention Description

Creating a batch Italicized type indicates the name of a section or procedure.

File >> Print or File > The (>>) or (>) symbol indicates a sequence of actions, such as

Print selecting items from a menu or toolbar, or pressing buttons in a
window. This example directs you to go to the File menu and choose
Print.

TAB or ENTER All capital letters indicate a key or a key sequence.

Resources available from the Help menu

The Microsoft Dynamics GP Help menu gives you access to user assistance
resources on your computer, as well as on the Web.

Contents

Opens the Help file for the active Microsoft Dynamics GP component, and displays
the main “contents” topic. To browse a more detailed table of contents, click the
Contents tab above the Help navigation pane. Items in the contents topic and tab
are arranged by module. If the contents for the active component includes an
“Additional Help files” topic, click the links to view separate Help files that
describe additional components.

To find information in Help by using the index or full-text search, click the
appropriate tab above the navigation pane, and type the keyword to find.

To save the link to a topic in the Help, select a topic and then select the Favorites tab.
Click Add.

Index

Opens the Help file for the active Microsoft Dynamics GP component, with the
Index tab active. To find information about a window that’s not currently displayed,
type the name of the window, and click Display.

About this window

Displays overview information about the current window. To view related topics
and descriptions of the fields, buttons, and menus for the window, choose the
appropriate link in the topic. You also can press F1 to display Help about the current
window.

Lookup

Opens a lookup window, if a window that you are viewing has a lookup window.
For example, if the Checkbook Maintenance window is open, you can choose this
item to open the Checkbooks lookup window.

Show Required Fields

Highlights fields that are required to have entries. Required fields must contain
information before you can save the record and close the window. You can change
the font color and style used to highlight required fields. On the Microsoft
Dynamics GP menu, choose User Preferences and then choose Display.
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Printable Manuals

Displays a list of manuals in Adobe Acrobat .pdf format, which you can print or
view.

What's New

Provides information about enhancements that were added to Microsoft Dynamics
GP since the last major release.

Microsoft Dynamics GP Online

Opens a Web page that provides links to a variety of Web-based user assistance
resources. Access to some items requires registration for a paid support plan.

Customer Feedback Options

Provides information about how you can join the Customer Experience
Improvement Program to improve the quality, reliability, and performance of
Microsoft® software and services.

Send us your documentation comments

We welcome comments regarding the usefulness of the Microsoft Dynamics GP
documentation. If you have specific suggestions or find any errors in this manual,
send your comments by e-mail to the following address: bizdoc@microsoft.com.

To send comments about specific topics from within Help, click the Documentation
Feedback link, which is located at the bottom of each Help topic.

Note: By offering any suggestions to Microsoft, you give Microsoft full permission to use
them freely.

U.S. PAYROLL 5
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Setup

This part of the documentation describes how to set up Payroll, department codes,
position codes, and pay codes. It also explains how to set up local and
unemployment tax codes, workers’ compensation codes, and employee classes.

The following information is discussed:

e Chapter 1, “Setting up Payroll,” explains how to use the setup routine provided
with the accounting system to set up Payroll.

e Chapter 2, “Setting up codes,” describes how to set up location, department,
position, supervisor, pay, and shift codes, as well as pay types. Once set up, you
can assign these codes to employee records for identification purposes.

e Chapter 3, “Setting up deductions and benefits,” explains how to set up default
deduction and benefit codes that will be used for setting up employee
deductions and benefits.

e Chapter 4, “Setting up taxes and compensation codes,” describes how to set up
default workers” compensation, local, and unemployment tax cards that will be
used for setting up employee taxes.

e Chapter 5, “Setting up employee classes,” explains how to set up employee
classes according to similar characteristics to help make setting up employee
records easier and save data entry time.




Chapter 1:

Setting up Payroll

During the Payroll setup process, you'll create pay cards, benefit cards, and
deduction cards for each employee and can set up employee classes. Before you
begin setting up Payroll, be sure you've completed the System Setup and General
Ledger setup procedures. For more information about completing these procedures,
refer to Help >> Contents >> select Setting Up the System or the General Ledger
documentation.

When you set up Payroll, you can open each setup window and enter information,
or you can use the Setup Checklist window (Administration >> Setup >> Setup
Checklist) to guide you through the setup process. See your System Setup Guide
(Help >> Contents >> select Setting up the System) for more information about the
Setup Checklist window.

If you're using Human Resources, set up benefit and deduction cards in Human
Resources. Refer to the “Benefit setup” chapter in the Human Resources
documentation.

This information is contained in the following sections:

*  Payment and adjustment numbers in Payroll
e Qvertime in Payroll

¢ Calculating overtime pay

e Employee numbers in Payroll

*  Options for tracking history and employees

®  Payroll setup options for tips

¢ Options for including year-to-date amounts
»  Setting up Payroll default entries

*  Required Payroll posting accounts

*  Setting up Payroll posting accounts

*  Setting up default transaction dimension codes for Analytical Accounting
e Employee onboarding workflow

e Employee personnel maintenance workflow

Payment and adjustment numbers in Payroll

Use the Payroll Setup Options window to enter or change payment and adjustment
numbers.

* A payment number identifies a group of related entries that are posted
collectively as a single computer or manual check.

* An adjustment number identifies a group of adjustments that you make in the
Payroll Manual Check-Adjustment Entry window. You can use payment and
adjustment numbers to trace transactions to the check they originated from in
Payroll. These numbers will appear on reports as part of your audit trail.

* A computer check transaction number identifies a specific transaction entered
in the Payroll Transaction Entry window.

* A manual check transaction number identifies a specific transaction in the
Payroll Manual Check Transaction Entry window.

U.S. PAYROLL 9
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Each time you enter a transaction, the default numbers will increase by one to the
next available number as each number is accepted. You can change the next
numbers, but the default numbers will continue to be displayed for new
transactions.

If you use Microsoft Dynamics GP on a network where more than one person is entering
transactions at the same time, the default number might appear to increase by two or more.

Overtime in Payroll

When you set up Payroll, you can mark Automatic Overtime and make other
selections in the Payroll Setup window to specify how overtime pay should be
calculated.

Automatic overtime is based on the total units for a specific pay code. The overtime
will reduce the hourly pay code and create an overtime pay transaction for the
overtime hours, based upon the transaction that you enter for the hourly pay code,
and what you've set up in the Regular Hours Required field. If you don’t want
overtime calculated automatically, you must manually enter overtime pay
transactions. For more information, refer to Entering Payroll computer check
transactions on page 113.

If your company pays overtime wages and you mark Automatic Overtime in the
Payroll Setup window, you must enter the number of hours an employee must
work in a pay period before overtime will be paid.

For example, you might enter 40 for regular hours required if employees are paid
weekly. Assume you’ve marked Automatic Overtime for a biweekly pay period and
it is based on 40 hours a week. You must enter two hourly pay code transactions for
each employee; each hourly pay code should have a corresponding overtime pay
code.

If you enter a pay record transaction for an hourly employee who worked 35 hours
the first week and 45 hours the next, you must enter 35 hours in the first hourly pay
code transaction and 45 hours in the second hourly pay code transaction. The
employee will then receive 75 hours of hourly pay and 5 hours of overtime pay.

If Automatic Overtime is not marked, you must enter transactions for both hourly
and overtime pay codes—one hourly pay code transaction for 75 hours and one
overtime pay code transaction for 5 overtime hours.

Total Pay / Total Hours = Average Pay Rate x Overtime Factor for the Overtime Pay Rate.

If your business needs require complex overtime calculations, consider using
Overtime Rate Manager, which is included with Payroll Extensions. This module is
part of the Human Resources and Payroll Suite, which can be installed as an
additional product.
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Calculating overtime pay

There are several ways that overtime can be calculated. Two examples are described
in detail here. Refer to online help for additional examples.

Automatic overtime without shifts and without pay rate

changes

The following example shows how overtime will be calculated without shifts and
without pay rate changes, using the following pay codes and pay rates:

¢ HOUR pay code set up with a $10.00 pay rate

e HOUR2 pay code set up with a $12.00 pay rate

*  OT pay code set up to be determined by multiplying the HOUR pay rate by the
overtime pay factor

*  OT2 pay code set up to be determined by multiplying the HOUR2 pay rate by
the overtime pay factor

¢ Payroll Setup has Automatic Overtime at 40 hours

Pay code Hours X | Hourly calculation = | Amount calculation
HOUR 30 X |$10.00 = |$300.00
HOUR 20 X |$10.00 = [$200.00
HOUR2 30 X [$12.00 = |$360.00
HOUR2 15 X [$12.00 = [$180.00

Total gross pay equals $1,040.00.

The total pay per pay code is then divided by the number of hours for that pay code
to determine the average pay rate for all the transactions. Each pay code is treated
individually.

Pay code Total + |Hours = |Average pay rate
pay

HOUR $500.00 + |50 = [$10.00

HOUR2 $540.00 + |45 = |$12.00

The overtime value is determined by multiplying the overtime hours by the
employee’s overtime pay code and then multiplying that by the average pay rate.
Each pay code is treated individually.

Pay code |Hours X | Pay factor | X | Average pay = |Overtime value
rate
oT 10 X |15 X |$10.00 = |$150.00
0T2 5 X |15 X [$12.00 = |$90.00
U.S. PAYROLL 1
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Because we don’t know which pay code should have the hours of overtime
removed, we need to reduce both pay code transactions by the weight each
provides. To do this, the regular pay code hours are multiplied by the overtime
hours and divided by the total regular hours to determine the total number of
overtime hours. Each pay code is treated individually.

Pay code |Regular |X |Overtime |+ |Total regular = | Total overtime
hours hours hours hours

HOUR 30 X |10 + |50 = |6.00

HOUR 20 X |10 + |50 = [4.00

HOUR2 30 X + |45 = [3.33

HOUR2 15 X + |4b = |1.67

Each hourly weight is subtracted from each transaction to determine adjusted
hours. Each pay code is treated individually.

Pay code Regular - |Total overtime hours |= | Adjusted hours
hours

HOUR 30 - |6.00 = [24.00

HOUR 20 - 14.00 = |16.00

HOUR2 30 - 13.33 = |26.67

HOUR2 15 - 1167 = |13.33

The adjusted hours are multiplied by the pay rate to determine the transaction
dollar value. Each pay code is treated individually.

Pay code Adjusted X |Pay rate = | Transaction dollar
hours value

HOUR 24.00 X |$10.00 = [$240.00

HOUR 16.00 X [$10.00 = |$160.00

HOUR2 26.67 X |$12.00 = [$320.04

HOUR2 13.33 X |$12.00 = [$159.96

The transaction dollar values are added to the overtime values to calculate the total

paid to the employee.
Pay code Value Description
oT $150.00 Overtime value
0T2 $90.00 Overtime value
HOUR $240.00 Transaction dollar value
HOUR $160.00 Transaction dollar value
HOUR2 $320.04 Transaction dollar value
HOUR2 $159.96 Transaction dollar value

Gross pay for this employee is $1,120.00.

12 U.S. PAYROLL
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Automatic overtime with shifts and with pay rate changes

The following example shows how overtime will be calculated with shifts and with
a pay rate change, using the following pay codes and pay rates:

¢ HOUR pay code set up with a $10.00 pay rate

* HOUR?2 pay code set up with a $12.00 pay rate that changes to a $14.00 pay rate

¢ OT pay code set up to be determined by multiplying the HOUR pay rate by the
overtime pay factor

*  OT2 pay code set up to be determined by multiplying the HOUR?2 pay rate by
the overtime pay factor

e SHIFT1 pay code set up with a $1.00 pay rate

e SHIFT?2 pay code set up with a $2.00 pay rate

¢ Payroll Setup has Automatic Overtime at 40 hours

Pay code Hours |X |Hourly calculation |= | Amount
calculation
HOUR + SHIFT1 20 X [$10.00 + $1.00 = [$220.00
HOUR + SHIFT1 25 X [$10.00 + $1.00 = |$275.00
HOUR2 + SHIFT2 30 X [$12.00 + $2.00 = [$120.00
HOUR2 + SHIFT2 20 X [$14.00 + $2.00 = [$320.00

Since the total hours on the transactions are 45 hours—>5 hours over the overtime
limit for HOUR—and 50 hours—10 hours over the overtime limit for HOUR2—we
need to calculate overtime. However, we do not know which pay rate the overtime
needs to apply to so we need to take an average of the 2 pay rates. We also need to
add in the Shift pay to the pay rates. Each pay code is treated individually.

The dollar value of each transaction is calculated and the shift value is added to the
dollar value. Each pay code is treated individually.

Pay code Hours |X |[Hourly pay with = |Dollar value
shift code

HOUR 20 X | $11.00 = [$220.00

HOUR 25 X [$11.00 = |$275.00

The total dollar value for the HOUR pay code is $495.00.

Pay code Hours |X |[Hourly pay with = |Dollar value
shift code

HOUR2 30 X |$14.00 = |$420.00

HOUR2 20 X [$16.00 = [$320.00

The total dollar value for the HOUR2 pay code is $740.00.

The total dollar value per pay code is divided by the number of hours for that pay
code to determine the average pay rate. Each pay code is treated individually

Total dollar value + |Hours per pay code = |Average pay rate
$495.00 + |45 = |$11.00
$740.00 + |50 = |$14.80

U.S. PAYROLL 13
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The overtime hours are multiplied by the employee’s overtime pay code and then
multiplied by the average pay code pay rate to determine the overtime pay. Each
pay code is treated individually.

Pay code Hours X |Pay factor X | Average pay |= |Overtime pay
rate

oT 5 X |15 X |$11.00 = [$82.50

012 10 X |15 X |$14.80 = |$222.00

Because we don’t know which pay code should have the hours of overtime
removed we need to reduce both pay code transactions by the weight each
provides. To do this, the regular pay code hours are multiplied by the overtime
hours and divided by the total regular hours to determine the total number of
overtime hours. Each pay code is treated individually.

Pay code Regular | X |Overtime + |Total regular |= |Total
hours hours hours overtime
hours
HOUR 20 X |5 + |45 = |2.22
HOUR 25 X |5 + |45 = [2.78
HOUR2 30 X |10 + |50 = [6.00
HOUR2 20 X |10 + |50 = |4.00

Each hourly weight is subtracted from each transaction to determine adjusted
hours. Each pay code is treated individually

Pay code Regular hours - |Total overtime = | Adjusted hours
hours

HOUR 20 - 222 = [1778

HOUR 25 - 1278 = |22.22

HOUR2 30 - |6 = [24.00

HOUR2 20 - |4 = |16.00

The adjusted hours are multiplied by the pay rate to determine the transaction
dollar value. Each pay code is treated individually.

Pay code Adjusted hours | X |Pay rate = |Transaction dollar
value

HOUR 17.78 X |$11.00 = [$195.58

HOUR 22.22 X |$11.00 = |$244.42

HOUR2 24 X [$14.00 = [$336.00

HOUR2 16 X [$16.00 = [$256.00

14 U.S. PAYROLL




CHAPTER 1 SETTING UP PAYROLL

The transaction dollar values are added to the overtime dollar values to calculate
the total paid to the employee.

Pay code Value Description
oT $82.50 Overtime value
0T2 $222.00 Overtime value
HOUR $195.58 Transaction dollar value
HOUR $244.42 Transaction dollar value
HOUR2 $336.00 Transaction dollar value
HOUR2 $256.00 Transaction dollar value

Gross pay for this employee is $1,336.50.

Employee numbers in Payroll

When you set up Payroll, you can mark Auto Assign Employee ID and specify the
next Employee ID number for each new employee record created for your company.

Each time you add a new employee, the default number will increase by one to the
next available number as each number is accepted.

After an ID has been assigned to an employee it cannot be modified. To change the
employee’s ID, you must inactivate the existing ID record in the Employee
Maintenance window. Then, you must create a new record for the employee. You
also will have to update all year-to-date information manually for the employee’s
new ID.

If you use Microsoft Dynamics GP on a network where more than one person is entering a
new employee record at the same time, the default number might appear to increase by two
or more.

Options for tracking history and employees

When you set up Payroll, you will need to determine how much information you'll
want to track about Payroll transactions, and about your employees.

History-tracking options
You can select options for maintaining historical information for checks,

transactions and account distributions in the Payroll Setup window. You can mark
any or all of the following options, depending upon the needs of your business.

Check history Check history includes a summary of Payroll checks.

Transaction history Transaction history includes pay, deduction, benefit, state
and local tax transaction information.

Account distribution history Account distribution history includes a record
of the distributions that have been posted to posting accounts.

You can maintain Payroll history and view employee financial information for an

unlimited number of years. To view past-year information, you can print a history
report or view check or transaction information using the inquiry windows.

U.S. PAYROLL 15
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For more information, refer to Specifying a Payroll report option on page 159, Viewing
historical paycheck information by codes on page 147, and Viewing historical pay code

information on page 147.

Since historical information will consume space on your hard disk, you can clear
historical information after it’s no longer needed. Refer to Removing Payroll history
on page 173, Removing year-end information on page 176, Removing distribution
information on page 176, and Removing journal history on page 177 for more
information. However, clearing history might affect your ability to reprint posting
journals. Also, to void posted checks, you must keep both check and transaction
detail history.

Employee tracking options

You will use the Payroll Setup Options window to select options for tracking an
employee’s days and weeks worked, edit financial fields throughout the Payroll
system, and edit pay rates used in transactions.

Track Days Worked To track the number of days each employee worked for
each pay code, you must enter the number of days worked during the salary pay
period for each transaction you enter during a pay run.

Track Weeks Worked To track the number of weeks each employee worked for
each pay code, you must enter the number of weeks worked for each transaction
and the number of weeks worked by salaried employees during a pay run. When
you enter this information in the Build Payroll Checks window, the days and weeks
worked are rolled down to all automatic pay types. This information will be printed
on state unemployment reports.

Edit Financial Fields You can edit an employee’s financial information, such as
employee summary information. Typically, this option shouldn’t be marked, to
ensure that changes aren’t made inadvertently. If you need to make changes, it’s a
good idea to mark the option, make the changes, then unmark the option again after
the changes have been made. This will prevent someone from making changes that
weren’t meant to be made.

Display Rate on Trx Mark this option to edit pay rates in the Payroll
Transaction Entry window for the following pay types:

¢ Hourly

* Piecework

* Overtime, double time, vacation, sick or holiday pay types that are based on
hourly or piecework pay types

However, the following pay types or pay types based on these cannot be edited in
the Payroll Transaction Entry window:

Salary

Commission

Business Expense

Pension

Earned Income Credit (EIC)

Other

Overtime, double time, vacation, sick or holiday pay types that are based on

salary pay types
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Payroll setup options for tips

Some of the tasks you’'ll need to do to take advantage of tips wage tracking involve
setting up various options and codes. Be sure you complete the following in the
Payroll Setup Options window:

e Mark the Calculate Tip Allocation option.

e Verity the Tip Allocation Rate. Check IRS regulations for the current rate if you
are unsure of what it should be.

Payroll uses the gross receipts method to calculate the tip allocation. When setting up
charged and reported tips, be sure the Tips Received field is set up correctly, as it is used to
determine the allocated tip amount.

Options for including year-to-date amounts

You can select options for including codes with year-to-date amounts on the check
stub or earnings statements in the Payroll Setup Options window. Marking any of
the following options from this window will allow you to reconcile Gross year-to-
date Amounts against the check stub or earnings statements, even if the selected
options are not included in the check run:

e Pay Codes
¢ Deductions
¢ Benefits

e State Taxes
¢ Local Taxes

Setting up Payroll default entries

Use the Payroll Setup window to set up default entries that appear throughout
Payroll. Payroll history options and employee tracking options that you select can
help increase your data entry time and can make compiling historical records easier
for you.

To set up Payroll default entries:

1. Open the Payroll Setup window.
(HR & Payroll >> Setup >> Payroll >> Payroll)

B payroll Setup Elg‘@
Eile  Edt Tools  Help sa Fabrikam, Inc. 4j12j2009
Automatic Dwertime Buta Assign Emplopee 10}

Regular Hours Reguired 80.00 Mest Emplaves D 0000000000000
Last Date Posted
FUTA i
SUTA i
‘workers' Comp i
Maintain History Defaults
Check Computer PavROLL )
Transaction Manual PAYROLL I
Account Distribution Check Format: | Stub on Top - Continuous hd
COBFA Subsidy Benefit Code =1
Last YearEnd Update 11/14/2008 [ Multiuser ] [ Options ] [ Classes ]
@ K Cancel
Y
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Enter overtime information and passwords for vacation and sick time available,
if necessary. You will need to enter a password when you create a transaction
for more vacation or sick time hours than the employee has available. Refer to
Quertime in Payroll on page 10 for more information about setting up overtime
options.

If you're using Human Resources and have marked Human Resources as the
accrue type in the Attendance Setup window, the vacation and sick time fields
will not be available. Refer to the “Attendance setup” chapter in the Human
Resources documentation for more information.

Assign the Next Employee ID for new employee records, if necessary. Refer to
LEmployee numbers in Payroll on page 15 for more information on auto-assigning
employee IDs in Payroll.

Mark the options to maintain historical information for checks, transactions,
and account distributions, as needed. If you don’t mark any options, you won’t
be able to print period-end reports or view employee financial information in
summary and inquiry windows.

Enter the last date posted information and enter or select the checkbook from
which computer and manual paychecks typically will be issued.

Select a check format.
If your organization has multiple payroll clerks who complete separate pay

runs for each department or business unit, choose Multiuser to open the
Multiuser Payroll Setup window.

™ Multiuser Payroll Setup Qlﬁ‘g‘

3

file Edt Tools Help 4/12/2009

Max Calculation it Time 2| fin minutes)
Calculation Retiy Interval 5

(in seconds]

Specify how concurrent payroll processing tasks are queued.

Certain tasks, such as calculating payroll checks, printing checks, and printing
direct deposit earning statements can only be performed by one user at a time.
If another user tries to perform one of these tasks at the same time, you can
specify how long that user’s processing request will wait in the queue, and how
often the processing request will be retried.

Choose OK in the Payroll Multiuser Setup window to save your changes.
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10. Choose Options to open the Payroll Setup Options window and enter

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

additional Payroll default entries.

mpayroll Setup Options Eﬂilgl

Fle Edt  Took  Help

Mext Transaction Mumber

Payment
Adjustment
Computer Cheque
tanual Cheque

739

sa Fabrikam, Ltd. 4/12[2017
UserDefined 1 Last Rev. Date

UserDafined 2 Spouse

Options
[] Enable Fiscal Year Tracking

Track Daps Worked
Track Weeks Worked
[] Edit Financial Fields

[] Display Pay Rate on Tre
[ Calculate Tip Allocation

Decimal Places

Pay Rate: 2 B
Deductions: 2 v
Benefits: 2 hd

Include Codes with TTD Amaunts on Cheques

[ Pay Codes [ Bensfits
[ Deductions [] State Taxes

[] Local Tares

SO @

Enter the next transaction numbers and select the number of decimal places for
pay rates, deductions, and benefits.

Enter user-defined field prompts for tracking additional employee information
that might be specific to your company.

Mark Enable Fiscal Year Tracking to track employee payroll information by
fiscal year, as well as by calendar year.

If you enable fiscal year tracking during the year, it is a good idea to reconcile your fiscal
year employee information to help ensure that your historical data is summarized
correctly. For more information, see Reconciling employee records on page 165.

Mark Track Days Worked to track the number of days an employee’s work was
assigned to each pay code.

Depending upon the calculation method used by your state, this information might be
needed to calculate workers’ compensation tax.

Mark Track Weeks Worked to track the number of weeks each employee
worked for each pay code.

Mark Edit Financial Fields to edit employee summary information throughout
the system.

Mark Display Pay Rate on Trx to display and edit employee pay rates when you
enter transactions.

Mark Calculate Tip Allocation and verify the Tip Allocation Rate if you track
tips wages for your employees.

Mark an option if you want all of its codes with year-to-date amounts to be
included in the check stub or earning statement.

Choose OK in the Payroll Setup Options window to save your changes.

Choose File >> Print to print a Payroll Options Report to verify your
information.

U.S. PAYROLL 19



PART 1

20

u.

S.

SETUP

PAYROLL

(S
~

Although you can create employee classes at this time by choosing Classes to open the
Employee Class Setup window, it’s a good idea to wait until you ve set up codes. For
more information, refer to Chapter 2, “Setting up codes,” and Creating an employee
class on page 63.

Required Payroll posting accounts

Payroll has several posting accounts that are required and are used only for Payroll
transactions. They are:

Gross Pay This account type is an expense account that can be entered for all
employees’ salaries.

Federal Tax Withholding This account type is a liability account. Transactions
will be posted to it for the following tax withholding codes:

EFIC/M (Employer FICA /Medicare Tax)
EFIC/S (Employer FICA /Social Security Tax)
FED (Federal Tax Withholding)

FICA /M (FICA /Medicare Tax Withholding)
FICA/S (FICA /Social Security Tax Withholding)

State Tax Withholding This account type is a liability account that can be
entered for state tax codes.

Local Tax Withholding This account type is a liability account that can be
entered for local tax codes.

Deduction Withholding This account type is a liability account that can be
entered for deduction codes.

Employer’s Tax Expense This account type is an expense account. Transactions
will be posted to it for the following tax expense codes:

FIC/ME (FICA /Medicare Tax Expense)
FIC/SE (FICA /Social Security Tax Expense)
FUTA (FUTA Tax Expense)

SUTA (SUTA Tax Expense)

Benefits Expense This account type is an expense account that can be entered
for benefit codes.

Benefits Payable This account type is a liability account that can be entered for
benefit codes.

Taxable Benefits Expense This account type is an expense account that can be
entered for taxable benefit codes.

Taxable Benefits Payable This account type is a liability account that can be
entered for taxable benefit codes.

SUTA Payable This account type is a liability account that can be entered for
state unemployment tax liability.

FUTA Payable This account type is a liability account that will allow only FUTA
to be entered for federal unemployment tax liability.
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Workers’ Compensation Tax Expense This account type is an expense
account that can be entered for state codes to record workers” compensation
expense.

Workers’ Compensation Tax Payable This account type is a liability account
that can be entered for state codes to record workers” compensation liability.

It's a good idea to set up default information using the Payroll Setup window before
setting up posting accounts. If you haven’t set up default information yet, refer to
Setting up Payroll default entries on page 17 for more information about using the
Payroll Setup window.

The following table shows the posting accounts required in Payroll and the
departments, positions, and codes associated with each.

Payroll account type Dept. Position Code
Gross Pay (DR) ALL ALL ALL
Federal Tax Withholding (CR) ALL ALL EFIC/M
ALL ALL EFIC/S
ALL ALL FED
ALL ALL FICA/M
ALL ALL FICA/S
State Tax Withholding (CR) ALL ALL ALL
Local Tax Withholding (CR) ALL ALL ALL
Deduction Withholding (CR) ALL ALL ALL
Employer’s Tax Expense ALL ALL FIC/ME
ALL ALL FIC/SE
ALL ALL SUTA
ALL ALL FUTA
Benefit Expense (DR) ALL ALL ALL
Benefit Payable (CR) ALL ALL ALL
Taxable Benefit Expense (DR) ALL ALL ALL
Taxable Benefit Payable (DR) ALL ALL ALL
SUTA Payable (CR) ALL ALL ALL
FUTA Payable (CR) ALL ALL FUTA
Workers’ Comp. Tax Exp. (DR) ALL ALL ALL
Workers’ Comp. Tax Pay (CR) ALL ALL ALL

Setting up Payroll posting accounts

Use the Payroll Posting Accounts Setup window to set up Payroll posting accounts.
Payroll posting accounts are used to track gross pay, taxes withheld, tax expenses,
and various benefit and deduction accounts. Transactions posted to these accounts
will appear on the Payroll Check Posting Register.

You must set up departments and positions before setting up Payroll posting
accounts. Refer to Setting up department codes on page 26 and Setting up position codes
on page 27 for more information.

Before you set up posting accounts, be sure to set the account format using the Account
Format Setup window. For more information, refer to Help >> Contents >> select Setting
Up the System. You also should have completed Setting up Payroll default entries on
page 17.
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To set up Payroll posting accounts:

1. Open the Payroll Posting Accounts Setup window.
(Administration >> Setup >> Posting >> Payroll Accounts)

m Payroll Posting Accounts Setup EME\@
Eile  Edit Tools  Addtional Help sa Fabrikam, Inc. 4j12j2017
Payrall Account Type: Gross Pay (DR -

Department (2 Pasition (]| Code (| ccount s R
Description ¥
ALL ALL ALL ooo-1100-00 ~
ALL ALL ALL ooo-1100-00

~
500

2. Select an account type and position for the employee’s Payroll code.

When you select an account type, existing accounts, and an account description
for the account type chosen, will be displayed in the scrolling window. You can
either accept the default entry for all departments and positions, or you can
post with more detail to General Ledger if you enter departments and positions.
You also can enter a department and position for the employees’ pay code
transactions when you enter transactions.

The Code lookup window displays codes for the selected posting account type. For
example, if you selected Gross Pay for the Payroll account type, the window displays
pay codes.

3. Enter or select the posting account that transactions with the selected account
type should be posted to.

4. Repeat steps 2 and 3 for all posting accounts.
5. Choose Save to save the posting accounts.

6. Choose File >> Print to print a Posting Accounts List to verify your information.

Setting up default transaction dimension codes for
Analytical Accounting

Use the Analytical Payroll Default Dimensions window to set up default transaction
dimension codes. This feature lets you link transaction dimension codes to ledger
transactions in U.S. Payroll, which makes classifying, reporting, and analyzing
transactions easier and more powerful. For more information on transaction
dimensions and transaction dimension codes, see the Analytical Accounting
documentation.

Before you can complete the procedure in this section, you must define the Payroll
pay codes, benefits, deductions, and so on that you plan to use with Analytical
Accounting. Also, you must install, activate, and set up Analytical Accounting, and
create Analytical Accounting dimension codes and account classes. For more
information, see the Analytical Accounting documentation.
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To set up default transaction dimension codes for
Analytical Accounting
1. Open the Analytical Payroll Default Dimensions window.

(Administration >> Setup >> Posting >> Payroll Accounts >> Analytical

Accounting button)

m Analytical Payroll Default Dime nsions Qli‘@

Fle Edt Todls Help <& Fabrikam, Inc. 04/12/2017
Fayioll Posting T ype: Gross Pay [DR) v

Employes D (3 Depatment 4 Position 4 Code (3 Alias (3 Percentage | &
Mame ¥
ALL ACTG1 PEN ALIAS B 100.00% »
ALL ALL ALL ALL GRANT 22.68%
ALL ALL ALL ALL PROGRAMMES 42.53%
ALL ALL ALL ALL ALIAS & 18.27%
ALL ALL ALL ALL ALIAS C 16.62%
ALL ALL ALL VACH PROGRAMMES 59.99%
ALL ALL ALL VACH ALIAS D A0.01%
ALL ALL HR2 SICK-H ALIAS B 50.00%
ALL ALL HRZ SICK-H ALIAS C 50007
ALL HR HR2 EIC-Bw ALIAS D 0.00%
ALL SALES SALEST BUSE GRANT 10.56%
ALL SALES SALEST BUSE PROGRAMMES 18.95% &
S0

2. Select a payroll posting type.

When you select a payroll posting type, the default entries that you defined
when you set up Payroll are automatically entered in the scrolling window.

- The Code lookup window displays codes for the selected payroll posting type. For
- @ - example, if you selected Gross Pay for the Payroll account type, the window displays
pay codes.
3. Enter or select, as necessary, new entries for Employee ID, Department,
Position, Code, or Percent.
2P The alias that links Analytical Accounting to U.S. Payroll is a combination of the

Payroll Posting Type, Employee ID, Department, Position, and Code. Accordingly, the
same combination of those fields can exist only once. For the same reason, the Percent

cannot total more than 100% for records with the same combination of those fields.

4. Choose the Print button to print the Analytical Payroll Default Dimensions

report to verify your information.

5. Choose OK to save your changes and exit the window.

Employee onboarding workflow

If your company uses the Workflow feature among its business controls, new

employee records might have to be approved before the employee can be included

in a pay run. The rules for onboarding employees can be defined to fit your
organization’s needs. Multiple approvers or multiple workflow steps might be

required. When an employee record is submitted, approvers or others who need to

complete the steps specified for the employee onboarding process can be notified
and they can complete those steps using Mlcrosoft Office Outlook®, Microsoft

Dynamics GP, or Microsoft Office SharePoint® Server 2007 or Mlcrosoft SharePoint
Server 2010. When the employee onboarding workflow is complete, the employee

can be included in pay runs.

U.S. PAYROLL
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To set up an employee onboarding workflow, you can open the Workflow web site
from the Payroll Setup window. For more information about Workflow, see the
System Setup Guide (Help >> Printable Manuals >> select System >> select System
Setup Guide) or the Workflow Administrator’s Guide (Help >> Printable Manuals
>> select System >> select Workflow Administrator’s Guide).

Employee personnel maintenance workflow

If your company uses the Workflow feature among its business controls, changes to
employee personnel records might have to be approved before the changes can take
effect. The rules for changing employee records can be defined to fit your
organization’s needs. Multiple approvers or multiple workflow steps might be
required. When a change to an employee record is submitted, approvers or others
who need to complete the steps specified for the employee onboarding process can
be notified and they can complete those steps using Microsoft Office Outlook,
Microsoft Dynamics GP, or Microsoft Office SharePoint Server 2007 or Microsoft
SharePoint Server 2010.

To set up an employee personnel maintenance workflow, you can open the
Workflow web site from the Payroll Setup window. For more information about
Workflow, see the System Setup Guide (Help >> Printable Manuals >> select
System >> select System Setup Guide) or the Workflow Administrator’s Guide
(Help >> Printable Manuals >> select System >> select Workflow Administrator’s
Guide).
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Chapter 2: Setting up codes

You can set up location codes, department codes, position codes, and pay codes to
which you can assign employees for identification purposes.

This information is contained in the following sections:

*  Setting up location codes

*  Setting up department codes

®  Setting up position codes

®  Setting up supervisor codes

e Payroll pay codes and types

e Setting up pay codes

e Setting up pay codes for tips

*  Setting up shift codes

*  Setting up secondary status codes

Setting up location codes

Use the Company Addresses Setup window to set up a location code, which
includes an address, phone numbers, and a contact person for each location. If your
company has multiple sites, you can track which employees are working from
which sites by setting up location IDs.

To set up location codes:

1. Open the Company Addresses Setup window.
(HR & Payroll >> Setup >> Payroll >> Location)

Il Company Addresses Setup by
I save | & Clear | ¥ Delste =5
Address 1D | 0 28

Narme

Contact

Address

City

State

ZIP Code

County

Couriry Code 2
Country

Phane 1 (000) 0000000 Ext. 000D

Phone 2 (000) 0000000 Ext. 0000

Phone 2 (000) 000-0000° Ext. D000

Fax (000) 000-0000° Ext. D000

44 b Lr @

Enter an identification and name for the company’s location.

Enter contact, address, and phone information.

Choose Address ID Internet to enter or view Internet information for this

address.

Choose Save.
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Setting up department codes

Use the Department Setup window to enter and maintain department codes and
descriptions. Department codes help you track employee cards by providing a list
of all the departments and their descriptions within your company. The following
are some examples of department codes you might use:

ACTG - Accounting

SALS - Sales

PROG - Programming
MKTG - Marketing
COMM - Communications
RSDV - Research/ Development
SSUP - Sales/Support
DPT1 - Department 1
CONT - Contract Work
SRVC - Service Work
FDWK - Field Work

entries on page 17. To ensure reports are printed in the correct order, each department code
should have the same number of characters. The characters are sorted from left to right, and
numbers take priority over letters.

~ @, Before setting up department codes, you should have completed Setting up Payroll default

To set up department codes:

1. Open the Department Setup window.
(HR & Payroll >> Setup >> Payroll >> Department)

Bl Department Seiup g\ﬁ\g‘
I save | & Clear | ¥ Delste 5
Department Code ]
Deescription

Extra Figlds
44 » ] [byCode v & )

2. Enter the code and description for a department.

3. Choose Save to store the code. Continue entering codes for all your
departments.

4. Choose File >> Print to print a Department Codes List to verify your
information.
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Setting up position codes

Use the Position Setup window to set up a position code. A position is a defined
role within a company. Positions can be used to track employee cards by providing
a list of all positions and their descriptions for your company. The following are
some examples of position codes you might use:

ACT - Accounting

CEO - Chief Executive Officer
BUY - Buyer

MEFG - Machinist First Grade
GMR - Group Manager

LBR - Laborer

CPR - Computer Programmer
JB1-Job 1

PLM - Plumber

ELE - Electrician

If you're using Human Resources, you can link training courses and specify which
skill sets, if any, are required for a position. You also can link pay codes and
Americans with Disabilities Act (ADA) physical requirements to a position code. If
your company uses salary matrices, you can link the low, middle and high salaries
for each position to a position code. You also can add information using extra fields.

To set up position codes:

1.

2.

Open the Position Setup window.
(HR & Payroll >> Setup >> Payroll >> Position)

=

| save | & Clea | X Delete
Pasition Code | n]

Desciiption

EEQ Class: - Linked Pay Codes

FLS& Status: =

Reparts To Position Q
Review Type 5]
Default Skil Set =
Fosiion Description ]

~

AD8

2
Last Changed By: Exlra Fields
4 4 b bl| |byCode ~ ir @

Enter a code that identifies the position and a description. Choose the notes icon
button to add additional comments.

These fields are available if you're using Human Resources. For more
information, see your Human Resources documentation.

EEO Class Select an Equal Employment Opportunity (EEO) class
FLSA Status Select a Fair Labor Standards Act (FLSA) status.
Reports to Position Enter or select a position the individuals in the

position report to.
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3.

4.

Review Type Enter or select the review type to be used for employees in this
position.

Default Skill Set Enter or select a required skill set.
Position Description Enter a description of the position.

Choose the paperclip icon button to open the OLE (Object Linking and Embedding)
container and store a position description file.

These buttons are available if you're using Human Resources. For more
information, see your Human Resources documentation.

Linked Pay Codes Opens the Position\Pay Code Setup window to link pay
codes and salary ranges to this position code.

ADA Opens the ADA Physical Requirements window to add an ADA
requirements record.

Training Opens the Courses Available to Link window to link courses to a
position code.

Extra Fields Opens the Position Extra Fields window to set up extra fields
for a position code.

Choose Save. Continue entering codes for all positions.

Choose File >> Print to print a Position Codes List to verify your information.

Setting up supervisor codes

Use the Supervisor Setup window to enter and maintain supervisor codes and
descriptions. You can set up a supervisor record and assign an employee record to
the position.

To set up supervisor codes:

1.

Open the Supervisor Setup window.
(HR & Payroll >> Setup >> Payroll >> Supervisor)

il Supervisor Setup Qlﬁl@
Id Save | & Cea | ¥ Dekete =)
Supervisor Code | 200
Deseription
Employes (D =

Mame

14 4 » M| |bySupervisorCode w0 {r @

Enter the code and description of the supervisor.

Enter or select the employee ID of the employee that holds this supervisor
position.
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4. Choose Save to store the code. Continue entering codes for all supervisors.

5. Choose File >> Print to print a Supervisor Codes List to verify your
information.

Payroll pay codes and types

With Payroll you can set up different company pay codes to be the basis of
employee pay codes and to apply changes to employee pay codes. You also can
assign company pay codes to employee classes.

When you define a pay code, you can assign pay types to it. The pay types you
assign to a pay code will depend on how you're using a specific pay code. For
example, if you define a pay code SLRY for salaried employees, you probably
wouldn’t include the overtime or double time pay types in that pay code.

Available pay types include:
Hourly Hourly pay type will be used for employees who are paid by the hour.

Salary Salary pay type will be used for employees who are paid a specific pay
amount each pay period. With this pay type, the pay per period is automatically
calculated. If you select this pay type, you also can enter the amount to be paid for
an advance pay run. An advance pay run is a way to pay salaried employees an
advance on their regular salary pay. The advanced amount will be subtracted from
the employees’ net pay in the next salary pay run.

Piecework Piecework pay type will be used for employees who are paid a
certain amount per unit made or completed.

Commission Commission pay type will be used for employees who earn their
wages according to what and how much they sell. You can enter the maximum
earnings per pay period, and you also can enter the amount to be paid for an
advance pay run. An advance pay run is a way to pay commissioned employees an
advance on their commission pay. The advanced amount will be subtracted from
the employees’ net pay in the next commission pay run.

Business Expense Business Expense pay type will be used to track the records
of employees who are reimbursed for mileage and travel expenses. You can include
the pay in the gross wages amount that will be reported on the W-2 statement.

If you mark Report as Wages, the pay will be included in gross wages on the W-2
statement and will be treated as a nonaccountable plan. If you don’t mark this
option, the pay won’t be included in gross wages on the W-2 statement and will be
treated as an accountable plan.

Nonaccountable plans are reported as wages on the W-2 statement and are subject
to taxes. Accountable plans aren’t subject to taxes and aren’t reported on the W-2
statement.

If you pay a per diem or mileage allowance and expenses exceed the Internal
Revenue Service guidelines, you must tax the excess amount and report it as wages
on the W-2 statement; the non-taxable portion must be reported in box 13. For more
information, refer to the W-2 instructions supplied by the IRS.
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Overtime Overtime pay type will be used for employees who receive pay for
working more than the assigned number of hours and are paid at a different pay
rate for the additional hours.

Double Time Double Time pay type will be used for employees who qualify for
Double Time pay, normally paid at twice the rate of the Based on Pay Code rate.

Vacation Vacation pay type will be used for employees who receive pay while on
vacation.

Sick Sick pay type will be used for employees who receive pay while they're sick.

Holiday Holiday pay type will be used for employees who receive paid time off
during holidays.

Pension Pension pay type will be used for employees who are retired and receive
pension pay from the company:.

Other Other pay types can be used to classify additional types of pay. Some
examples of other pay types are jury duty, bonus pay, long-term disability, and
short-term disability.

Earned Income Credit Select Earned Income Credit if the pay code will be used
for employees who qualify for earned income credit and have filed a W-5 form.

Charged Tips Select Charged Tips if the pay code will be used for employees
who receive tips from customers through a charge card or check. This amount will
be included in the amount paid to employees.

Reported Tips Select Reported Tips if the pay code will be used for employees
who receive tips (cash) from customers that they report to the employer. This
amount will not be included in the amount paid to the employee, but will be used to
determine taxes on the reported tips.

Minimum Wage Balance Select Minimum Wage Balance if the pay type will be
used for employees who must earn a specified minimum hourly amount. This is
available only for Charged Tip and Reported Tip pay types.

Setting up pay codes

Use the Pay Code Setup window to enter and maintain company pay codes. These
codes are used as default entries when setting up employee pay codes, can be used
to apply changes to employee pay codes, and also can be included in employee
classes. You can enter your own identifying pay codes and a description for each
type of pay. You also can assign pay types to pay codes. For example, you might
assign an hourly pay type to the HOUR pay code. You can set up as many pay codes
for each pay type as you need for your business.

Changes made to a pay code can be reflected in any pay codes that are based on it,
causing the dependent codes, including overtime and double time codes, to
recalculate their pay rates. Overtime and double time pay rates are also affected by
changes made to the pay factor.

If you're using Human Resources, changes made to pay rate values in the Pay Code
Setup window are not applied to employee pay records that are assigned to a pay
step. If you want to make pay rate adjustments and you have pay rates assigned to
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pay steps, you must first use the Employee/Pay Step Table Assignment window to
remove the pay step assignments. Refer to the Human Resources documentation for
more information about pay steps.

The following are some examples of pay codes you might use:

e HOUR - Hourly

e SALY - Salary

e VACN - Vacation

e SICK - Sick time

e PCWK - Piecework

e COMM - Commission
e OVER - Overtime

To set up pay codes:

1. Open the Pay Code Setup window.
(HR & Payroll >> Setup >> Payroll >> Pay Code)

B Pay Code Setup @lg\g‘
Ele  Edit Tools  Help sa Fabrikam, Inc. 4j12j2017
H save | & Clea | ¥ Delete =]
Pay Code ERAT a0 ] Inactive
Description Expense Account
Subject To Taxes
Pay Type Business Expense
ple B Federal O Local
FICA 5o Sec FUTA
v v
Py Rt w00 FICA Medicare SUTA
State
Pay Period Semimonthly - Flat Tax Rates
Pay per Period $000 Federal
[] Data Entry Defaul: State
Shift Code ™ a QegztAsWages = -
taximum per Period $0.00 £ B0k
W2 Label
4 4 » pl |byCods hd )

2. Enter a pay code and description.
3. Select a pay type.

4. If you're setting up an overtime, double time, vacation, sick time, or holiday

pay code, select the Based On Pay Code the pay type is based on. For example,
if you're setting up an overtime pay code for an employee with an hourly pay
type, you must base the overtime pay type on the employee’s hourly pay, or the
wages won't be calculated accurately. Enter the code for a specific hourly, salary
or piecework pay code that you're basing the overtime, vacation, sick, or
holiday pay type on. If the pay type is overtime or double time, the based on
pay rate appears next to the Based On Pay Code field.

When setting up pay codes, select vacation or sick as pay types for vacation and sick
time. This ensures that when you enter transactions, they will automatically reduce the
available amount of vacation and sick time.
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10.

11.

12.

13.

14.

If your pay type is overtime or double time, you also can specify a pay factor
that is multiplied with the pay code’s pay rate to determine the overtime or
double time pay rate. If the pay factor is selected, the overtime or double time
pay rate is automatically recalculated every time the pay factor is changed. The
pay factor information is saved with the pay code. When the pay rate is
changed for a pay code on which overtime or double time is based, the
overtime or double time pay rate is automatically recalculated by multiplying
the pay rate of the based-on pay code by the pay factor.

If your business needs require complex overtime calculations, consider using Overtime
Rate Manager, which is included with Payroll Extensions. This module is part of the
Human Resources and Payroll Suite, which can be installed as an additional product.

Enter the pay rate for the amount of pay.

¢ If Earned Income Credit is the pay type, leave the Pay Rate field blank to
use the EIC tables supplied with Payroll to calculate the EIC payment.

* Enter the name of the unit of work in the Unit of Pay field if the pay type is
Piecework. This unit name will be printed on Payroll reports.

o If the pay type is Salary or is based upon a salary pay type, select the unit of
pay from the list of pay periods.

¢ If the pay type is Charged Tips or Reported Tips, the Unit of Pay label
changes to Tips Received. Select Directly or Indirectly.

Select the pay period for the wages and mark Data Entry Default to
automatically use the information in this window when you create a transaction
for the pay code during a pay run.

Enter or select a shift code to assign to the pay code. For more information, refer
to Setting up shift codes on page 35.

Mark the taxes the pay is subject to.

If you selected a commission or business expense pay type, enter the maximum
amount per pay period.

If you selected a salary or commission pay type, enter an amount to pay in
advance if the employee is to receive an advance.

Enter the federal and state tax rate for the pay if the pay type is subject to
federal or state taxes, and should be calculated at a flat rate. For example, bonus
pay can be taxed at a 20.00 percent flat rate. You can leave these fields blank to
use the tax calculations from the federal and state tax tables instead of a flat tax
rate.

Mark Vacation and Sick Time to accrue vacation and/or sick time on this pay
code.

If you're using Human Resources and have marked Human Resources as the
accrue type in the Attendance Setup window, these fields will not be available.

Refer to the Human Resources documentation for more information.

Enter W-2 information.
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If the amount of the business expense should be included with gross wages on
the W-2 statement, mark Report as Wages. If the business expense should also
be printed in a special box on the W-2 statement, enter the number of the box in
the W-2 Box field. Then enter a label, if required, to be printed in the box on the
W-2 statement.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate
box number and label. You can specify as many as four locations.

The Report as Wages field is available only for the Business Expense pay type. You can
skip this step if the pay type isn't a business expense.

. Choose Save to store the pay code.

Choose File >> Print to print a Company Pay Codes List to verify your
information.

Setting up pay codes for tips

Use the Pay Code Setup window to set up pay codes for Charged Tips, Reported

Tips, and Minimum Wage Balance, in addition to your regular hourly pay code. The
following table shows possible pay codes and descriptions:

Pay code Description

CTIPS Charged tips

RTIPS Reported tips

MINWG Minimum wage balances
HR-W Hourly weekly

Refer to Setting up pay codes on page 30 for more information.

Suppose an employee has the four pay codes listed above—hourly weekly,
minimum wage balance, charged tips, and reported tips. The first pay code would

be the normal hourly pay rate and weekly pay period, as shown in the following

Employee Pay Code Maintenance window.

Il Employee Pay Code Maintenance Qlﬁ‘g‘
B save | & Clea | ¥ Deke
Emplovee ID ACKEDODT = O e
Name Ackerman, Pilar
Pay Code 4 HOUR by
Description Hourly Pay Code Pay Type Hourly
Pay Rate $4.13
Unit of Pay Hourly St Code ]
Pay Period Weekly v SUTA State L 64
Pay per Period $0.00 Workers' Comp Code 1L CO1 ]
[] DataEntry Default
[ Fiimary Pay Code
Subject To Tares
Federal State FUTA
FICA Soc Sec [ Local SUTA
FICA Medicare
Flat Tax Rates
Federal 0.00%
S 0.00% Human Besources ] [ Summary l [ History l
4 4 b bl byEmplopesin v @
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The setup information shows that the employee’s minimum wage should be $2.13

per hour. Because her wages are derived primarily from tips, she also needs a
charged tips and reported tips pay code.

The charged tips pay code is used to report tips included in charge cards or checks,
not cash paid directly to the employee. Generally, these are paid to the employee in
the paycheck on a regularly scheduled basis, in this case, weekly. The following is
an example of how you could set up the charged tips pay code.

I Employee Pay Code Mainienance |Z||§|g|
K Save | #& (Cea | ¥ Delets |
Emplovee 1D | ackeanot ) O dnaiive:
Mame Ackerman, Pilar
Pay Code 4|cTiPs v
Desciption Charged tips 4 directly weekly | PayType  [Charged Tips
Tips Received Dirzctly v
Pay Period weekly v SUTA State L el
Pay per Period $0.00 Wwéorkers' Comp Code ILw/COT 5]
[] DataEntry Default
[ Primary Pay Code
[ Subject To Taxes -]
Federal State FUTA
I R —
[¥] FICA Medicare
[ Flat Tax Rates
Federal DD/
it DDU/ [ Hurnan Resources ] l Summary ] l Histary ]
14 4 v »| [yEmployeeiD ] @

Reported tips are tips the employee receives from patrons in cash. Employees need
to report this amount to employers on a regular basis so that a transaction can be
entered for these tips. Taxes are calculated on the tips wages, and reported on the
employee’s W-2, but not withheld from the employee’s paycheck. So, the employee

also needs a pay code for reported tips, as shown in the following Employee Pay
Code Maintenance window.

B Employee Pay Code Maintenance |'L||E|E|
Kl Save & Clear | X Delete |
Emplopee 1D [ackeooor [
Mame Ackeman, Pilar
PavCade 4|RTIPS v
Description Repoted fips | Pay Tupe Reported Tips
Tips Received Diectly v
Pap Period wieekly v SUTA Stats IL 5]
Fay per Period $0.00 Wworkers' Comp Code ILwC Q)
[] Data Entry Default
[ Primary Pay Cade
- Subject To Taxes —_—
Federal State FUTA
Do Fe om0
[¥] FIC4 Medicare
 Flat Tax Rates
Federal DD/
E4
Elats UUU Human Fesouces | [ Summay | [ Hisoy |
144 v v| [yEmplopeeiD v @
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The employee also is guaranteed a minimum hourly wage, so she needs a minimum
wage balance pay code in addition to the three pay codes already assigned to her.

The following is an example of how you could set up the minimum wage balance
pay code.

| Employee Pay Code Maintenance EHE|E|
I Save | & Clear | ¥ Dekete
Employse D ACKEDOD1 SR [ dnachive:
Name Ackerman, Pilar
Pay Code A | MINWEG P i
Description min wage balance weekly Pay Type Minimum ' age Balance
Pay Rate 3575
Unit of Pay Hourly
Pay Periad ‘wieekly A SUTé State L el
Pay per Period $0.00 Wéorkers' Comp Code LW ey
[ Data Enty Detfault
[ Primary Pay Code
Subject To Taxes
Federal State FUTA
FICA Soc Sec Local SUTA
FICA Medicare
Flat Tax Rates
Federal 0.00%
%
£t oo Humen Resources | [ Summery | [ Hisgy |
M4 F M byEmploeslD v @

Setting up shift codes

Use the Shift Code Setup window to set up a shift code. You can enter a shift
premium as an amount or percentage.

To set up shift codes:

1.

4.

5.

Open the Shift Code Setup window.
(HR & Payroll >> Setup >> Payroll >> Shift Code)

I Shift Code Setup =3
I save | & Clar | X Delete =]

Shift Cade 1] [ Inactive

Desciiption
Shift Premium

@ Amount O Percent Amount s0.00

4 4 » ¥ |byCode w i@

Enter a code that identifies the shift code and a description.

If the employees assigned to the shift code are eligible for additional pay for
working this shift, mark Amount or Percent for the shift premium, and enter
the shift amount or percent.

Choose Save.

Choose File >> Print to print a Shift Codes List to verify your information.

Setting up secondary status codes

Use the Secondary Status Setup window to define codes that provide more detail
about an employee’s status, such as why an employee is inactive or isn’t being paid.
For example, you could set up codes for inactive employees who are taking military
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or family leave, or active employees who are on probation, awaiting a grant
assignment, or between school terms

To set up a secondary status code:

1. Open the Secondary Status Setup window.
(HR & Payroll >> Setup >> Payroll >> Secondary Status)

B Secondary Status Setup

Ele  Edit Tools  Help sa Fabrikam, Inc. 4j12j2017

H save | & Clea | ¥ Delete =]

Secondary Status Code | Q D [ Inactive
Description
Status Type Autive v

4 4 » pl|byCods v iy e

2. Enter a code that defines the secondary status and a description.

3. Select whether the status code applies to active or inactive employees. Active
status types can only be assigned to active employees, and Inactive status types
can only be assigned to inactive employees.

4. Choose Save.

5. Choose File >> Print to print a Secondary Status Codes List to verify your
information.



Chapter 3:

Setting up deductions and benefits

You can set up company deduction and benefit cards, also known as deduction and
benefit codes, to be used as default entries for employee deductions and benefits.
You can use these company cards to apply changes to several employees” deduction
and benefit cards at once, and assign them to employee classes.

If you're using Human Resources, set up benefit and deduction cards in Human
Resources. Refer to the “Benefit setup” chapter in the Human Resources
documentation.

A deduction is an amount withheld from an employee’s wages. For example,
donations to a charity, union dues, and contributions to retirement plans could be
set up as deductions. A garnishment is a court-ordered deduction, often for child
support, delinquent taxes, or bankruptcy debts. A tax-sheltered annuity (TSA) is a
deduction exempt from one or more types of taxation. You can set up a deduction as
a percentage of gross, net, or earnings wages, as a fixed amount, or as an amount
per unit of wages.

You also can set up deduction sequences at the company or employee level to
specify the order in which deductions are taken. If you do not create deduction
sequences, the Payroll system applies a default sequence.

A benefit is an amount paid by the employer on the employee’s behalf. Some
benefits are taxable. Examples of benefits include employer-paid portions of
insurance premiums, and 401(k) matching contributions. You can set up a benefit as
a percentage of gross or net wages, as a percentage of a deduction, as a fixed
amount, or as an amount per unit of wages.

Before setting up a deduction or benefit, first complete Setting up Payroll default
entries on page 17. To ensure reports are printed in the correct order, be sure that
each deduction and benefit code has the same number of characters. The characters
are sorted from left to right, and numbers take priority over letters.

Information is contained in the following sections:

*  Using zero benefit and deduction amounts

*  Deduction types

*  Deduction tiers

*  Setting up a standard deduction

o Setting up a garnishment

*  Setting up earnings codes

o Setting up maximum garnishment rules

¢ Deducting multiple garnishments

*  Setting up a company-level deduction sequence
*  Benefit types

*  Benefit tiers

»  Setting up a benefit

*  Setting and activating post-dated pay rates

e Modifying a pay. benefit, or deduction code

¢ Inactivating or deleting a pay, benefit, or deduction code
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Using zero benefit and deduction amounts

You can use zero for benefit and deduction amounts when you set up benefit and
deduction cards. If you enter a zero amount, you create a zero default for new
employee records. Then, you can enter the appropriate amount of the benefit or
deduction for each employee without having to edit a standard default amount.

You can choose to not enter a benefit or deduction amount in the following

windows:

Window Fields

Benefit Setup Benefit Tiers and Maximum Benefit
Deduction Setup Deduction Tiers and Maximum Deduction

Employee Benefit Maintenance Benefit Tiers and Maximum Benefit

Employee Deduction Deduction Tiers and Maximum Deduction
Maintenance

When you leave any of the foregoing fields blank, the record will be saved in
Payroll even if you're not using Human Resources.

Deduction types

A deduction can be based upon a specified percentage or an amount of income. You
can use one of the following five calculation methods to calculate deductions.

Percent of Gross Wages Calculates the deduction as a percentage of total
wages before taxes are deducted. Taxes are calculated before deductions are made,
so deducting from gross wages won't affect taxable amounts unless the deduction is
a tax-sheltered annuity.

Percent of Net Wages Calculates the deduction as a percentage of gross wages
after taxes. This method is only permitted when all TSA check boxes are unmarked
and when the deduction is based on all pay codes.

Fixed Amount Deducts a fixed amount from the employee’s wages.

Amount per Unit Calculates the deduction based upon units using piecework,
hourly, double time or overtime pay.

Percent of Earnings Wages Calculates the deduction as a percentage of an
employee’s Net Disposable Income (NDI). NDI is a legally-defined sum of wages,
deductions, and taxes from which garnishments and other deductions may be
taken. The definition of NDI depends on state law.

This method is not permitted for Tax Sheltered Annuities.

This method is only permitted for deductions based on all pay codes.
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SETTING UP DEDUCTIONS AND BENEFITS

You can select either a single deduction tier or multiple tiers. The following are
some examples of how you might set up your deduction method and tier.

Example 1 If you select Percent of Gross Wages as the calculation method, the

tiered deduction might be set up as follows:

Percentage

Wage level

4.375 percent

Up to and including $2,541.66

7.25 percent

Over $2,541.66

If the gross wages equaled $3,000, the deduction is calculated as follows:

Wage Rate Deduction amount
$2,541.66 4.375 percent $111.20

$458.34 7.25 percent $33.23

Total deduction $144.43

Example 2 If you select Fixed Amount as the calculation method, the tiered
deduction might be set up as follows:

Amount Wage level

$10 Up to $1,000

$15 Over $1,000 and up to $2,000
$20 Over $2,000

If the wages equaled $3,000, the deduction is calculated as follows:

Wage Deduction amount
First $1,000 $10
Second $1,000 $15
Third $1,000 $20
Total deduction $45

Example 3 If you select Amount per Unit as the calculation method, the tiered
deduction might be set up as follows:

Rate per unit

Number of units

$0.10 Up to 100
$0.20 Over 100 units up to 500 units
$0.39 Over 500 units

If the number of units equaled 250, the deduction is calculated as follows:

Units Rate per unit Deduction amount
First 100 units $0.10 $10
Remaining 150 units $0.20 $30
Total deduction $40
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Setting up a standard deduction

Use the Deduction Setup window to enter and maintain company deduction cards
that you can use as default entries for setting up employee deductions. You can
apply changes to employee deduction cards and can include them in employee
classes. Deductions can be taken from net, unit or gross pay. Examples of
deductions include donations to charities, union dues, and contributions to pension
plans.

Garnishments are mandatory deductions, such as debt payments enforced by court
order. To set up garnishment deductions, follow the steps in Setting up a garnishment
on page 42.

Before changing a deduction code to apply a new earnings code, confirm that the earnings
code does not use the same deduction code in its own definition. Such a circular reference
could cause inconsistent and undesired results.

The frequency with which a deduction is taken depends on selections you make
when you build the paychecks. Your selections in the Frequency field in the
Deduction Setup window will be used to annualize the tax-sheltered deduction
when taxes for paychecks are calculated.

cannot meet all deductions, or to collect mandatory arrears for employee deductions where
the employee does not receive a pay check, consider using Deductions in Arrears, which is
included with Payroll Extensions. This module is part of the Human Resources and Payroll
Suite, which can be installed as an additional product.

N @/ If your business needs require you to track deduction balances when the employee’s net pay

The following are some examples of deduction codes you might use:

ADV - Advance to Employee
CHD - Child Care Deduction
DEP - Family Health

401 - 401(k) Contribution
MED - Medical

SGL - Single Insurance

UWY - United Way

40 U.S. PAYROLL



CHAPTER 3 SETTING UP DEDUCTIONS AND BENEFITS

To set up a standard deduction:

1. Open the Deduction Setup window.
(HR & Payroll >> Setup >> Payroll >> Deduction)

B Deduction Setup g@gl
Elle  Edit Tools Help sa Fabrikam, Inc. 4/12{2017

I save | & Clear | X Delete =]
Deduction Code Q D [ Inactive

Description

Deduction Type Standard A

T84 Sheltered F Method
StatDate | 0/0/0000 elered From Percent of Gioss Wages v

S 0700000 @ [] Federal Tax
[ FICA Tax Deduction Tiers

[ State Tax

[ Transaction Required
[ Local Tax @ Single 0.00%

O Multiple
\Tq'j"w - Masinum Deduction
el
: Pay Period $0.00
Calendar Tear $0.00
Based on Pay Codes: O &l & Selected
PB‘;?NES“M Seleciad Lietime $0.00
Rl
-\nsert»
ExAT
Femove
HOUR: v 2B
‘w-2 Label
14 4 » M |bwCode - ir@

2. Enter a deduction code and description.

3. Select Standard as the deduction type.

For garnishment deductions, see Setting up a garnishment on page 42.

4. Enter start and end dates for the deduction. The start date should be on or
before the ending date of the pay period the first deduction is to be made;
otherwise, the deduction won’t be taken. If it’s a continuous deduction, leave
the end date field blank. If the ending date is on or after the ending date for the
pay run, the deduction will be taken.

5. Mark Transaction Required if the dollar amount or percentage of the deduction
varies each time it’s calculated. For example, if you have an employee purchase
plan and the amount you withhold varies with each paycheck, or there is no
withholding for some paychecks, mark Transaction Required.

If you mark the deduction as Transaction Required, you’ll need to enter a transaction for
the amount or percentage of the deduction for each pay run in which the deduction is
taken.

6. Mark Data Entry Default to use the information in this window when you
create a transaction for the deduction code during a pay run.

7. Select the deduction frequency.
8. Mark the taxes from which the deduction is sheltered. Taxable wages will be
reduced by the amount of the tax-sheltered deduction before taxes are

calculated. If federal tax is marked, the amount of the deduction won’t be
included in the Wages, Tips, and Other Comp field on the employee’s W-2 form.
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10.

11.

12.

14.

Select whether to base the deduction on all pay codes or on a selected list of pay
codes. To base the deduction on all pay codes, mark All. If you mark Selected,
the pay codes list will be displayed. Select each code to base the deduction on
and choose Insert to add the pay code to the Selected list.

Select a deduction method, and a single deduction tier or multiple tiers. For
more information, refer to Deduction tiers on page 39 and Setting up earnings
codes on page 43.

Enter deduction maximums. You can enter the maximum amount an employee
can have deducted each pay period, each calendar year, each fiscal year, and for
the entire time the employee works for your company.

If you need to print the year-end total amount for this deduction on the W-2
statement, enter the number of the appropriate W-2 statement box, and enter
appropriate label information. See IRS rules for the applicable year for a current
list of labels.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate
box number and label. You can specify as many as four locations.

You can choose Sequence to specify the order in which the deductions will be deducted
from the employee’s wages. For more information about setting up deduction sequences,
see Setting up a company-level deduction sequence on page 46.

. Choose Save to store the code. You can then continue to set up more deductions.

Choose File >> Print to print a Company Deduction Codes List to verify your
information.

Setting up a garnishment

Use the Deduction Setup window to enter and maintain garnishments.
Garnishments are mandatory deductions from employee pay, such as debt
payments enforced by court order. For example, a bankruptcy court may order an
employer to deduct wages to pay an employee’s outstanding debts.

Specify which portion of an employee’s wages are subject to garnishments. See
Setting up earnings codes on page 43.

Federal and state governments also set maximum percentages for garnishments.
See Setting up maximum garnishment rules on page 44.

To set up a garnishment:

1.

Open the Deduction Setup window.
(HR & Payroll >> Setup >> Payroll >> Deduction)

Enter a deduction code and description.
Select Garnishment as the deduction type.

Select a garnishment category.
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5. Select a garnishment deduction method. If you select Percent of Earnings
Wages, enter or select an earnings code. Earnings codes specify the amount and
type of earnings that are subject to a deduction. See Setting up earnings codes on

page 43.
SN To deduct a company fee from employee wages for processing garnishments, create a
deduction code and include it in the earnings code.

6. Select the deduction frequency.

7. If you need to print the year-end total amount for this garnishment on the W-2
statement, enter the number of the appropriate W-2 statement box, and enter
appropriate label information.

See IRS rules for the applicable year for a current list of labels.

8. Choose Save to store the code. You can then continue to set up more
garnishments or other deductions.

S You can choose Sequence to specify the order in which deductions will be taken from the
@ employee’s wages. For more information about setting up deduction sequences, see

Setting up a company-level deduction sequence on page 46.

9. Choose File >> Print to print a Company Deduction Codes List to verify your
information.

Setting up earnings codes

Use the Earnings Setup window to define an employee’s Net Disposable Income
(NDI). NDI is a legally-defined selection of wages, deductions and taxes from which
garnishments and standard deductions may be taken. The definition of NDI
depends on state law.

You can set maximum deduction amounts in the Garnishment Maximum Setup
window. See Setting up maximum garnishment rules on page 44.
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To set up earnings codes:

1.

6.

7.

Open the Earnings Setup window.
(HR & Payroll >> Setup >> Payroll >> Earnings Setup)

m Earnings Setup g@gl
File  Edt Tools  Help sa Fabrikam, Inc. 4/12/2007
B save & Cea | X Dekte =)
Earmings Cade | ]
Description
Include in E arnings:
Pay Codes: Selected:
Insert Al 3>
<< Remove All
Reduce from Eamings:
Deductions: Selected:
Irisert Al >
<< Remove All
Taves
Federal Tax FICA Tax State Tax Local Tax
M4 b e

Enter or select an earnings code.
Enter a description.

Select a pay code and choose Insert to move it to the Selected list for inclusion in
this earnings code. Choose Insert All to move all pay codes to the Selected list.

To remove a pay code from the Selected list, select it and choose Remove.
Choose Remove All to remove all pay codes.

Select a deduction code and choose Insert to move it to the Selected list for
inclusion in this earnings code. Deductions in the Selected list reduce net

disposable income.

To deduct a company fee from employee wages for processing garnishments, create a
deduction code and include it in the earnings code.

Mark the taxes to apply to this earnings code and reduce net disposable income.

Choose Save to store the code.

Setting up maximum garnishment rules

Federal and state law each establish maximum rates and amounts for garnishments.
Payroll calculates garnishment amounts using both state and federal maximum
amount rules, compares them to the target garnishment amount, and selects the
lesser of the three amounts as the garnishment.
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To set up maximum garnishment rules:

1.

10.

11.

Open the Garnishment Maximum Setup window.
(HR & Payroll >> Setup >> Payroll >> Garnishment Maximum Setup)

B Garnishment Maximum Setup E]IEI@I

Eile  Edt Tools  Help sa Fabrikam, Inc. 4j12j2017
I save | & Clear | X Delete =)
Max Deduction Code Q D
Description
State / Fed 2
[ Include Previously Sequenced Garmishment Deductions
Method Percent of Earmings v
Max ‘withholding Percent 0.00%
Max Exempt Amount $0.00
Min 'wage Rule Amaunt $0.00
Eanings 2
Description
T @

Enter or select a maximum deduction code.
Enter a description.

Mark Include Previously Sequenced Garnishment Deductions if multiple
garnishments are levied against an employee, and you want to deduct the
garnishments in sequence until the maximum value is reached. If the full
amount of a given garnishment can’t be deducted without the total exceeding
the maximum, Payroll will deduct as much of the garnishment as possible. For
more information, see Deducting multiple garnishments on page 45.

Enter a state by postal abbreviation, enter FED for federal, or select a
jurisdiction from the lookup window.

Select the method of garnishment.

If selecting Percent of Earnings as the method, confirm that the earnings code you select
does not use the same garnishment that will use this maximum deduction code.

Enter the maximum percentage of wages to be garnished.

Enter the maximum amount of wages exempt from garnishment.

Enter the minimum wage rule amount, if required. For some types of
garnishments, the law may exempt an amount of the employee’s wages equal to

a specified number of hours multiplied by the minimum wage.

If you selected Percent of Earnings as the calculation method, enter or select an
earnings code.

Choose Save to store the code.

Deducting multiple garnishments

If multiple garnishments are levied against an employee, you'll first need to set up
codes defining the maximum rates and amounts that can be withheld, in accordance
with applicable state and federal regulations. (See Setting up maximum garnishment
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rules on page 44.) Then you'll need to decide how to apply the maximums when
calculating an employee’s pay. Payroll provides several ways to apply maximums:

To each garnishment individually When you define maximum codes in the
Garnishment Maximum Setup window, leave the Include Previously Sequenced
Garnishment Deductions option unmarked. Each garnishment is compared to the
maximum, and deducted if it does not exceed the maximum. This method works
best for single garnishments; however, if you use this method for multiple
garnishments, you may want to define separate maximum deduction codes for each
garnishment.

To multiple garnishments, in a priority sequence In the Garnishment
Maximum Setup window, mark the Include Previously Sequenced Garnishment
Deductions option. Garnishments will be deducted in the order defined in the
Employee Deduction Sequence window, until the maximum value is reached. If the
full amount of a given garnishment can’t be deducted without the total exceeding
the maximum value you define, Payroll will deduct as much of the garnishment as
possible. If the same maximum deduction code applies to any garnishments with
later sequence numbers, those garnishments won’t be deducted.

To multiple garnishments, without priority In the Employee Deduction
Sequence window;, assign the garnishments the same sequence number. In the
Garnishment Maximum Setup window, define a maximum code that applies to the
total of all the garnishments that have the same sequence number, and leave the
Include Previously Sequenced Garnishment Deductions option unmarked. If the
total of all the garnishments that have the same sequence number exceeds the
maximum, the garnishments will be reduced by an even or proportional value
specified in the Split Method window.

For example, assume an employee has three garnishments of differing priority. The
total of all garnishments cannot exceed $200, so a maximum deduction code is set
up with this amount, and applied to all three garnishments. The Include Previously
Sequenced Deductions option is marked in the Garnishment Maximum Setup
window.

Name Target Maximum | Taken Calculation

GARN1 150 200 150

GARN2 75 200 50 200 (maximum) - 150 (previous amount)
GARN3 50 200 0 200 (maximum) - 200 (previous amount)

Be aware that when there are separate state and federal maximums, Payroll will
always apply the maximum that deducts the smallest amount from an employee’s

pay.

Setting up a company-level deduction sequence

Use the Deduction Sequence Setup window to specify a company-level sequence in
which deductions are deducted from employees” wages.

Use the Employee Deduction Sequence window to specify sequences for individual
employees. See Chapter 8, “Deduction and benefit cards.”

You can assign all types of deductions to the sequence, including standard,
garnishment, and TSA types. The Payroll system will calculate the TSA deductions
from pre-tax wages, regardless of the sequence.
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If you do not create deduction sequences, the Payroll system applies this default
sequence:

¢ Standard TSA deductions (FICA sheltered), in alphanumeric order by code.

¢ Standard TSA deductions (not FICA sheltered), in alphanumeric order by code.
* Garnishment deductions, in alphanumeric order by code.

¢ Standard non-TSA deductions, in alphanumeric order by code.

. Before you set up deduction sequences, be sure to set up your deductions. Refer to Setting up
a standard deduction on page 40. You should also set up Payroll default entries.

To set up a company-level deduction sequence:

1. Open the Deduction Sequence Setup window.
(HR & Payroll >> Setup >> Payroll >> Deduction Sequence)

BEE|
sa Fabrikam, Inc. 4j12j2007
= Unsequenced Deductions = ] Sequenced Deductions =
Deduction Typa T54 Sequence Deduction Descriptior Ty_pe TSA  Sequence
52 Standard 9 CHD Child Care Deduction Standard 14
DEBTS Gamishment  [] 10 INS1 Insurance (+1 dependent) Standard 2
FINE Gamishment ] 1 CHILD CHILD SUPPORT Gamishment ] 3
Inzer »> TAXES PAST DUE COUNTY TAXES Garnishment  [] 4
MED Medical Flex Standard 5
Remove || amk 401 (k) Deduction Standard E
U United Way Standad [ 73
EPU Employes Purchases Standard | ) 8
v
Description
Insurance (family coverage) |

You also can open this window by choosing Sequence in the Deduction Setup
window.

2. Select an unsequenced deduction from the Unsequenced Deductions list and
choose Insert to add it to the Sequenced Deductions list in the lowest position.

3. Tomove a sequenced deduction to a higher or lower position, select it and
choose the up or down arrow button.

4. Choose OK to save the deduction sequence.

Benefit types

A benefit can be based on a specified percentage or an amount of income. You can
use one of the following five calculation methods to calculate the benefit.

Percent of Gross Wages Calculates the benefit using total wages before taxes
are deducted.

Percent of Net Wages Calculates the benefit using gross wages minus taxes.

Percent of Deduction Calculates the benefit as a percentage of the total
deduction it’s based on.

Fixed Amount Calculates the benefit as a fixed amount.
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Amount per Unit Calculates the benefit based on piecework, hourly, or
overtime wages.

Benefit tiers

You can select either a single benefit tier or multiple tiers. The following are some
examples of how you might set up your calculation method and tier.

Example 1 If you select Percent of Gross Wages as the calculation method, the
tiered benefit might be set up as follows:

Percentage Wage level
4.375 percent Up to and including $2,541.66
7.25 percent Over $2,541.66

If the gross wages equaled $3,000, the benefit is calculated as follows:

Wage Rate Benefit amount
$2,541.66 4.375 percent $111.20

$458.34 7.25 percent $33.23

Total deduction $144.43

Example 2 If you select Fixed Amount as the calculation method, the tiered
benefit might be set up as follows:

Amount Wage level

$10 Up to $1,000

$15 Over $1,000 and up to $2,000
$20 Over $2,000

If the wages equal $3,000, then the benefit is calculated as follows:

Wage Benefit amount
First $1,000 $10
Second $1,000 $15
Third $1,000 $20
Total benefit $45

Example 3 If you select Amount per Unit as the calculation method, the tiered
benefit might be set up as follows:

Rate per unit Number of units

$0.10 Up to 100

$0.20 Over 100 units up to 500 units
$0.39 Over 500 units
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If the number of units equal 250, the benefit is calculated as follows:

Units Rate per unit Benefit amount
First 100 units $0.10 $10
Remaining 150 units $0.20 $30
Total benefit $40

Setting up a benefit

Use the Benefit Setup window to enter and maintain company benefit cards that
you can use as default entries for setting up employee benefits. You can apply
changes to employee benefit cards and include them in employee classes. Benefits
can be calculated on net, unit or gross pay. Examples of benefits include insurance
premiums and 401(k) matching contributions.

The Employer Maximum Match field stores the maximum the employer will
contribute to an employee’s 401(k) fund. With this feature, you can set up one 401(k)
deduction and one benefit code for an employee.

The following are some examples of benefit codes you might use:
e 401M - 401(k) Employer Match
CMCH - Contribution Match
INSU - Insurance

To set up a benefit:

1. Open the Benefit Setup window.

(HR & Payroll >> Setup >> Payroll >> Benefit)

P Benefit Setup Q@g\
Fle Edit Tools Help sa Fahrikam, Inc, 4/12{2017
EH save | & Cear | X Delete =
Benefit Code 0 [ Inactive
Deseription
Subin To T Method:
Start Date iz e Percent of Gross 'wages v
[ Federal [ Local
End Date i )
[ FICA Soc Sec [ FuTA Benefit Tiers
Transaction Required [ FICA Medicare O suta ® Single 0.00%
[] Data Entry Default [] state O Multiple
Frequency:
Semimanthly b Federal State
Mazimum Benefit
Based on Fay Codes v OAl ® Selcted hlReiod $0.00
Calendar Year $0.00
Pay Codss Selected
BONS ~ Insert 5> Lifetime $0.00
e
EXAT -
HOLI v s W2 Box 4 ol »
W-2 Label
4 4 » ¥ |byCode v iy @

2. Enter a benefit code and description.

3. Enter start and end dates for the benefit. The start date should be on or before
the ending date of the pay period the benefit should take effect; otherwise, the
benefit won't be calculated. If it’s a continuous benefit, leave the End Date field
blank. If the ending date is on or after the ending date for the pay run, the
benefit will be taken.
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10.

11.

12.

Mark Transaction Required if the dollar amount or percentage of the benefit
varies each time it’s calculated. For example, if the amount of the benefit varies
each paycheck, or some paychecks have no benefit amount, mark Transaction
Required.

If you mark the benefit as transaction required, you'll need to enter a
transaction for the amount or percentage of the benefit for each pay run that the
benefit is taken.

Mark Data Entry Default to use the information in this window when you
create a transaction for the benefit code during a pay run.

Select the benefit frequency.

The frequency with which a benefit is taken depends upon selections made when you
build paychecks. If you pay your employees biweekly, the benefit should also be
calculated biweekly.

Mark the taxes to which the benefit is subject. If the benefit is subject to any
federal or state taxes, you can enter a flat tax rate.

Even though a benefit isn’t paid to the employee, the employee still will be
taxed on the value of the benefit if it’s set up as a taxable benefit.

Select whether to base the benefit on all pay codes, a selected list of pay codes or
on a selected deduction. To base the benefit on all pay codes, mark All. If you
mark Selected, the pay codes list or the deduction codes list opens. Select each
code to base the benefit on and choose Insert to add the code to the Selected list.

Select a calculation method and a single benefit tier or multiple tiers. Refer to
Benefit tiers on page 48 for more information.

If you selected Percent of Deduction as your calculation method, enter the
maximum percent the employer will match for this benefit.

If you modified an existing benefit's employer maximum percent, you may have to roll
down the changes to existing employee benefit records. If you're using Human
Resources, you may have to update your benefit setup and employee records in the
Reconcile Human Resources window (HR & Payroll >> Ultilities >> Human Resources
>> Reconcile).

Enter benefit maximum amounts. You can enter the maximum amount each
employee can receive for this benefit for each pay period, calendar year, fiscal
year, or lifetime.

Enter the number of the box in the W-2 Box Field if the benefit amount needs to
be printed in a special box on the W-2 statement. Enter a label, if required, to be
printed in the W-2 box.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate

box number and label. You can specify as many as four locations.

Choose Save to store the code.
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13.

Choose File >> Print to print a Company Benefits List to verify your
information.

Setting and activating post-dated pay rates

Use the Post-Dated Pay Rates window to enter a value for a pay code that you don’t
want to use now but want to activate at a later date. You can enter more than one
post-dated pay rate for one pay code.

To
1.

To

6.

set post-dated pay rates:

Open the Employee Post-Dated Pay Rates window.
(HR & Payroll >> Cards >> Payroll >> Post-Dated Pay Rates)

Select the employee ID and pay code.
Enter the new pay rate and effective date.
If desired, enter or select a reason for change.

If you are using Human Resources, the Reason for Change field selections will
include Pay Step Increase and ON HOLD.

Choose Save to store the code.

activate post-dated pay rates:
Open the Activate Post-Dated Pay Rates window.

(HR & Payroll >> Transactions >> Payroll >> Activate Post-Dated)

(HR & Payroll >> Transactions >> Human Resources >> Activate Post-Dated)
Select a range type and enter the range, or choose All

Select how to sort the search results.

Choose Redisplay to show the range and sorting results.

In the Activate column, mark the check box for each post-dated pay rate you
want to activate. To mark all the check boxes, choose Mark All. To unmark all

the check boxes, choose Unmark All.

Choose Process.

Modifying a pay, benefit, or deduction code

Use the Pay Code Setup window, the Benefit Setup window or the Deduction Setup
window to make changes to pay, benefit, or deduction codes. When you change
information, you might have the option to “roll down” your changes to the items
that belong to the item class.

To modify a pay, benefit, or deduction code:

1.

Open the Item Class Setup window.

(HR & Payroll >> Setup >> Payroll >> Pay Code)
(HR & Payroll >> Setup >> Payroll >> Benefit)
(HR & Payroll >> Setup >> Payroll >> Deduction)

Enter or select a pay code, deduction, or benefit.
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3. Make changes, as needed.

4. Choose Save to store the code. Depending on the changes you've made, a
message might appear, and you will have the option to roll down the changes
you made to all employees with this code.

Inactivating or deleting a pay, benefit, or deduction

code

Use the Pay Code Setup window, the Benefit Setup window or the Deduction Setup
window to inactivate a pay, benefit, or deduction code if you're not using it now,
but don’t want to delete it because you'll need the code in the future.

You also can delete a pay, benefit, or deduction code. For example, perhaps your
company had separate insurance plans for medical and dental expenses, but now is
using one insurance plan for both. You must delete the medical and dental
insurance deduction codes, and enter a new code for the combined plan. However,
you can’t delete a code if an employee has been paid under the code in the current
year.

To inactivate a pay, benefit, or deduction code:

1. Open the Item Class Setup window.
(HR & Payroll >> Setup >> Payroll >> Pay Code)
(HR & Payroll >> Setup >> Payroll >> Benefit)
(HR & Payroll >> Setup >> Payroll >> Deduction)

2. Choose Pay Code, Benefit or Deduction.

3. Select the code to inactivate.

4. Choose Inactive.

5. Choose Save to store the code. A message appears, giving you the option to
apply the changes to existing records. If you choose Yes, all records based on the

record being inactivated also will be inactivated.

You can inactivate pay, benefit, and deduction codes at any time; the codes assigned to
employees also will be inactivated.

To delete a pay, benefit, or deduction code:
1. Open the Item Class Setup window.

(HR & Payroll >> Setup >> Payroll >> Pay Code)
(HR & Payroll >> Setup >> Payroll >> Benefit)
(HR & Payroll >> Setup >> Payroll >> Deduction)

2. Choose Pay Code, Benefit, or Deduction.

3. Select the code to delete.

4. Choose Delete.

If the selected deduction code is assigned to an employee card, you can't delete it, even if
the employee card has been inactivated.



Chapter 4:

Setting up taxes and compensation
codes

You can set up tax codes—including workers’ compensation, local, and
unemployment taxes—that will be used as default entries for setting up employee
taxes. You can apply changes to several employees’ tax cards at once and assign
them to employee classes.

You don’t need to set up state and federal taxes, but can download the latest federal,
FICA, and state tax tables from the CustomerSource Web site. We recommend that
you enroll in an enhancement plan to ensure you will always be able to download
the latest tax tables and any changes in supported tax forms.

Before setting up workers’ compensation codes, you should have completed Setting
up Payroll default entries on page 17. To ensure reports are printed in the correct
order, be sure that each deduction code has the same number of characters. The
characters are sorted from left to right, and numbers take priority over letters.

Workers’ compensation codes are used to track the amount of workers’
compensation taxes for which your company, as an employer, is liable.

This information is contained in the following sections:

o Worker’s compensation tax calculation methods

e Workers” compensation tax calculation methods for overtime
*  Setting up workers” compensation codes

*  Local tax calculation methods

*  Setting up a local tax

*  State and federal unemployment taxes

*  Setting up an unemployment tax

o Setting up federal and state tax identification numbers

Worker’'s compensation tax calculation methods

A tax liability can be based on a specified percentage or amount. You can use one of
the following four methods to calculate workers” compensation tax.

Percent of Gross Calculates the workers’ compensation tax liability as a
percentage of gross earnings. If you use this method, indicate how tax on overtime
pay—straight pay rate or overtime pay rate—should be calculated. Also, enter the
tax percentage and the yearly wage limit established by the state for this code.

Fixed Amount Calculates workers’ compensation tax liability as a fixed amount
per employee on a monthly or quarterly basis. If you use this method, enter the tax
amount per month or quarter. For example, the fixed amount could be $100 per
month per employee.

Number of Hours/Units Calculates the workers’ compensation tax liability as a
fixed amount per hour or unit per employee that you enter. Use the number of units
for a piecework pay type. For example, if the fixed amount is $2.00 an hour and the
employee works 160 hours in a month, the total workers” compensation would be
$320 for this employee.

Days Worked Calculates the workers” compensation tax liability as a fixed
amount per days worked per employee. If you select this method, enter the tax
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amount for each day worked. For example, if the tax amount was $5 per day

worked and the employee worked 21 days, the workers” compensation would be
$105.

S You also must mark Track Days Worked in the Payroll Setup window and enter the number
of days worked when entering transactions for taxes to be calculated correctly.

Workers’ compensation tax calculation methods for
overtime

If you use the Percent of Gross calculation method for workers” compensation taxes,
you must select a method for calculating the tax on overtime.

Straight Rate The workers’ compensation tax will be calculated using the pay
rate assigned to the pay card that the overtime pay is based on. For example,
assume the pay rate is $5 per hour, the overtime pay rate is $7.50 per hour and the
employee works 5 overtime hours. The workers’ compensation tax for overtime pay
is calculated on $25 (5 hours x $5 per hour).

Overtime Pay Rate The workers’ compensation tax will be calculated using the
overtime pay rate. For example, assume the pay rate is $5 per hour, the overtime
pay rate is $7.50 per hour and the employee works 5 overtime hours. The workers’

compensation tax for overtime pay is calculated on $37.50 (5 hours x $7.50 per
hour).

Setting up workers’ compensation codes

Use the Workers” Compensation Setup window to enter and maintain the tax rates
and yearly wage limits for workers’ compensation codes.

To set up workers’ compensation codes:

1. Open the Workers” Compensation Setup window.
(HR & Payroll >> Setup >> Payroll >> Workers” Compensation)

@ Workers' Compensation Setup Elg‘@
B save | & Clear | X Delete Sp

“Wrkers' Comp Code Q D

Description

State 3 Mame

Calculation Method: Percent of Gross v

Calculate Tax on Overtime Using

(®{Shaight Pay Ratel (O Dvertime Pay Rate

Tax Rate Percent

“ear to Date YWage Limit

4 4 » M| |byCods v @

2. Enter a workers’ compensation code and description assigned by each state.
o~ Some workers” compensation codes have been provided for you. These codes will be
@ displayed in the lookup window. You can view the provided taxes using the Payroll Tax
Setup window (Administration >> Setup >> System >> Payroll Tax).
3. Enter the two-character postal abbreviation for the state for which this workers’

compensation code is being entered.
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4. Select a tax calculation method.
¢ If you select Percent of Gross, mark a calculation method for tax on
overtime pay. You can skip this step if you've selected any of the other
calculation methods.
¢ If you select Fixed Amount, enter the tax rate amount.
¢ If you select Number of Hours/Units, enter the tax rate per unit.
e If you select Days Worked, enter the tax rate per day.

5. Choose Save to store the code.

6. Choose File >> Print to print a Workers” Compensation Codes List to verify
your information.

Local tax calculation methods

Local taxes include city and county income taxes. You can select up to five of the
following calculation methods to be used in the calculation sequence.

Subtract Exemption Subtracts employees’ local tax exemptions. If you select
this calculation, enter the amount that should be multiplied by the number of
exemptions specified on each employee’s local tax records.

Check Minimum Annualized Taxable Wages You can specify a minimum
taxable wages amount. For example, a jurisdiction can’t tax an individual’s income
if that annual income is less than $10,000. If you select this calculation method, enter
the minimum wages that must be earned before the tax will be calculated.

Apply Tax Rate Multiplies the annualized taxable wages by the tax rate entered.

Apply Tax Table Calculates the tax based on information in the tax table you've
set up for this local tax code.

Subtract Flat Tax Amount Subtracts a flat amount each pay period.

Check Maximum Withholding You can enter a limit on the tax amount to be
withheld for the year.

Check Minimum YTD Taxable Wages You can enter a minimum wage at
which an employee would begin paying the local tax.

Subtract Standard Deduction Subtracts a specified amount or percentage
each pay period.

Check Maximum YTD Taxable Wages You can enter a limit on the taxable

wages, so that pay is reduced for the current pay run if the current pay run plus
year-to-date wages is greater than the limit.
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Setting up a local tax

Use the Payroll Local Tax Setup window to maintain tax tables for local taxes.
Employees’ local taxes can be calculated automatically for each pay run. You can
download some local tax tables from the CustomerSource Web site.

The tax calculations will take place in the order that they appear in the Sequence
list. Therefore, it is important to be sure the order is correct or the calculations might
differ. For example, if the order is Apply Tax Rate followed by Check Maximum
Withholding, the tax rate will always be taken. However, if you have Check
Maximum Withholding followed by Apply Tax Rate, the tax rate won't be applied

when the maximum amount is reached.

To set up a local tax:

1. Open the Payroll Local Tax Setup window.
(HR & Payroll >> Setup >> Payroll >> Local Tax)

Il Save | & Cear | X Deete
4L

Local Tax Code
Description

Tax Type Other Income Tax

Calculations
Sublract Flat Tax Amount ~
Check Maximum Withholding

Check Minimum vTD Taxable Wages

Subtract Standard Deducti

Check Maximum YTD Ta:

Amount Per Exemption
inimum Annualized Taxable Wages

1 aimum withholding
Tar Fate
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il Payroll Local Tax Setup g@gl
=]

Sequence:
Subtract Exemption

Check Min. Annualized T axable 'wages

Aipply Tax Rate
Aipply Tax Table

Check M aximum Withhalding

Standard Deduction

Y

2. Enter or select a local tax code and a description.

Some local tax codes can be downloaded from the CustomerSource Web site. If you've

downloaded these codes, they will appear in the lookup window. You can view the
provided taxes using the Payroll Tax Setup window (Administration >> Setup >>

System >> Payroll Tax).

3. Select a tax calculation and choose Insert to insert it in the Sequence list. To
remove a calculation from the Sequence list, select it and choose Remove.

4. Choose Tables to set up tax brackets for the local tax code that you set up in this
window. The Payroll Local Tax Table window will open.

You can choose Tables at any time to edit the tax table for a local tax.

Enter the amount of the limit in the But Not Over field if an employee’s annual
wages are in a tax bracket where his or her wages are greater than a certain limit
and less than or equal to the upper limit.

Enter the amount of tax for the tax bracket and the tax rate that will be applied
to taxable wages in excess of the amount subtracted.
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7. Enter the amount of wages that will be subtracted from the taxable wages
before the tax rate is applied. The following illustration identifies key elements
of the window.

I Payroll Local Tax Tables g@@
Local Tax Code
Description
Tax Brackets
IF Over But Not Over Tar Amount Tax Rate On Excess Over
~
v
Do

8. Choose OK to redisplay the Payroll Local Tax Setup window.
9. Choose Save to store the code.

10. Choose File >> Print to print a Company Local Taxes List to verify your
information.

State and federal unemployment taxes

You must download the latest payroll tax update from the Customersource web site
to receive state and federal tax rates and wage limits—they are not included when
you install Payroll. After you've downloaded the state and federal tax rates and
wage limits, the wage limit for the state you entered or the federal wage limit will
be displayed automatically in the Wage Limit field when you enter a two-character
state abbreviation or FED (for federal unemployment tax) in the Tax Code field in
the Unemployment Tax Setup window. You must manually enter the state tax rate
that’s been applied to your business.

Unemployment tax rates or limits are not included in tax updates. If these change, you'll
need to manually enter the state tax rate that’s been applied to your business.

Previous state wages

If you're setting up a state unemployment tax (SUTA), you have the option to
include wages earned by the employee in other states to determine whether
individual employees have met state unemployment wage limits.

For example, assume one of your employees worked at your company’s North
Dakota branch for a period of time in the current year, and he or she earned $5,000.
That employee then went to work at your company’s California branch, where he or
she earned $12,000.

Also, assume the SUTA wage limits for these states are:

e North Dakota $6,000
e (California $7,000
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If California doesn’t allow previously earned wages to be included in determining
SUTA wage limits, you—the employer—are required to pay SUTA taxes based
upon the following wages.

* To North Dakota based upon $5,000
¢ To California based upon $7,000

The wages earned in North Dakota can’t be included in reaching the $7,000 SUTA
wage limit for California. The entire $7,000 wage limit for California must be met
using wages earned in California.

However, if California allows previously earned wages to be included in
determining SUTA wage limits, you—the employer—are required to pay SUTA
taxes based upon the following wages:

¢ To North Dakota based upon $5,000
¢ To California based upon $2,000

The $5,000 of wages earned in North Dakota can be used to reach California’s SUTA
wage limit. An additional $2,000 of wages earned in California is all that’s needed to
meet the $7,000 limit.

Tax-sheltered annuities

You also have the option to include employees’ tax-sheltered annuities (TSA) in the
amount of wages subject to unemployment taxes.

For example, assume an employee is paid $800 each pay period, and $20 from each
paycheck is put into a tax-sheltered annuity.

If you don’t include tax-sheltered annuities in the amount of wages subject to
unemployment taxes, the amount that will appear as unemployment taxable wages
on the Monthly or Quarterly Unemployment Reports will be $780.

If you do include tax-sheltered annuities in the amount of wages subject to
unemployment taxes, the amount that will appear as unemployment taxable wages
on the reports will be $800. The $20 TSA amount won’t be deducted from the total
pay amount when state and federal wage limits are determined.

The TSA Deductions list in the Unemployment Tax Setup window displays all the
tax-sheltered annuity deduction codes that have been set up for your company. If

TSA deduction amounts are included as taxable wages, select each TSA deduction
that should be included, and choose Insert to add the deduction to the Include As
Taxable Wages list.

Setting up an unemployment tax

Use the Unemployment Tax Setup window to enter unemployment tax rates used
to calculate state and federal unemployment tax amounts for which your company
is liable as an employer.

If you're entering a state unemployment tax, enter the two-character postal
abbreviation for the state you want to enter unemployment tax information for. If
you're entering federal unemployment tax, enter FED as the tax code.
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To set up an unemployment tax:

Open the Unemployment Tax Setup window.
(HR & Payroll >> Setup >> Payroll >> Unemployment Tax)

i Unemployment Tax Setup E@E‘
=

EH Save & Clear

Tax Code Q
Description

Unemployment Tax 10
Tax Rate
“wage Limit

Include
[ Previous State wages

T

T54 Deductions: Include as Taxsble wages:

40K Insert >

b

INS1 Remaye

e

MED

4 4 » b |byCode v e

Enter or select a tax code.

Enter your employer ID number.

¢ Ifyou're entering federal unemployment tax (FUTA), enter your company’s
federal employer identification number. This is the number that will be
used on W-2 statements for the federal ID number.

¢ If you're entering state unemployment tax (SUTA), enter your company’s
state ID number. This is the number that will be used on W-2 statements for
the state ID number.

Enter the unemployment tax rate. Enter state and federal unemployment tax

rates using four decimal places. For example, if the unemployment tax rate is 5

percent, enter 5. or 5.0000.

Enter a wage limit for the unemployment tax code or accept the default wage
limit.

Indicate whether to include previous state wages or tax-sheltered annuities.
Select the TSA deductions to include as taxable wages.

You can only include TSA deductions if the Tax Sheltered Annuities option was
previously marked.

Choose Save to store the code.

Choose File >> Print to print an Unemployment Rates List to verify your
information.
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Setting up federal and state tax identification
numbers

Use the Payroll Tax Identification Setup window to set up assigned federal and state
tax identification numbers so they are printed correctly on employee W-2s and
employer W-3 forms when you complete Payroll year-end processes. For example,
you might have two different state identification numbers—one for filing taxes and
another for filing the unemployment forms and taxes. Using this window, you can
assign codes for the correct numbers for each of the forms, eliminating the need to
edit the form each time you need a different federal or state tax identification
number.

Your Payroll system also accommodates states with just one number. If there is no
value in the SUTA Tax ID when you set up the Tax ID Number, the Payroll system
will fill the SUTA Tax ID with the same value as the Tax ID Number. If there is a
value in the field when you enter the Tax ID Number, however, no change will take
place.

The reverse is also true; if there is no value in the Tax ID Number when you set up
the SUTA Tax ID, the Payroll system will fill the Tax ID Number with the same
value as the SUTA Tax ID. If there is a value in the field when you enter the SUTA
information, however, no change will take place.

To set up federal and state tax identification numbers:

1. Open the Payroll Tax Identification Setup window.
(HR & Payroll >> Setup >> Payroll >> Tax ID)

| Payroll Tax Identification Setup gli‘@
=

I Save | & Clear

Tax Cods 19

Description
Tax D Humber

MMREF-1 Information

Taxing Entity Code
Other State Data
State Cantral Number

44 » ¥ @

2. Enter or select the tax code to set up.
3. Enter the tax identification number to associate with this code.
4. Choose Save.

5. Choose File >> Print to print the Tax ID Setup Report.
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Chapter 5:

Setting up employee classes

You can set up employee classes to make entering employee information easier and
to save data entry time. You can use employee classes to group employee
information according to common entries. For example, you can create classes for
hourly employees, temporary employees, part-time employees, or any other similar
characteristics. After you've identified the different classes that you'll need for
employee cards, group the employee cards into classes, and identify those classes
by assigning class IDs. You might find it helpful if you name each class ID
something that describes the class. For example, you could name a class CLERKS or
MACHINISTS.

By creating and assigning classes, you can speed up data entry for new employee
cards and transactions by providing default entries. For each class, you can enter as
much information as you need. If default information for the specific class doesn’t
pertain to a particular employee, you can change the information for that employee
in the Employee Maintenance window.

Before creating an employee class, you should have completed Setting up Payroll default
entries on page 17.

This information is contained in the following sections:

Applying class changes

Accrual methods for vacation and sick time

Creating an employee class

Employee class and position setup options for tracking tips
Assigning codes to an employee class

Deleting or changing an employee class

Applying class changes

When changing information in an employee class card, you can quickly add that
information to all the employee cards included in the class by applying the changes
to all employee cards. For example, you can change the method of accruing
vacation time in a class from Hours Worked to Set Hours and apply the changes so
that for all the employee cards in the class, Set Hours is the vacation accrual
method.

If you're using Human Resources, do not assign deduction or benefit codes to
employee classes. Such assignments only apply in Payroll but not in Human
Resources.

You can choose not to apply the changes to existing employee cards. New employee
cards added to the class will have Set Hours as the vacation accrual method, but
existing cards won't be affected by the change.

If an employee record from a particular class has been customized and changed from the

original class, you will be asked if those changes should be inactive if the employee class is
changed and those changes are rolled down.
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Accrual methods for vacation and sick time

Use the Employee Vacation-Sick Time Maintenance window to specify an accrual
method for vacation and sick time. You have the option to automatically accrue
employee vacation and sick time. By doing this, the Payroll system will
automatically calculate your employees’ vacation and sick time and will decrease
vacation and sick time as hours are taken, whether you're accruing vacation and
sick time or not. You can have a warning displayed when the available vacation or
sick time for an employee is below zero.

If you're using Human Resources, you can accrue vacation and sick time using
different accrual methods. Refer to the “Attendance setup” chapter in the Human
Resources manual for more information.

You also have the option to accrue vacation and/or sick time automatically for some
employees and not for others. You can set up your Payroll system so each
employee’s vacation and/or sick time pay can be accrued by different methods. At
least two scenarios are possible, as outlined in the following examples. The
examples given are for vacation pay, but sick pay can be treated the same way.

Accrue Vacation or Accrue Sick Time is not marked If the number of
hours per year for vacation and sick time is set at the beginning of each year, you
must enter the number of hours that can be taken during the year. Then enter the
number of vacation and sick time hours this employee has available for the year. In
this case, all vacation and sick time hours will be available to the employee as soon
as the new year begins.

Accrue Vacation or Accrue Sick Time is marked If an employee can
accrue a specified number of vacation and sick time hours throughout the year, you
must enter the number of vacation and sick time hours that can be taken during the
year. Then enter the number of vacation and sick time hours this employee has
remaining for the year—the number of hours currently available to the employee.
The hours available will increase as hours are accrued. Employees are able to take
vacation and sick time hours for greater than the amount of vacation and sick time
hours available. As a result, the vacation and sick time available will be a negative
amount.

Hours Worked

To accrue vacation and sick time by the Hours Worked method, the number of
hours that accrue each pay period will be calculated using the following formula:

Hours worked x (Vacation or sick time hours per year/Work hours per year) =
Hours of vacation accrued

Here, hours worked per year is from your entry in the Employee Maintenance
window. For example:

¢ Hours worked during the pay period = 40

®  Vacation or sick time hours per year = 80

*  Work hours per year = 2080

® (40 x80) / 2080 = 1.5 hours of vacation accrued
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Set Hours

To accrue vacation and sick time by Set Hours, enter the number of hours that
should be accrued each pay period for the employee.

Available vacation and sick time might be higher than the hours per year. For
example, your employees might be allowed to carry over unused vacation hours
into the next year. In this case, an employee might be allowed 40 hours of vacation
time each year, but he or she used only 20 hours last year. Hours Per Year would be
40 hours—the amount this employee is allowed each year—but available would be
20 hours. In this example, the Available field will be updated each pay run for the 40
hours for the year.

Creating an employee class

Use the Employee Class Setup window to set up and assign your employees to
employee classes. You don’t have to enter information in every field. However, the
more information you enter, the faster data entry will be when you set up new
employee cards using the Employee Maintenance window.

We recommend that you enter the class with the most common entries first and
mark this class as your default class. You can mark Default in the Employee Class
Setup window and the information you’ve set up for this class automatically
appears as the default information for every subsequent class you create. You can
have only one default employee class.

To create an employee class:

1. Open the Employee Class Setup window.
(HR & Payroll >> Setup >> Payroll >> Employee Class)

@ Employee Class Setup E”El@
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2. Enter an ID and description for the class.

3. Enter or select the department and position codes that apply to the majority of
employees in the class.

4. Enter or select the state to which unemployment taxes are paid and the
workers” compensation code for the employees in the class.
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10.

11.

12.

13.

14

Enter the minimum amount that the employees in the class must receive in each
paycheck, if any, and the number of hours the employees in the class typically
work in a year. This information will be used to calculate accrued vacation, sick
time, and salary amounts.

Enter user-defined information. If you have set up user-defined fields, these
fields will be displayed.

Mark Calculate Minimum Wage Balance if the majority of employees in the
class must be paid at least the minimum wage when their regular wage plus
tips does not equal the minimum wage. Calculate Minimum Wage Balance can
only be used with pay codes that have charged tips or reported tip pay types.

Select an employment type.

Select where to post the net pay for the employees in the class. You can post to
the cash account used for the checkbook or to an account that you can specify
for each employee. If you post to the account specified for an employee, enter
an account to use for each employee in the class.

Enter vacation and sick time accrual information. Refer to Accrual methods for
vacation and sick time on page 62 for more information about accruing vacation
and sick time. If you selected Human Resources as your accrue type in the
Attendance Setup window, these accrue vacation and sick time fields are not
available.

Choose Codes to assign codes to the class in the Employee Class Code Setup
window. For more information, refer to Assigning codes to an employee class on
page 65.

If you're using Project Accounting, choose Projects to specify the employer,
employment type, employee expense setting, pay code, profit settings, and
posting accounts for an employee class. Refer to the Project Accounting
documentation for more information.

Choose File >> Print to print an Employee Class List to verify your information.

Choose Save.

Employee class and position setup options for
tracking tips

If you have many employees who receive tips, directly or indirectly, set up
employee classes for these employees in the Employee Class Setup window. For
example, if you have servers who receive tips directly, as well as bus persons or
hosts who share tips indirectly, you might set up the following classes:

Employee class Employee position

SERV Servers

BUS Bus persons, salad bar workers
HOST Hosts and hostesses

Refer to Creating an employee class on page 63 and Setting up position codes on page 27
for more information.
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The following window shows how class setup might be used to set up the SERV
class.
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The following window shows the employee records for one employee who is in the

employee class SERV.
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Assigning codes to an employee class

Use the Employee Class Code Setup window to assign pay codes, deduction codes,

benefit codes, state tax codes, and local tax codes to an employee class.

To assign codes to an employee class:

1. Open the Employee Class Setup window.
(HR & Payroll >> Setup >> Payroll >> Employee Class)
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2. Enter or select a class ID and choose Codes to open the Employee Class Code
Setup window.

E Employee Class Code Setup EJ@@\

Class ID ADMMN
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Code Type:
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OvER
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Description

3. Select a code type to assign to the employee class.

4. Select each code that you want to assign to the class from the Available Codes
list.

5. Choose Insert to add the code to the Assigned Codes list.

6. Choose OK to close the window and return to the Employee Class Setup
window.

Deleting or changing an employee class

If an employee class has become obsolete and you're not planning to use it again in
the future, you can delete it. In some circumstances, you might need to change an
existing employee class to reflect changes, such as adding a new pay code. If you
change an existing employee class, you'll have the option to apply the changes to all
employee cards in the class.

If the class that you want to change has been assigned to employees, we recommend
that you print an employee list before making changes to determine how changing
the class will affect those employee cards.

~~- Ifan employee record from a particular class has been customized and changed from the

original class, you will be asked if the employee class is changed and if those changes should
be rolled down.
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To delete or change an employee class:

1. Open the Employee Class Setup window.
(HR & Payroll >> Setup >> Payroll >> Employee Class)
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2. Enter or select the ID for the employee class you want to delete or change.
3. Choose Delete to delete the class.

Deleting an employee class won't affect the existing employee cards assigned to the
class. However, you won’t be able to apply changes to this group in the future.

4. To change the class, select the field and enter the new information.

5. Choose Save to store your changes. You'll have the option to apply changes to
all the employee cards assigned to the class.
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Cards

This part of the documentation describes how to enter employee cards, tax cards,
deduction cards, and benefit cards, as well as entering beginning balances if you
start using Payroll at a time other than the beginning of a calendar year.

The following information is discussed:

e Chapter 6, “Employee cards,” explains how to create employee cards to track
the status of employees and to print reports.

¢ Chapter 7, “Tax cards,” describes how to create tax cards to track your
individual employees’ tax liabilities to various government agencies.

e Chapter 8, “Deduction and benefit cards,” describes how to enter employee
deduction and benefit cards based on the company deductions and benefits you
have already set up.

¢ Chapter 9, “Beginning balances,” explains how to enter beginning balances to
ensure that your monthly, quarterly, and yearly financial amounts are correct, as
well as to correctly process W-2 statements at the end of the year.




Chapter 6:

Employee cards

Employee cards are the foundation of your Payroll system. This information is used
to track the status of employees, to write letters, and to print reports. It's important
to keep this information up to date to reflect your company’s current activity.

This information is contained in the following sections:

*  Entering an employee card

*  Lntering an employee additional information card

*  Assigning pay, deduction, and benefit codes to an employee
*  [nactivating an employee card

*  Reactivating an employee card

®  Deleting or changing an employee card

*  Entering an employee address card

e Setting up employee Internet information

*  Entering an employee pay card

Entering an employee card

Use the Employee Maintenance window to enter an employee card. When entering
your first employee cards, consider how to arrange your current and future
employee cards. You can assign specific identification numbers or other types of IDs
to different groups of employees. After you've determined the most appropriate
numbering system for your employee cards, use it consistently for the best results
when printing reports and using other Payroll windows.

To ensure reports are printed in the correct order, be sure that each employee ID has
the same number of characters, if you're using numeric characters. The characters
are sorted from left to right, and numbers take priority over letters. If you don’t use
the same number of characters for employee IDs, the numbering system won’t be
consistent, and your employee IDs might not be listed in the order you intended.

You can automatically assign employee IDs in the Payroll Setup window. Each time
an employee card is created, the default number will increase by one to the next
available number as each number is accepted. After an ID has been assigned to an
employee it cannot be modified. Refer to Employee numbers in Payroll on page 15 for
more information about auto-assigning and modifying employee IDs in Payroll.

You can categorize employee information by classes when you enter employee
cards. A class will supply default values for many fields, making data entry easier
and faster. If an individual employee card requires different information, you can
override the default information for that employee. Refer to Chapter 5, “Setting up
employee classes,” for more information.

If you are setting up cards for employees who earn tips in addition to regular
wages, refer to Employee class and position setup options for tracking tips on page 64 for
more information.
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To enter an employee card:

1.

Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)
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Enter an employee ID.

If you don't enter an employee ID, Payroll retrieves the next employee 1D for this field if
employee IDs were auto-assigned in the Payroll Setup window.

You can enter or select a class ID to assign this employee to a class.
Enter the employee’s full name and Social Security number.

The Payroll system will validate the Social Security number. If it's not a valid number,
an error message will be displayed. If you’re not sure of the number, you can enter all
zeros and replace it later with the employee’s Social Security number.

Enter the date the employee started working. If you use adjusted hire dates for
attendance or reviews, enter the adjusted hire date for the employee. If you
don’t enter an adjusted hire date, the hire date will be displayed in the Adjusted
Hire Date field.

Enter or select the primary state to which unemployment taxes are paid and
enter or select the workers” compensation code for the employee.

Select the employee’s employment type, and enter an address and phone
number.

Enter or select the department code for the primary department the employee
works in, as well as the position code for the employee’s primary position. If
you enter a code that doesn’t already exist, you'll have the option to enter the
information needed to add the code.

If you've selected a class, this information will appear as a default entry. You can
override any of the default information, if necessary.

Enter or select a location and supervisor for the employee.
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If you're using Human Resources, you can use the following fields and buttons
to enter additional employee information.

Division Enter or select the division the employee works in.

Additional Positions Opens the Employee Positions window, where you
can enter multiple positions for the employee. For more information, see the
Human Resources documentation.

Human Resources Opens the Employee Human Resources Maintenance
window, where you can enter information for benefit and reporting purposes,
such as VETS-100 information. For more information, see the Human Resources
documentation.

Choose Vac/Sick to open the Employee Vacation-Sick Time Maintenance
window, where you can enter accrual options. For more information about
accruing methods, refer to Accrual methods for vacation and sick time on page 62.

If you selected Human Resources as your accrue type in the Attendance Setup window,
this button will not be available.

Choose Additional Information to open the Employee Additional Information
Maintenance window, where you can enter employee information such as birth
date and work hours per year. For more information, refer to Entering an
employee additional information card on page 74.

Choose Address to open the Employee Address Maintenance window, where
you can store additional employee addresses. For more information, refer to
Entering an employee address card on page 79.

If you're using Project Accounting, choose Projects to specify the employee’s
employer, employment type, employee expense setting, pay code, profit
settings, posting accounts, and overhead computation. Refer to the Project
Accounting documentation for more information.

Choose File >> Print to print a Detailed Employee List to verify your
information. Refer to Chapter 15, “Payroll reports,” for more information about
printing reports.

You can choose Write Letters to open the Letter Writing Assistant to create new
letters or prepare prewritten, preformatted employee letters in Microsoft Word,
such as benefit enrollment notices and birthday letters. For more information,
refer to Microsoft Software Integration in the System User’s Guide.

Choose Save in the Employee Maintenance window. If you marked the
employee card as inactive, Payroll automatically inactivates all records
pertaining to the employee card. For more information, see [nactivating an
employee card on page 76. If you reactivated the employee card, you can select
the records to inactivate using the Reactivate Employee window. For more
information, see Reactivating an employee card on page 77.

If you are using employee onboarding workflow or employee personnel
maintenance workflow, choose Submit to Workflow. If both workflow types are
activated, select whether to submit your changes to employee onboarding
workflow or employee personnel maintenance.
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Entering an employee additional information card

Use the Employee Additional Information Maintenance window to enter employee
additional information. You can enter information such as birth date, work hours
per year, and posting account information.

To enter an employee additional information card:

1.

Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)

Enter or select an employee ID and choose Additional Information to open the
Employee Additional Information Maintenance window.

Il Employee Additional Information Maintenance Q|E|@
Employee D ACKENDM Inactive
Name Ackerman, Filar
Bitth D ate /241978 Minimumm Met Pay 3575
Nickname | Wwork Hours per Year 1040
Altemate Mame:
Gender: Female v Last Rev. Date
Ethinic Origin; Caucasian - Spouse
Marial St |Maried | ([t
() Checkbook O Employes
Spouse Name
Spouse 55N
Description
Calculate Minimum ' age Balance
S0

Enter the employee’s birth date, nickname, and alternate name—if applicable—
and select the employee’s gender.

Select an ethnic origin and the employee’s marital status, and enter the
employee’s spouse’s name and Social Security number, if applicable.

Mark Calculate Minimum Wage Balance if this employee must be paid at least
the minimum wage when their regular wage plus tips does not equal the
minimum wage.

Enter an amount if there is a minimum amount that the employee must receive
in each paycheck. Taxes will still be deducted from the employee’s pay;
however, some deductions may not be deducted.

Enter the number of hours the employee will work in a year.

This information will be used to calculate accrued vacation and sick time
amounts, if you accrue vacation and sick time by hours worked. It also will be
used to calculate the hourly rate on salary pay cards when you enter
adjustments for salary pay.

If you entered information for the user-defined fields in the Payroll Setup
window;, these fields appear in the Employee Additional Information
Maintenance window. You can enter information in these fields.
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9. Enter posting account information. You have the option of posting the net pay
for this employee to the cash account used for the checkbook or to an account to
be specified for the employee. If you post to the account specified for the
employee, mark Employee and enter an account to use for the employee.

- If you're using Bank Reconciliation, it’s a good idea to use the cash account from the
checkbook so that you can easily reconcile the cash account entered in the Checkbook
Maintenance window for a checkbook with the cash account balance in General Ledger.

10. Choose OK to close the Employee Additional Information window and return
to the Employee Maintenance window.

11. Choose Save.

Assigning pay, deduction, and benefit codes to an
employee

Use the Payroll Quick Employee Assignment window to quickly assign active pay
codes, deduction codes, and benefit codes to an employee.

If you're using Human Resources, do not use the Payroll Quick Employee
Assignment window to assign deduction or benefit codes. Such assignments apply
only in Payroll, and not in Human Resources.

To assign pay, deduction, and benefit codes to an
employee:

1. Open the Payroll Quick Employee Assignment window.
(HR & Payroll >> Cards >> Payroll >> Quick Assignment)

il Payroll Quick Employee Assignment E@@
v 0K =)
Emplopee |0 (]
Mame
Class 1D
Display:
Code Type: Pay Cades v &) Al Company Codes O Only Emplopee Cades
Mark Al Unmark All
Include: Code Amount Start Date End Date Inactive
~
v
4 4 F M iy e

2. Enter or select an employee ID.
3. Select the type of code to display.

4. To view all codes of that type, mark All Company Codes. To view the codes
assigned to the employee, mark Only Employee Codes.

5. Mark each code to assign to the employee.
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6. Choose Mark All to assign all codes to the employee.

7. Choose OK to save your changes.

The SUTA and workers” compensations codes are taken from the Employee

Maintenance window. If that information does not exist, you must enter it in the
Employee Maintenance window. A message will appear if any of the selected pay codes
or benefit codes are subject to SUTA, or if a workers” compensation code was created in

the Workers” Compensation Setup window.

Inactivating an employee card

Use the Employee Maintenance window to inactivate an employee card. You can

inactivate an employee card and then reactivate it at a later date.

If an employee card is inactivated using the Employee Maintenance window,
Payroll automatically inactivates the records pertaining to the employee, such as
benefit records, deduction records, and direct deposit records.

Inactive employee cards will continue to appear on Payroll reports if they have current-year
activity. When you print other reports in Payroll, such as employee lists, you can choose
whether to include inactive employee cards. Refer to Removing inactive records on page 175

for information about deleting inactive employee cards.

To inactivate an employee card:

1. Open the Employee Maintenance window.

(HR & Payroll >> Cards >> Payroll >> Employee)

B Employee Maintenance

H save | &

Employee 1D

Last Mame

First

Middle

Suffix

Soc Sec Mumber

Seniority Date
Hire Diate:
Adjusted Hire Date
Last Day Worked

Secondary Status
SUTA State

Whorkers' Comp

Employment T ype:

Fle Edt Tools

Clear | ¥ Delete ‘lrite Letters 4

Help

ACKEDODT R

Ackerman

Pilar Address |0

Address

917-23-3833
City

State
ZIP Code
Country
Phore 1
Phone 2
Phore 3

84342013
8/3/2013

EH | B | B

Diwision
Department
Position

IL
1L/ CO1

farere]

Location

Full Time Regular v
Supervisor

sa Fabrikam, Inc, 4{12/2017

Class D SUPP

FRIMARY
987 Willow Aure

‘wiinnetka

IL

38272 Caunty
USa

[312) 555-0115 Ext. 0000
[312) 555-0150 Ext. 0000
[312) 5565-0151 Ext. 0000

HAIN
SPTS
CSP
FRIM&RY
SUPMGR

[ Additional Positions ]I Human Resources ]I Address I[ Additional Information ]

4 4 ¢ pl | byEmployes D w

S~
Y [ Inactive
ilE

farsrerdre

o e

2. Enter or select an employee ID.

3. Mark Inactive to inactivate the card.
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Enter the date the card was inactivated and the reason why.

Assign a secondary status code if you need to provide more detail about the
employee’s current status.

Choose Save to save the change.

You can reactivate an employee card by unmarking Inactive and choosing Save.
The Reactivate Employee window will open, where you can reactivate the
employee cards. Choose OK when you've finished. For more information, refer
to Reactivating an employee card on page 77.

Reactivating an employee card

Use the Employee Maintenance window to reactivate an employee card that has
been inactivated. You can reactivate employee cards only if the number of active
employees is less than the number your company is registered for.

To reactivate an employee card:

1.

Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)

Enter or select an employee ID.
Unmark Inactive to reactivate the employee card.
You can enter an adjusted hire date for the employee.

Choose Save. The Reactivate Employee window will open.

Reactivate Employee

Employes ID BONIDOD
Kame Bonifaz, Luis

Reactivate

State Tax Records Dedustion Records
Local Tax Records Benefit Records
Pay Records Direct Deposit

Mark the records to reactivate. Your options are:

State Tax Records
Local Tax Records
Pay Records
Deduction Records
Benefit Records
Direct Deposit

If you're using Human Resources and you selected Human Resources as your
accrue type in the Attendance Setup window, you can mark the Time Records
option.

Choose OK. All marked records will be reactivated.
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Deleting or changing an employee card

Use the Employee Maintenance window to delete or change an employee card. You
can delete an employee card if you're not planning to use it in the future. You also
have the option to change information on cards to reflect changes such as a pay rate
or the number of exemptions.

- If summary information exists for an employee, such as monthly, quarterly or yearly
- @ " information, you can’t delete the employee. You can only delete the employee at the end of the
year. Refer to Removing inactive records on page 175.

To delete or change an employee card:

1. Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)

B Employee Maintenance E”il @l

Fle Edt Tools Help sa Fabrikam, Inc. 4/12/2017
H Save | & Clear | X Delets Wiite Letters = R
Emplayee D ACKEQDD! EmIL] ClsssID | SUPP & T inactive
Last N, Ackerman =
s i fddesslD | PRIMBRY BHE
967 wéillow A
Middle Addiess illawy Awe
Suffix
Soc Sec Numb 917-23-9833
O ] Ciy Winnetka
Seniority Date State IL
Hire Date 8/3/2013 = ZIP Code 38272 County
Adjusted Hire Date 8/3/2013 H Countiy Usa
Last Day Worked H Phone 1 (312)555-0115 Ext. D000
Fhone 2 (3121 555-0150 Ext. D000
Phane 3 (3121 5550151 Ext. 0000
S dary State
Soniah S A Divisian MaIN [#
SUTA State IL =
Workers' Comp JLwC Ty Deestment |SPTS 2
Position CSP [#
PRIMARY
Ermnplarnent Type: Full Time Regular A4 Location L
‘Supervisar SUPMGR Q
I Additional Positions I[ Human Aesources I[ Addiess ]I Additional Information
4 4 » M [bpEmplopeelD - @

2. Select an employee ID.

3. Make the changes. To make changes to the employee, select the fields to change
and enter the new information.

4. Choose Delete to delete the card.
5. Choose Save to save the card.

6. While the Employee Maintenance window is displayed, choose File >> Print to
print the Detailed Employee List to verify your changes.
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Entering an employee address card

Use the Employee Address Maintenance window to enter an employee address
card. You can enter address and phone information.

To enter an employee address card:

1. Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)

2. Enter or select an employee ID and choose Address to open the Employee
Address Maintenance window.

ki Employee Address Mainienance Qlﬁ‘@
=

I Save | & Clear | % Delete

Employee |0 ACKEDDM Inactive
Name Ackerman, Pilar

Address 1D 4 FRIMARY P8 Phone 1 (312) 5550115 Est 0000
Address BTN Phoine 2 [312) 5550150 Ext, 0000
Phone 3 (3125550151 Ext. 0000
Fax (3125550186 Ext. 0000

City Winnetka
Stale L

ZIP Code 98272
County

Country UsaA

3. Enter an identification to describe the address and the address information,
including city, state, and postal code.

4. Enter county and country/region information and phone and fax numbers.

5. Choose Save.

Setting up employee Internet information

Use the Internet Information window to track Internet-related information about an
employee, such as e-mail addresses, Web page URLs, and FIP sites.

To set up employee Internet information:

1. Open the Employee Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Employee)
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2. Enter or select an employee ID and choose the Address ID Internet icon to open
the Internet Information window.

=)

I Save | & Cear | X Dekete

Select Infarmatian far.

Emploves 1D ACKEDDDT (.3 Pilar Ackerman
Address D 4 | PRIMARY ¥ (2} 997 Willow Ave

Intermet Information

User Defined 1
User Defined 2

[

Additional Infamation

I @

3. Select Employees in the Select Information for field.

4. Enter or select an address in the Address ID field, if necessary.
5. Enter Internet information.

6. Choose Save.

7. To print Internet information for the current employee, choose File >> Print.
The Internet Information Report is printed, showing Internet information for
the current employee.

To print an Internet Information Report showing Internet information for all
employees, use the Company General Report Options window. Refer to
Help >> Index >> Company General Report Options window for more
information.

Entering an employee pay card

Use the Employee Pay Codes Maintenance window to enter and maintain
employee pay cards. You can enter your own identifying pay code and description
to describe each type of pay. You also can assign pay types to pay codes. For
example, you might assign an hourly pay type to the pay code, HOUR.

For overtime, double-time, vacation, sick time, and holiday pay types, select the pay
code the pay type is based on. For example, if you're setting up an overtime pay
card for an employee with an hourly pay type, you need to base the overtime pay
type upon the employee’s hourly pay. Refer to Setting up pay codes on page 30 for
more information about the different pay types.

You can apply a pay step table to an employee’s pay code if you are using Human
Resources and you have marked the Use Pay Steps/Grades option in the Human
Resources Preferences window. For more information about pay steps, refer to the
Human Resources documentation.
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Before entering an employee pay card, you should have completed Entering an employee

= card on page 71.

To enter an employee pay card:

1. Open the Employee Pay Code Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Pay Code)

B Employee Pay Code Maintenance E”E|E|
Eile  Edt Tools Help sa Fabrikam, Inc. 4/12{2017
I save | & Clear | X Delele
Emplovee ID ACKEONOT 2O O nactive [ Primaty Pay Cade
Name Ackermnan, Pilar [[] Data Entry Default
Pay Code 4| ExAT ™
Desciption Expense Account Pay Type Business Expenss
5UTA State IL =
Workers' Comp Code ILwiC 64
Pay Rate $0.00 Mawimum per Period $0.00
Pay Period Semimonthly v
Pay per Period $0.00
Shift Cods 2
Subject To Taxes {7 Report A5 'Wages
v v v
Federal State FUTA W3 B P ol
FICA Soc Sec [ Local SUTA
W2 Label
FICA Medicars
Flat Tax Rates
Federal 0.00%
Iz
Sl 000 Human Besources I [ Summary I [ History I
4 4 b M |tyEmployesiD @

Enter or select an employee ID.
Enter or select a code to identify the pay card.

¢ To view the financial information for a pay card, choose Summary to open
the Employee Pay Code Summary window. This window will display the
monthly, quarterly, and yearly totals for the pay code in a selected year.

¢ To view individual transactions associated with the pay code in a selected
year, choose History to open the Employee Pay Code History window.

If applicable, select a Based On Pay Code. If the pay type is overtime or double
time, the pay rate appears next to the Based On Pay Code field.

If overtime or double time is selected, you also can specify a pay factor to
multiply the pay rate. If the pay factor is selected, the overtime or double time
pay rate is automatically recalculated every time the pay factor is changed. The
pay factor information is saved with the pay code.

If your business needs require complex overtime calculations, consider using Overtime
Rate Manager, which is included with Payroll Extensions. This module is part of the
Human Resources and Payroll Suite, which can be installed as an additional product.

Enter the pay rate. The Payroll system adjusts the pay factor to equal this code’s
pay rate divided by the base code pay rate, if any.
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10.

11.

12.

13.

14.

15.

16.

17.

¢ If the pay type is Earned Income Credit, leave the Pay Rate field blank to
use the EIC tables supplied with Payroll to calculate the EIC payment. If
you don’t use the EIC tables that are supplied, enter an amount.

¢ If the pay type is Piecework, enter the name of the unit of work. This unit
name will be printed on Payroll reports.

e If the pay type is Salary or is based upon a Salary pay type, select a unit of
pay to define how often the total salary is paid.

When the pay rate is changed for a pay code on which overtime or double time is based,
the overtime or double time pay rate is automatically recalculated by multiplying the
pay rate of the base pay code by the pay factor.

Select the pay period to determine how the wages will be annualized for tax
calculating purposes. After you select a pay period, the pay per period will be
displayed. For example, if the pay type is Salary with a rate of $1,000 per month
(Unit of Pay: Monthly) and it is paid semimonthly (Pay Period: Semimonthly),
the amount per pay period is $500.

Mark Data Entry Default to use the information in this window when you
create a transaction for the pay code during a pay run.

Enter or select a shift code to assign to this pay code, if applicable.

The SUTA state and workers’ compensation code entered in the Employee Maintenance
window for this employee will appear as default entries. You have the option of changing
these codes.

Enter or select the state (using the two-letter abbreviation) for SUTA (state
unemployment tax). If you are using pay steps, current and future pay rates for
the employee are calculated.

Enter or select the workers” compensation code, if applicable.

Enter the maximum amount per pay period for commission and business
expense pay types.

Enter an amount to pay in advance for a salary or commission pay type, if the
employee is to receive an advance.

If you are using pay steps, select Hire Date, Adjusted Hire Date, or Seniority
Date as the basis for step increases, or select Manual to enable manual entry of a

step or grade number, a step effective date, and an FTE factor.

Enter or select a pay step table ID. You can’t change this field if the selected pay
code is based on another pay code.

If you selected Manual for the basis of step increases, enter or select a step or
grade, a step effective date, and an FTE factor.

Mark all taxes to which the pay is subject.
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19.

20.

21.

22.
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Enter the federal and state tax rate for the pay if it is subject to federal or state
taxes and should be calculated at a flat rate. For example, bonus pay might be
taxed at a 20.00 percent flat rate. You can leave this field blank if you use the
federal and state tax tables instead of a flat tax rate.

Mark Vacation and Sick Time if vacation and/or sick time should be accrued on
this pay code. Your Payroll system must be set up for automatic accrual. For
more information about accruing methods, refer to Accrual methods for vacation
and sick time on page 62.

If you're using Human Resources and have Human Resources marked as the
accrue type in the Attendance Setup window, these fields will not be available.
Refer to the Human Resources documentation for more information.

Enter W-2 information if the pay type is Business Expense.

If the amount of the business expense should be included with gross wages on
the W-2 statement, mark Report as Wages. If the business expense should also
be printed in a special box on the W-2 statement, enter the number of the box in
the W-2 Box field. Then, enter a label, if required, to be printed in the box on the
W-2 statement.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate
box number and label. You can specify as many as four locations.

If you're using Human Resources, choose Human Resources to open the
Employee Pay Code HR Maintenance window, where you can enter and edit
the employee’s position and pay code information and earnings history. For
more information, see the Human Resources documentation.

Choose Save to store the pay code.
Changes made to a pay code can be reflected in any pay codes that are based on it,

causing the dependent codes, including overtime and double time codes, to recalculate
their pay rates. Overtime and double time pay rates are also affected by changing the

pay factor.
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Chapter 7:

Tax cards

You can set up tax cards and use them to track your individual employees’ tax
liabilities to various government agencies.

Before you can set up tax cards, you must download federal, state, and local tax
tables from the CustomerSource Web site by using the Payroll Update. For more
information, see Chapter 19, “Payroll updates.”

Before entering a tax card, you should have completed Entering an employee card on
page 71.

This information is contained in the following sections:

W-2 boxes

States with no withholding tax
Entering an employee tax card
Entering an employee state tax card
Entering an employee local tax card

W-2 boxes

When setting up employee tax cards, you can specify whether either of two boxes
will appear on the W-2 statement for an employee. The two boxes are:

Statutory Employee The employee is subject to FICA withholding but not
federal withholding.

Retirement Plan The employee was an active participant in a retirement plan,
such as a 401(k) plan.

States with no withholding tax

The following states do not require income taxes:

Alaska

Florida

New Hampshire
Nevada

South Dakota
Tennessee

Texas
Washington
Wyoming

* For the state of Massachusetts, special exemption amounts are for Married Both
Spouses only.

** For the state of Mississippi, personal exemptions are for Blind and Blind Spouse
only.
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Entering an employee tax card

Use the Employee Tax Maintenance window to enter and maintain employee tax
cards for federal taxes.

To enter an employee tax card:

1. Open the Employee Tax Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Tax)

Il Employee Tax Maintenance [;HE\@
I save | & Crar

Emploves D | ]

Name

Federal Filing Status: Married v

EIC Filing Status: Nat Eligible v

Federal Withhalding w-2 Check Bokes

Number of Exemptions [ Statutory Employee

Additional withholding [[] Retirement Plan

Estimated Withholding

Transaction Entry Defaults

Tax Withholding State Q

Lol Tk Cods 2

[ Househald Employes

[ Medicare Qualified Gow't Employes

[] wiithhold New York Stale Tax Dilference

RN @

2. Enter or select an employee ID.

3. Select the appropriate federal filing status for the employee. This status
determines the tax table that will be used to calculate federal taxes. If the only
option is Exempt, tax tables aren’t installed. Use the CustomerSource Web site
to download tax tables.

4. If the employee is eligible for advanced earned income credit payments, select
the appropriate Earned Income Credit (EIC) filing status for this employee. This
status determines the tax table that will be used to calculate EIC payments. If
the only option is Not Eligible, tax tables aren’t installed. Use CustomerSource
to download tax tables.

5. Enter the number of exemptions the employee has claimed on his or her W-4
form.

6. Enter the additional amount, if any, that the employee specified to be withheld
on the W-4 form. This amount will be added to either the calculated or
estimated federal withholding to determine the total federal withholding for
each pay run.

7. Enter the amount that should be withheld each pay run if the employee
estimates his or her federal tax liability instead of using tax table calculations. If
you entered an amount in the Additional Federal Withholding field, that
additional amount will not be added to the estimated withholding amount to
determine the total federal withholding for each pay run.
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8. Enter or select the state to which the employee must pay income tax, as well as
the locality to which income taxes should be paid for the employee. This
information will appear as default entries when you enter pay transactions and
will be used for automatic pay cards subject to state or local tax.

9. Mark Household Employee if it applies to the employee and mark Medicare
Qualified Government Employee if the employee is exempt from FICA Social
Security tax but is subject to FICA Medicare tax.

10. Mark the Withhold New York State Tax Difference if the employee’s state of
residence is New York, but the tax withholding state is a different state.

11. Mark the W-2 boxes that apply to the employee. These boxes will be marked on
the employee’s W-2 form when you print W-2 statements.

12. Choose State Tax to open the Employee State Tax Maintenance window where
you can enter state tax information. For more information, refer to Entering an
employee state tax card on page 87.

13. Choose Local Tax to open the Employee Local Tax Maintenance window where
you can enter local tax information. For more information, refer to Entering an
employee local tax card on page 88.

14. Choose Save. The pointer returns to the Employee ID field and you can
continue by creating another card.

Entering an employee state tax card

Use the Employee State Tax Maintenance window to enter and maintain employee
state tax cards. Employee state tax cards track individual employees’ tax liability to
various state government agencies. You also have the option of setting up multiple
state taxes for each employee. For example, if an employee works in two states, you
might need to set up two state tax cards.

To enter an employee state tax card:

1. Open the Employee State Tax Maintenance window.
(HR & Payroll >> Cards >> Payroll >> State Tax)

I Employee State Tax Maintenance E\E\@
I Save | & Cear | ¥ Delte
Emplovee 1D | a3 [ Inactive
Narne
State 4 b
Marme
Filing Status:
© Perzanal Exemptions
[ self
5
Number of Dependents L] Spouse
[1 elind
Additional Allowances )
[ Blind Spouse
Over B5
Adkitional State Withholding E SVE' Doer B8
Estimaled Stale Withholding pouse St
[ Special Allowance
Estimated Deduction Alowances
Special Exemplion Amount
4 4 » M| byEmplyesiD  w {r @

2. Enter or select an employee ID.

3. Enter the state code for which the employee’s income tax is withheld.
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4. Select the appropriate filing status for the employee. The options available will
depend on the state code you entered.

- If no filing status exists for a state, Not Applicable will appear in the Filing Status list.

5. Enter the number of dependents claimed by this employee as exemptions.
Don’t count the employee’s own exemption or that of his or her spouse.

6. Enter the number of personal or itemized exemptions claimed by this
employee.

7. Enter the amount that should be withheld from each paycheck if the employee
indicated on the state’s equivalent of the W-4 form that additional taxes should
be withheld from each paycheck. This amount will be added to either the
calculated or estimated state withholding to determine the total state
withholding for each pay run.

8. Enter the amount of estimated state tax to be withheld from each pay run for
employees who estimate their state tax liability instead of using tax table
calculations.

* For the state of California, enter the number of additional withholding
allowances for estimated deductions claimed on the DE-4 or W-4 forms.

e For the state of Mississippi, enter the total exemption amount claimed on
the 62-420 form.

9. Mark all the exemptions that the employee has claimed on his or her state’s
equivalent of the W-4 form. These exemptions are for state tax purposes only.
S Choose Summary in the Employee State Tax Maintenance window to view state tax
amounts or financial information for an employee.

10. Choose Save to save the employee state tax information you've entered.

Entering an employee local tax card

Use the Employee Local Tax Maintenance window to enter and maintain employee
local tax cards. Employee local tax cards track individual employees” tax liability to
various local government agencies. You also have the option of setting up multiple
local taxes for each employee. Refer to Setting up a local tax on page 56 for more
information.
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To enter an employee local tax card:

1. Open the Employee Local Tax Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Local Tax)

=] Employee Local Tax Maintenance E‘E‘E‘

B Save & Cear | X Delats

Emplopee D ACKEDODT (] [ dnaciive:
Narne: Ackerman, Pilar

Local Code 4 |MDC 351

Description aryland County

Automatically Calculate Filing Status: Mot Applicable v

Mumber of Exemptions Additional Withholding

4 4 b M byEmplopeelD v e

2. Enter or select an employee ID.

3. Enter or select the code for the local government to which the employee pays
taxes.

4. Mark Automatically Calculate if the local tax should be automatically deducted
from the pay cards that are subject to local taxes for each pay run. For example,
assume you have an employee who lives in a particular city and is subject to
that city’s tax, regardless of where he or she works.

5. Select a filing status. If you enter a local code that is provided with your
accounting system, the Filing Status list will display a description for each filing

status. If you entered a new code, Not Applicable will appear in the list.

6. Enter the number of exemptions this employee claims from local taxes if the
locality allows exemptions to be taken.

7. Enter any additional withholding the employee requests.

Choose Summary in the Employee Local Tax Maintenance window to view local tax
amounts or financial information for an employee.

8. Choose Save to store the employee local tax information.

U.S. PAYROLL 89



90

u.

S.

PAYROLL



Chapter 8:

Ay

_‘@’_

Deduction and benefit cards

After you've set up deduction and benefit company cards, also known as deduction
and benefit codes, you can enter employee deduction and benefit cards based on
net, unit or gross pay. Refer to Setting up a standard deduction on page 40 and Setting
up a benefit on page 49 for more information.

You also can set up employee-level deduction sequences, which may be necessary
to comply with tax and garnishment regulations. If an employee has multiple
garnishments, you can specify a “split method” for situations in which available
wages aren’t sufficient to pay the total garnishment amount.

If you also use Human Resources, refer to your Human Resources documentation
for information about entering employee deduction and benefit cards.

This information is contained in the following sections:

*  Entering an employee deduction card

*  Entering an employee-level deduction sequence
o Selecting a split method

*  Entering an employee benefit card

Before entering deduction or benefit cards, you should have completed Entering an employee

card on page 71.

Entering an employee deduction card

Use the Employee Deduction Maintenance window to enter and maintain
employee deduction cards. You can set up a deduction as a percentage of gross, net,
or earnings wages, as a fixed amount, or as an amount per unit of wages. Examples
of deductions include donations to charities, union dues, and garnishments. After
you have set up company deduction cards, also known as deduction codes, (see
Chapter 3, “Setting up deductions and benefits”), you can select these deduction
codes for individual employees by entering an employee deduction card.

You can choose not to enter deduction amounts in this window. For more
information, refer to Using zero benefit and deduction amounts on page 38.

You can enter two types of employee deduction cards: standard and garnishment.
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To enter a standard employee deduction card:

1.

Open the Employee Deduction Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Deduction)

= ] Employee Deduction Maintenance E@gl

Eile  Edt Tools  Help sa Fabrikam, Inc. 4j12§2017
K Save | & Clear | X Delete
Emplopee [D ACKEODM () [ Inactive
Mame Ackerman, Pilar
Deduction Code 4| INS2 ¥4 Ireurance (Family coverage)
Deduction Type Standard Garishment Category
TS Sheltered From :
StatDae [215/2013 I Mcthod)
Federal Tax Fized Amount v
End Date 0/0/0000  ZH
FIC Taw Deduction Tiers
[ Transaction Required State Tax
Loeal Tax ® Single 17295
Frequency: Semimanthly v O Mulipie
Maximum Deduction
Pay Period $0.00
Based on Pay Codes: Al O Selected
asecontay oces © Calendar Year $0.00
Lifetime $0.00
W-2 Box 4 of»
W-2 Label
4 4+ b |byEmplopes (D v @

Enter or select an employee ID.
Enter or select a deduction code of the standard type.

Enter the starting date of the deduction. This date should be on or before the
ending date of the pay period in which the first deduction is to be taken.

Enter the ending date of the deduction. This date should be on or before the
ending date of the pay period in which the last deduction is to be taken. If the
deduction is continuous, leave this field blank.

Mark Transaction Required if the dollar amount or percentage of the deduction
varies each time it’s calculated. For example, if you have an employee purchase
plan and the amount you withhold varies with each paycheck, or there is no
withholding for some paychecks, mark this option.

If you mark the deduction as transaction-required, you'll need to enter a transaction for
the amount or percentage of the deduction for each pay run in which the deduction is
taken.

Mark Data Entry Default to use the information in this window when you
create a transaction for the deduction code during a pay run.

Select the frequency.
The frequency with which a deduction is taken depends upon selections you make when

building paychecks. The selection you make in the Frequency field here will be used to
annualize the tax-sheltered deduction when taxes for paychecks are calculated.
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Mark the taxes from which the deduction is sheltered. If the deduction is a tax-
sheltered annuity (TSA), the amount deducted won’t be included in the
employee’s wages when federal, FICA, state or local taxes are calculated. If
federal tax is marked, the amount of the deduction won't be included in the
Wages, Tips, and Other Comp field on the employee’s W-2 form.

To base the deduction on all pay codes, mark All. To base the deduction on
selected pay codes, mark Selected. From the displayed pay codes list, select
each code and choose Insert to add each to the Selected list.

Select a deduction method. If you select Percent of Earnings Wages, also select
an earnings code.

Select a single deduction tier or multiple tiers. If you mark Single, enter an
amount or percent. If you mark Multiple, choose the Tiers button and the
Employee Tiered Deduction Maintenance window opens, where you can enter
tiered deductions. Refer to Deduction tiers on page 39 for more information.

Enter deduction maximums. You can enter the maximum amount an employee
can have deducted each pay period, each calendar year, each fiscal year, and for
the entire time the employee works for your company.

If you need the year-end total amount for this deduction printed in a special box
on the W-2 statement, enter the box number and label.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate
box number and label. You can specify as many as four locations.

You can choose Sequence to specify the order in which the deductions will be
taken from the employee’s wages. For more information about setting up
deduction sequences, see Chapter 3, “Setting up deductions and benefits.”

Choose Summary to open the Employee Deduction Summary window and
view the employee’s past amounts deducted for the specified deduction code,
by month, quarter, year, and life to date.

Choose Save to save the standard deduction card.

enter a garnishment employee deduction card:

Open the Employee Deduction Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Deduction)

Enter or select an employee ID.
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3. Enter or select a deduction code of the garnishment type. When you select a
garnishment deduction code, the window layout changes, as shown in the
following illustration.

=] Employee Deduction Maintenance g@@l

Ble Edt Tools Help sa Fabrikam, Inc. 4/12/2017
I Save | & Clesr | X Delets

Employee 1D BARROOO ()
Mame Bar, Adam
Deduction Code 4| TAXES
Garnishment

[ Inactive

P [ PAST DUE COUNTY TAXES

Garnishment Category | Tax Levy

Deduction Type

Stait Date 415/2M7 Malhud
End Date 6A15/2M7 Fired Amount v

Garnishment Deduction Amount
Amaunt 435.00

Frequency. Wweekly v

Court Date 07040000 3
Court Name

aximum Deduction

Dacument ID | Faderal 5]
State o
Origninal Amt, $0.00
Taken $0.00
Fiemaininy $0.00
:
Yendar 1D “ w-2Box [« o »
Haino Wi-2 Label
4 4 » ¥ [byEmpioyes D - @

4. Enter the starting date of the deduction. This date should be on or before the
ending date of the pay period in which the first deduction is to be taken.

5. Enter the ending date of the deduction. This date should be on or before the
ending date of the pay period in which the last deduction is to be taken. If the
deduction is continuous, leave this field blank.

6. Select the frequency. Make sure the deduction frequency matches the
employee’s pay period.

7. Enter the court date, court name, and court document ID from the court order
document requiring the garnishment.

8. As the original amount, enter the total amount to be garnished, if specified in
the court order.

9. You may enter a past amount already taken from the employee’s wages for this

garnishment, if applicable. Payroll will add all further amounts taken and
calculate the remaining portion of the original amount.

10. Enter or select a vendor ID to identify the recipient of the garnished wages.
11. Select a garnishment deduction method.

¢ The Percent of Earnings Wages method is not permitted when the selected
deduction code is assigned to an earnings code.

e If you select Percent of Earnings Wages, also select an earnings code.
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12. If the court order specifies a fixed amount at a frequency different from the
employee’s pay period, match the frequency to the pay period and pro-rate the
amount. For example, if the garnishment is for $100 per month and the
employee’s pay period is semimonthly, enter a fixed amount of $50 with a
semimonthly frequency.

13. Enter or select the federal and state deduction maximums. Federal and state law
establish maximum rates and amounts for garnishments, and Payroll allows
you to define codes for the applicable rules. See Setting up maximum garnishment
rules on page 44.

14. If you need the year-end total amount for this garnishment printed in a special
box on the W-2 statement, enter the box number and label.

15. If the employee has multiple deductions and needs them deducted in a
particular sequence, choose Sequence to specify the order in which the
deductions will be taken from the employee’s wages. For more information
about setting up deduction sequences, see Entering an employee-level deduction
sequence on page 95 and Deducting multiple garnishments on page 45.

16. Choose Summary to open the Employee Deduction Summary window and
view the employee’s past amounts deducted for the specified deduction code,
by month, quarter, year, and life to date.

17. Choose Save to save the garnishment deduction card.

Entering an employee-level deduction sequence

Use the Employee Deduction Sequence window to specify deduction sequences for
individual employees.

If you do not create a deduction sequence for an individual employee, the Payroll
system applies the company-level sequence, if one was created in the Deduction
Sequence Setup window, or the Payroll system’s default sequence. See Chapter 3,
“Setting up deductions and benefits.”

You can assign all types of deductions to the sequence, including standard,
garnishment, and TSA types. The Payroll system will calculate the TSA deductions
from pre-tax wages, regardless of the sequence.

If you assign a deduction to an employee after creating that employee’s deduction
sequence, Payroll will place the new deduction at the bottom of the sequence.

Before you set up deduction sequences, be sure to set up deductions. Refer to Chapter 3,
“Setting up deductions and benefits.” You should also set up Payroll default entries.
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To enter an employee-level deduction sequence:

1. Open the Employee Deduction Sequence window.
(HR & Payroll >> Cards >> Payroll >> Deduction Sequence)

m Employee Deduction Sequence Q@E‘

File  Edt  Tools  Help sa Fabrikam, Inc. 4j12j2007

E Save | &£

Clear

Ermplovee ID | i
Narne

Use Sequenced Deductions From O Employes @ Company

Deduction Description Type TS4 Inactive Sequence  Spit Method

44 r »

You also can open this window by choosing Sequence in the Employee
Deduction Maintenance window.

2. Enter or select an employee ID.

3. Select Employee to create or change an employee-level deduction sequence. If
you select Company, the company-level sequence will be used, if one exists, and
any employee-level sequence you created will be deleted.

4. Tomove a deduction to a higher or lower position in the sequence, select it, and
choose the up or down arrow button.

5. To assign one sequence number to two or more garnishments, select each
garnishment’s sequence number in the Sequence column, and enter the number.

By default, the Payroll system applies the Even split method to garnishments
sharing a sequence number. To change the Split Method, see Selecting a split
method on page 96.

6. Choose Save to store the sequence.

Selecting a split method

Use the Split Method window to select the method of dividing available wages
between two or more garnishments assigned the same sequence number in the
Employee Deduction Sequence window. A split method is used to determine
individual garnishment amounts if available wages aren’t sufficient to pay the total
garnishment amount.

For more information about ways to handle multiple garnishments, see Deducting
multiple garnishments on page 45.
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To select a split method:

1. In the Employee Deduction Sequence window, select a garnishment deduction
that has the same sequence number as another garnishment deduction. Choose
the Split Method button to open the Split Method window.

(HR & Payroll >> Cards >> Payroll >> Deduction Sequence >> Split Method

button)
AEE)
4f1zfz007 >
Deduction TAXES
Dezcription PA4ST DUE COUNTY TAXES
Sequence 2
Split Methed | Pro-Rata ¥

2. Select a split method, Even or Pro-Rata. The method you select will be assigned
to all the deductions having this same sequence number.

The Even split method calculates the amount by which the total of these
garnishments exceed available wages, and subtracts equal shares of this
amount from the garnishments, reducing each by the same amount.

S~ In transactions where the Even split method would reduce a garnishment amount to
less than zero, Payroll does not process the check, and lists the transaction on the
Calculate Exceptions report.

The Pro-Rata split method calculates the amount by which the total of these
garnishment amount exceeds available wages, and subtracts proportional
shares of this amount from the garnishments, reducing each in proportion to its
share of the total garnishment amount.

3. Choose OK.

Entering an employee benefit card

Use the Employee Benefit Maintenance window to enter and maintain employee
benefit cards. You can select individual employee cards and apply benefit codes to
them by entering an employee benefit card. Benefits can be based upon a fixed
amount, net wages, gross wages, a deduction, or amount per unit. Examples of
employee benefits include insurance premiums and 401(k) contributions made by
the company on behalf of an employee.

The Employer Maximum Match field stores the maximum the employer will
contribute to an employee’s 401(k) fund. With this feature, you can set up one 401(k)
deduction and one benefit code for an employee.

You can choose not to enter benefit amounts in this window. For more information,
refer to Using zero benefit and deduction amounts on page 38.
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To enter an employee benefit card:

1. Open the Employee Benefit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Benefit)

B Employee Benefit Maintenance g@gl

Eile Edt Tools Help sa Fabrikam, Inc. 4/12{2017
I save | & Clear | ¥ Delete

Emplovee |0 1] [ Inactive

::::m Code 4 (31

Description

Stat Date = Sb';:;;;a“es B Looa F:::z::julﬁmssWages v
ErdDlo E | Orcasecsee O FuTa Benefil Tiets

Transaction Required [ FICA Medicare [ suta @ Single 0.00%
[] DataEntry Defaul: [ State O Multiple

Frequency: Flat Tax Rates

wieekly R Federal State

Maximum Bensfit

Based or Pap Codes v Ol @ Selcted :I"E ::::jiea'

Pay Codes: Selected: :

gg:iﬂ -~ Lifetime:

o a vt 4 |»

-2 Label

[l 4 ¥ [byEmployeeiD v L@

2. Enter or select an employee ID.

3. Enter or select the benefit code for the benefit you're setting up.

4. Enter the date that the benefit should take effect. This date should be on or
before the ending date of the pay period the first benefit should take effect;
otherwise, the benefit won’t be calculated.

5. Enter the date that the benefit should end. If it is a continuous benefit, leave this
field blank, and no ending date will be specified. If the ending date is after or on
the ending date for the pay run, the benefit will be taken.

6. Mark Transaction Required if the amount or percentage of the benefit varies
each time it’s calculated, or there are some paychecks with no benefit. You must
enter transactions to include a transaction required benefit in a pay run.

7. Mark Data Entry Default to use the information in this window when you
create a transaction for the benefit code during a pay run.

8. Select the benefit frequency and mark the taxes the benefit is subject to.

9. Select pay codes or deductions to base the benefit on.

¢ To base the benefit on all pay codes, select Pay Codes and mark All.

e To base the benefit on certain pay codes, select Pay Codes and mark
Selected. Select each code to base the benefit on and choose Insert to add the
pay code to the Selected list.

¢ To base the benefit on certain deductions, select Deductions and mark
Selected. Select each code to base the benefit on and choose Insert to add the
deduction code to the Selected list.
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Select a calculation method and select a single benefit tier or multiple tiers. If
you select a single amount or percent, enter an amount or percent. If you select
multiple tiers, choose Tiers to open the Employee Tiered Benefit Maintenance
window, where you can enter tiered benefits. Refer to Benefit tiers on page 48 for
more information.

If you selected Percent of Deduction as your calculation method, enter the
maximum percent the employer will match for this employee benefit.

Enter benefit maximums. You can enter the maximum amount each employee
can receive for this benefit for each pay period, calendar year, fiscal year, and
lifetime.

Enter the number of the box in the W-2 Box field if the benefit amount needs to
be printed in a special box on the W-2 statement. Enter a label, if required, to be
printed in the W-2 box.

If the amount must be reported in multiple locations on the W-2 statement, use
the browse buttons to select an additional location, and enter the appropriate
box number and label. You can specify as many as four locations.

Choose Summary to view an employee’s benefit amounts or financial information.

Choose Save.
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Beginning balances

If you're setting up Payroll for the first time and the calendar year has already
started, you should enter beginning balances to ensure that your monthly, quarterly,
and yearly financial amounts are correct, as well as to correctly process W-2
statements at the end of the year.

This information is contained in the following sections:

¢ Entering beginning balances
*  Posting beginning balances

Entering beginning balances

Use the Payroll Manual Check-Adjustment Entry window to create a batch of
transactions for your beginning balances. A batch is a group of transactions
identified by a name or number. For more information, refer to Creating a batch on
page 107.

You have several options when entering beginning balances:
*  You can enter an amount for each month for each employee.

*  You can enter an amount for each quarter for each employee. If you select this
method, you won’t be able to print accurate monthly reports.

*  You can enter a total amount for the year-to-date for each employee. If you
select this option, you won't be able to print accurate period-end or quarterly
reports, but you'll be able to print accurate W-2 statements at the end of the
year.

To enter beginning balances:

1. Open the Payroll Manual Check-Adjustment Entry window.
(HR & Payroll >> Transactions >> Payroll >> Manual Checks)

= ] Payroll Manual Check-Adjustment Entry E]@l@

File  Edt  Tools  Help DYNSA Fabrikam, Inc. 4/12{2017
I save | & Clear | X Delete |45 Post =
Check Type: @ iManual Check: O Adjustment O Beginning Balances
Papment Number 1834 [

Batch 1D e Checks

Comment

Checkbook ID PAYROLL =

Hame Paproll - Lakes Bank

Check Number 11635

Check Date 412/2017 [

Posted Date anz22m7 &

Emplovee [0 =

Mame

44 r ¥ @

2. Mark Beginning Balances as the check type. These transactions do not update
Bank Reconciliation or General Ledger information.
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Enter an adjustment number and enter or select a batch ID. A batch ID identifies
a group of related entries that are posted collectively as a single, complete
transaction.

Enter a check date to help you track information about individual transactions.
You should enter the posting date for the beginning balance transaction. This
date should reflect the month the amounts are posted.

Enter or select an employee ID.

Choose Transactions to open the Payroll Manual Check Transaction window.

Select a transaction type and enter or select a code. Then enter the appropriate
information for the code. Continue with additional transaction types and codes.

For some Transaction Types, such as Federal Tax and State Tax, you must also enter the
Taxable Wage amount.

Choose Save and close the window.

Choose Distributions to open the Manual Check Distribution Entry window.
This window lets you view distributions on manual check transactions, view
the Analytical Accounting transactions that are assigned to the check
distributions, and make any final changes before posting.

Choose OK to close the window.

The Payroll Manual Check-Adjustment Entry window opens. Choose Save.

Enter beginning balance information for another employee. Repeat this process
until beginning balances have been entered for all employees.

Choose File >> Print to print a Manual Check Edit List to verify your beginning
balance information.

If you identify errors in transactions on the edit list, refer to Correcting manual
check transactions on page 119 for more information.

Posting beginning balances

/N

PAYROLL

Use the Payroll Batch Entry window to post beginning balances.

Always back up your company’s accounting data before posting batches of transactions. If
there is a power fluctuation or some other posting problem, you can easily restore your data
and begin the posting process again. For more information about making backups, refer to
the Help >> Contents >> select System Administration.
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To post beginning balances:

1. Open the Payroll Batch Entry window.

(HR & Payroll >> Transactions >> Payroll >> Manual Checks >> Batch ID
expansion button)

& Payroll Batch Entry E”Elgl
=

E Save & Clear | X Delete |4 Post

Batch 1D PAYROLL MANUAL “3[3]  Orgin Manual Checks
Comment Payroll Manusl Batch

Posting Date 5/20/2007

Last Date Posted 0/0/0000
Times Posted 1}

Control Actual

Transactions ] 1

Employees o 1

Tranzactions

I @

2. Choose Post. Depending on how you entered the transactions, the posted
amount will be reflected for the month and for the year-to-date figure as each
employee’s beginning balance.

An audit trail code automatically will be assigned to these transactions as
they’re posted. You can use audit trail codes to trace the posting sequence of a
transaction back to the check. The audit trail code for the beginning balance
transactions will have the prefix UPRMC. For more information about how to
use audit trail codes, refer to your System User’s Guide (Help >> Contents >>
select Using the System.)

U.S. PAYROLL 103



04 U.S. PAYROLL



PART 3: TRANSACTIONS




106

u.s.

Part 3:

PAYROLL

Transactions

This part of the documentation describes how to create Payroll batches and
transactions.

The following information is discussed:

e Chapter 10, “Batches and posting,” explains how to create single-use batches, or
recurring batches for transactions you enter on a regular basis. Batches can be
identified as a group of transactions entered by a specific employee, or a group
of transactions entered on a particular date.

¢ Chapter 11, “Payroll transactions,” describes how to create Payroll check
transactions including computer check transactions and manual check
transactions.

e Chapter 12, “Editable pay rates,” includes examples of how you might use
editable pay rates in different industries.




Chapter 10:

Batches and posting

Batches are groups of transactions—accounting entries that change the balance of
liability, revenue, asset or expense accounts—identified by a name or a number, that
are used for identification purposes and to make the posting process easier.
Entering and posting transactions in batches lets you group similar transactions
during data entry and review them before posting at a later time. You can create
batches that you use just one time, or recurring batches for transactions you enter on
a regular basis. Batches can be a group of transactions entered by a specific
employee, or a group of transactions entered on a particular date.

Payroll batches have either Manual Check or Computer Check as their origin. Since
batches can use only one origin, you can have batches with the same name, but
different origins.

In Payroll, posting updates the balances that are displayed in the Employee
Summary window, so you can view up-to-date information for your employees. If
you're using Bank Reconciliation, your checkbook also is updated when you post.
For more information, refer to the Bank Reconciliation documentation.

For information about entering transactions with different origins, refer to Entering
manual check transactions on page 117 or Entering Payroll computer check transactions
on page 113.

This information is contained in the following sections:

*  Creating a batch
*  Modifying or deleting a batch

®  Posting a batch

Creating a batch

Use the Payroll Batch Entry window to create a batch—a group of transactions
identified by a name or number. Each transaction in a batch must have the same
origin. Entering and posting transactions in batches lets you group similar
transactions during data entry and review them before posting at a later time.

To create a batch:

1. Open the Payroll Batch Entry window.
(HR & Payroll >> Transactions >> Payroll >> Batches)

Il Payroll Batch Entry ng‘@
K save | & Cea | ¥ Delte |11 Fou =
Batch ID FAYROLL BATCH 1 4[| Origin:  Computer Cheques
Comment Payroll batch
Frequency: Weekly v Posting Date. 0070000
Recurring Posting 1} Last Date Posted 12/41/2008
Daps to [ncrement o Times Posted 1]
Control Actual
Transactions a 0
Employess [ 0
User 1D Appraval Date
fppraved 0/0/0000
IR @
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Enter a batch ID to identify the batch and select a batch origin.

Enter a batch comment, such as a brief description of the transactions that will
be entered in the batch.

If you want to look up an individual check transaction in the batch you selected,
choose Transactions, select Payroll Transaction Entry, and choose Go To. In the
Payroll Transaction Entry window, choose the Lookup icon next to the
Transaction list heading. Enter the transaction number or select a transaction
from the list, then choose Open. Close the Payroll Transaction Entry window to
return to the Payroll Batch Entry window.

If you selected Computer Check as the origin, select a frequency. If at least one
Payroll transaction is linked to a Human Resources attendance transaction, this
field cannot be modified.

If you selected Manual Check as the origin, enter a posting date. The default
posting date is the user date, but it can be changed to post the batch as of a
different date. If you assign a manual check to a batch, it will be posted on the
posting date, whether Transaction or Batch is marked in the Posting Setup
window.

If you're using a manual check and not using a batch, you must post
transactions using the date entered in the Payroll Manual Check-Adjustment
Entry window.

Enter any requirements for posting the batch, such as recurring posting days or
transaction totals.

Choose Save to save the batch.

Enter or select the batch ID and choose Transactions to enter transactions in the
batch.

¢ If the origin is Manual Check, the Payroll Manual Check-Adjustment Entry
window opens.

¢ If the origin is Computer Check, the Go To window opens, from which you
can open the Payroll Transaction Entry window or the Payroll Mass
Transaction Entry window.

For more information, refer to Entering employee mass transactions on page 111,
Entering Payroll computer check transactions on page 113, or Entering manual check

transactions on page 117.

When you’ve entered and saved all transactions for a batch, return to the
Payroll Batch Entry window and select the batch ID.

Choose File >> Print to print a Transaction Edit List to verify your entries.
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Modifying or deleting a batch

Use the Payroll Batch Entry window to change or delete an unposted batch.
Recurring batches are deleted automatically after the batch has been posted the
number of times you specify in the Recurring Posting field. To make changes to
specific transactions in a batch after they’re posted, refer to Correcting Payroll
computer check transactions on page 116 or Correcting manual check transactions on
page 119 for more information.

To modify or delete a batch:

1. Open the Payroll Batch Entry window.
(HR & Payroll >> Transactions >> Payroll >> Batches)

2. Enter or select a batch ID. If you enter a batch ID, you must also enter the batch

origin before information about the batch will be displayed.
3. Make the changes and choose Save.

4. To delete the batch, choose Delete.

BATCHES AND POSTING

Posting a batch

Use the Payroll Batch Entry window to post a single batch. Before you post a Payroll
batch, you should print an edit list and review the transactions in the batch. To print

an edit list from this window, select the batch ID and choose File >> Print. If you

need to make corrections, do so at this time. You also should make a backup of your

company’s data. Refer to Help >> Contents >> select System Administration for
more information about making backups.

To post a batch:
1. Open the Payroll Batch Entry window.

(HR & Payroll >> Transactions >> Payroll >> Batches)

Id Save | & Clear | ¥ Delete

PAYROLL BATCH 1
Payrall batch|

Batch 1D
Comment

Frequency: weekly
Recurring Posting
Cantrol

Transactions

Emplopess

4 4 » K

Il Payroll Batch Entry E‘E‘g‘
=

Q. D Origin:

Last Date Posted
Times Posted

Actual
0 1}
0 0

Computer Checks

124142008
D

Transactions

@

2. Enter or select the batch ID and origin for the batch to post.

Only batches with a manual check origin can be posted in this window.

3. Approve the batch for posting, if required. After it’s approved, a batch can’t be

edited unless you unmark Approved.
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4. Choose Post. Your Payroll records will be updated to reflect the information
from the transactions and general ledger accounts will be updated, depending
on your posting setup selections in the Posting Setup window.

e If you post to General Ledger, the batch appears in the Financial Series
Posting and Master Posting windows. You can edit the transactions in the
General Ledger Transactions Entry window before posting them again.
Your accounts are updated when you post the transactions in General
Ledger.

¢ If you post through General Ledger, your accounts are updated at once and
you don’t need to post the batch again in General Ledger.

- If you enter batch total requirements or batch approval requirements in Payroll and post
@ a batch through General Ledger, the batch is posted regardless of the batch requirement

or approval requirements that are selected in General Ledger.

One or more posting journals might be printed, depending on the options
marked in the Posting Setup window.
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Chapter 11:

Payroll transactions

A paycheck is a group of transactions involving a single employee. You might pay
an employee a month’s salary, which is one transaction. You might also withhold
income taxes and the employee’s portion of insurance payments, and contributions
to a 401(k) plan. You also can record vacation accrued and your company’s portion
of 401(k) contributions for the employee. Each of these items is a separate
transaction and you can have all the transactions that apply to an employee put into
a single paycheck.

You can automatically create many of the Payroll transactions for your employees
during the process of building checks. If you have a group of employees who
receive a regular salary, you won’t have to enter individual transactions for the
salary pay; the build checks process creates them for you, along with transactions
for the applicable taxes, benefits, and deductions.

Payroll check transactions include computer check transactions and manual check
transactions. You must enter Payroll transactions in batches. To print edit lists for
transactions, the transactions must be part of a batch. For more information, refer to
Chapter 10, “Batches and posting.”

If you're using Human Resources and accruing benefit time using Human
Resources, refer to the Human Resources documentation for information about
creating Payroll transactions.

If you're using Human Resources and you import attendance transactions directly
into U.S. Payroll, Human Resources tables may not be updated. In such cases you
must reconcile attendance transactions using the Reconcile Human Resources
window before you calculate the payroll checks.

This information is contained in the following sections:

¢ Entering employee mass transactions

¢ Entering Payroll computer check transactions

o Correcting Payroll computer check transactions

¢ Entering manual check transactions

o Correcting manual check transactions

*  Entering Analytical Accounting information for Payroll transactions
*  Modifying a specific transaction in Payroll

*  Processing an advance pay run

¢ Creating employee retroactive pay transactions

¢ Building Payroll checks

e Calculating Payroll checks

¢ Printing and posting checks

e Voiding a Payroll check

*  Reprinting paystubs and earnings statements

*  How Payroll calculates the minimum wage balance

Entering employee mass transactions

Use the Payroll Mass Transaction Entry window to add similar pay transactions,
and all transaction-required benefit and deduction transactions quickly when the
same transactions apply to a range of employees.
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You can exclude individual employee records from a mass transaction entry. For
example, you might be giving all your employees a bonus, but one of them hasn’t
worked at your company long enough to be eligible for bonus pay.

To enter employee mass transactions:

1.

PAYROLL

Open the Payroll Mass Transaction Entry window.
(HR & Payroll >> Transactions >> Payroll >> Mass Entry)

=] Payroll Mass Transaction Entry E@El

"8 BuildBatch A Clear

BatchID BONUS o1

Comment Bonus pay run

Transaction Type: Pap Code v Date 41272007 To  412/2007
Code &3 Amaunt $0.00
Description Days ‘warked

Weeks Worked
Ranges: Employee ID v @ Al O From i To )

Create or select a batch ID. If you enter a new batch ID, a message appears
asking if you want to add the batch. Choose Add to open the Payroll Batch
Entry window. Refer to Creating a batch on page 107 for more information.

Select a transaction type and enter or select the appropriate code for the
employees.

To assign an Analytical Accounting alias to the batch, enter or select one from
the lookup window. This field is available only for the Pay Code transaction
type when Analytical Accounting is registered and integrated with Payroll. The
alias you enter here is associated with every payroll transaction in the batch. It
overrides any default alias that would have been defined for any transaction in
the batch. If you enter nothing here, transactions in the batch use the default
Analytical Accounting data from the Analytical Payroll Default Dimensions
window.

Enter start and end dates for the transaction. To track the number of days and
weeks worked for SUTA, and workers’ compensation purposes, you must have
marked the Track Days Worked and Track Weeks Worked options in the Payroll
Setup window.

Depending on the transaction type and pay code, you might need to enter the
pay amount, hours or units, transaction required deduction or transaction
required benefit amount, or the transaction required deduction or transaction
required benefit percentage.

If you have different amounts for the mass transaction, you can enter a zero in

this field and later enter each amount separately. Or, you can enter the amount
needed for most records to apply it to every record of the mass transaction, and
then later change the records that require a different amount.

To create transactions for a specific range of employees, enter or select starting
and ending ranges or mark All to include all employees.
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The Payroll system will create a pay transaction, a transaction required
deduction transaction or a transaction required benefit transaction for each
employee within the designated range for whom corresponding cards have
been set up.

8. Choose Insert to save the range.

9. Choose Preview to open the Preview Mass Entry Transactions window and
view or make changes to the transactions that will be created.

Il Preview Mass Entry Transactions E@g‘

Batch 1D BOMUS
Comment Bonus pay nun

Include | Emplovee ID Code Pay Rate Amount

Employes Mame Department Pasition Class I
ACKEDDDM BONS $0.00 $500.00
BARBOOOT BONS $0.00. $500.00
BARROOOT BONS $0.00: $500.00
DlAZ0007 BONS $0.00 $500.00
HaRUIOOO1 BONS $0.00: $500.00
KAHNDOOT BONS $0.00: $500.00
TIANDOOT BONS $0.00 $500.00

Soit By

>R

HEEEEEE

~

e Build Batch

10. When you've finished, close the window to return to the Payroll Mass
Transaction Entry window.

11. To edit an individual transaction, choose Transactions. The Payroll Transaction
Entry window will open. Enter or select the batch to edit, and change the
appropriate information. For more information about changing or deleting
transactions, refer to Correcting Payroll computer check transactions on page 116.

12. Choose Build Batch in either the Payroll Mass Transaction Entry window or the
Preview Mass Entry Transactions window to create the transactions for the
selected employees. Close the window when you’ve finished. You'll have the
option to print the Payroll Audit Report.

Entering Payroll computer check transactions

Use the Payroll Transaction Entry window to enter computer check transactions
and to edit pay rates for hourly and piecework pay types, or overtime, vacation,
sick, or holiday pay types that are based on hourly or piecework pay types. You
must enter Payroll transactions in a batch. Before entering payroll computer check
transactions, make sure you have saved any changes made to pay rates.

You usually won't need to enter transactions for salary pay types. Salary pay is
included automatically in a pay run. You'll only need to enter transactions for a
salary pay type to reduce dollars or hours, reallocate dollars or hours, or add an
additional amount of hours. Refer to online help for the Payroll Transaction Entry
window for an explanation for each option. For example, you might need to make a
salary reduction if an employee takes a day off without pay, or you might need to
reallocate hours if an employee worked in a department or job other than his or her
regular department or job. For more information, refer to Building Payroll checks on
page 125.
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\1,  Atransaction number automatically is assigned to each transaction; the numbers are used to
-@- differentiate transactions. The transactions will be removed from the batch when checks are
posted—unless they’re recurring transactions.

To enter Payroll computer check transactions:

1. Open the Payroll Transaction Entry window.
(HR & Payroll >> Transactions >> Payroll >> Transaction Entry)

The first time you open the window, you’ll have the option to open the Payroll
Transaction Entry window or the Payroll Mass Transaction Entry window.

m Payroll Transaction Entry: |Z”E|E|

Eile  Edt Tools  Additional Help sa Fabrikam, Inc. 4/12{2017
"3 NewBatch K@ DeleteBatch | & Pint |
Bachip  [BONUS [ [Bonus pay un |
i Transaction Defaults Data Entry Options
Pay Periad From | Daps Worked Current Options
Ta | weeks Worked | | Mo Dptions Oplions...
[#)) 2| =
TRx #7403 Emploges D | 23] Emploges Mame: Trs Type Code  [Q3/Det 4 Amount Pay Fiate
7208 ACKEDOD Ackerman, Filar PayCode  + BONS SPTS $1.400.00 $0.00 &
723 BARBO00T Barbariol, Angela Faplode  w BONS INST 1,000.00 $0.00
730 BARADON Barr. Adam PayCode v BONS INST $1.300.00 $0.00
731 | DIAZ00n] Disz, Brenda PayCode  + BONS INST $1.000.00 $0.00
732 HARLIONDT Han, Fioger Faylode % BONS INST $1.20000 $0.00
733 KAHNDOD Kahn, Wendy Beth PayCode  w BONS FCRC $1.500.00 $0.00
734 | TIANOODT Tiaro, Mike PayCode v BONS INST $1.30000 $0.00
i v $0.00 $0.00
v
|| Batek BONUS 7 Employees, 7 Transactions | L) @

2. Create or select a batch ID. For more information, refer to Creating a batch on
page 107.

3. Enter the pay period dates for the transaction and the default number of days
and weeks worked during the pay period, if your company tracks those worked
by each employee. You can change the dates for a transaction.
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11.
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Choose Options to open the Payroll Transaction Entry Options window. The
option you mark in this window will help speed up your data entry by using
default values for the next transaction or automatically creating default
transactions. Refer to the online help for this window for more information.

Payroll Transaction Entry Options

These options allow you to speed up data entry by defaulting values for the nest
tansaction or automaticaly creating defaul tansactions.

@ o Hpions
Use thiz option if pou don't want the pap code ar employee 10 to be
automatically entered when you start a new line.

) Enter by Employee (D
Use thiz option if you typically enter ransactions one emplayes at 3 time. With
this option, the default employes 1D is automatically set to the employee 1D that
was used on the previous line,

) Enter by Code
Use this option if you typically enter ransactions for a particular pay code as a
group. With this aption, the default pay code is the pay code used for the
previous ling, and the next emplopee |0 that uzes that pap code iz entered
automatically.

) Use Data Entry Defaults
Use thiz option to sutomatically create pay code, deduction snd bensfit
tranzactions. Wwith this option, when you enter an emplopee [D that has data
entrp defaults set up for it, the following bransactions wil be created
automatically.

Choose OK to close the window and return to the Payroll Transaction Entry
window.

Enter or select an employee ID and select a transaction type. You can select any
benefit or deduction transaction type, even if the transaction is not marked
transaction required.

The Attendance Information window automatically opens when you enter a
linked transaction time code for an Absent, Benefit, or Other transaction type.
Select a type, such as Planned, and reason, such as Vacation, for the transaction.
This window is available only when you're using summary view in the Payroll
Transaction Entry window, and only if you select the Allow entry of attendance
type and reason in Payroll option in the Attendance Setup window.

If you want to look up an individual check transaction in the batch you selected,
choose the Lookup icon next to the Transaction list heading. Enter the
transaction number or select a transaction from the list, then choose Open.

Enter or select the appropriate code for the employee.
Choose the show and hide buttons to display or hide additional information.

If needed, modify the department, position, state tax, local tax, workers’
compensation codes, the unemployment state, and shift information; these were
previously entered in the Employee Maintenance and Employee Pay Code
Maintenance windows and appear as default entries. A pay rate does not
change if the pay rate it is based on is changed in another window.

To open the Analytical Payroll Transaction Entry window, where you can enter
Analytical Accounting information for a specific transaction, choose the
Dimensions button. This option is available only for the Pay Code transaction
type. For more information, see Entering Analytical Accounting information for
Payroll transactions on page 119.
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12. Enter Receipts if the pay code you've selected is Charged Tips or Reported Tips.

13. Select a salary change option if the pay code you selected is Salary. The Payroll
Salary Adjustment window will open, where you can select a salary change and
enter the amount or number of hours to adjust the salary by.

14. If you are preparing checks for salaried employees that include amounts that
are in addition to regular earnings, select the In Addition to Salary option. For
example, if you have vacation or sick time to be paid out in a final check for a
salaried employee, select this option. This field is only active if the transaction
type is Pay Code and the code that you selected is Vacation or Sick Time based
on Salary.

15. To delete a transaction in the Payroll Transaction Entry window, select the row
and choose Edit >> Delete Row or choose the delete row icon button. If you've
identified errors in transactions on the edit list, refer to Correcting Payroll
computer check transactions on page 116.

16. Choose File >> Print to print a Payroll Transaction Edit List to verify your
entries.

You can print the Payroll Transaction Audit report when you close this window.
This report shows all the transactions that were added, changed or deleted since
the last time you used the Payroll Transaction Entry window.

Correcting Payroll computer check transactions

Use the Payroll Transaction Entry window to make corrections to your transactions.
If you've identified an error on the Check File Report, the Calculate Exceptions
report, or the Calculate Checks Report, you must first remove the check build. Use
the Build Payroll Checks window to remove the check build. After you remove the
check build, you can continue making corrections.

If the errors are caused because the wrong range of employees was included or because you
forgot to include a deduction or benefit, make the change using the Build Payroll Checks
window, then choose Rebuild. If the transaction has been posted, void the check using the
Void Payroll Checks window (HR & Payroll >> Transactions >> Payroll >> Void Checks)
and reenter the information. For more information, refer to Voiding a Payroll check on
page 131.

To correct Payroll computer check transactions:

1. Open the Payroll Transaction Entry window.
(HR & Payroll >> Transactions >> Payroll >> Transaction Entry)

2. Enter or select a batch ID. For more information, refer to Creating a batch on
page 107.

3. Tolook up a transaction, choose the lookup button in the Transaction field.
Enter a transaction number in the Find by Number field, and then choose Open.

Or highlight a transaction in the list and choose Select.

4. Select the row that contains the information to change and change the incorrect
information, if the transaction hasn’t been posted.

5. Choose File >> Print to print an edit list to verify your entries.
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After you've checked the entries on the edit list, you can process the computer
check run. For more information, refer to Building Payroll checks on page 125.

Depending on how your Payroll system has been set up, posting journals might be
printed automatically when you post computer checks. Posting journals provide a
record of the changes you've made in transaction entry. For more information about
posting options, refer to Help >> Contents >> select Setting Up the System.

Entering manual check transactions

Use the Payroll Manual Check-Adjustment Entry window to record manually
written paychecks. You also can reverse a previously written manual or computer
check and enter adjustments to make corrections to employee financial information
using this window.

A default payment number or adjustment number will be displayed from the
Payroll Setup window. A payment number identifies a group of related entries that
are posted collectively as a single, complete transaction or check. An adjustment
number identifies a group of adjustments that you make in this window that are
posted collectively as a single, complete transaction. You can change this number.

An adjustment doesn’t affect gross or net wages since you're not issuing a check and can be
posted only if the gross and net amounts are zero.

To enter manual check transactions:

1. Open the Payroll Manual Check-Adjustment Entry window.
(HR & Payroll >> Transactions >> Payroll >> Manual Checks)

i Payroll Manual Check-Adjustment Entry: E]|§|g|
I save | & Clea | ¥ Delte |4 Post =)

Check Type: @ iManual Check: O Adjustment () Beginning Balances

Payment Mumber 1834 )

Batch ID e Checks

Comment

Checkbook ID PAYROLL ol

Narne Paproll - Lakes Bank

Check Number 11625

Check Date 4/12/2007

Posted Date 41272007

Emploves ID @1

Marne:

Gross Amount

H 4 n {r@

2. Select a check type.

3. Enter or select a batch ID. For more information, refer to Creating a batch on
page 107.

4. Enter or select the checkbook ID from which this check was issued. Then, either
accept the default number or enter a new check number and the date you issued
the check.

If the transaction doesn’t have a batch ID assigned to it, you can enter a Posted
Date. If there is a batch ID assigned, the date comes from the Payroll Batch
Entry window.
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10.

11.

12.

13.

14.

You can only select a checkbook 1D and check number if you marked Manual Check as
your check type.

Enter or select the ID of the employee the check was written for.

Choose Transactions to open the Payroll Manual Check Transaction Entry
window, where you can enter transactions for the manual check.

B Payroll Manual Check Transaction Entry E”E|g|
Il Save | & Clea | ¥ Dekle

Employee ID DIAZ0001 Grass Amount $0.00

Mame: Diaz. Brenda Net Amount [$1.180.00]

Transaction 4233

Tranzaction Type: Federal Tax -

Code FED Pay Rate $0.00

Description Federal Tax

Premium $0.00

Date: | 4/12/2007 To: | 441272007

Amount $1.180.00|  Taxable \wage $1.180.00

4 4 » b h“f @

If the manual check entry is being used to reverse a previous check, enter negative
amounts. All your entries will be posted as negative amounts, offsetting the amounts of
the earlier check.

Select the transaction type that applies to this transaction.

Enter or select the appropriate transaction code and enter or select the
appropriate shift code, if applicable.

Enter the Taxable Wage amount, if applicable.

Enter start and end dates for the transaction and the amount or hours/units to
reverse.

Enter the number of days and weeks worked during the pay period if your
company tracks those worked by each employee.

If needed, edit the department, position, state tax, local tax, workers’
compensation codes, the unemployment state, and shift information; these were
previously entered in the Employee Maintenance and Employee Tax
information windows and appear as default entries. If you're entering a pay
code transaction, you can select other codes.

Choose Save to save the transaction and return to the Payroll Manual Check-
Adjustment Entry window.

Choose Distributions to open the Manual Check Distribution Entry window.

This window lets you view distributions on manual check transactions, view
the Analytical Accounting transactions that are assigned to the check
distributions, and make any final changes before posting. You can edit the
account number only. Choosing Default updates the list with the most current
distributions.
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Choose OK to save the information and return to the Payroll Manual Check-
Adjustment Entry window.

Choose File >> Print in the Payroll Manual Check—-Adjustment Entry window
to print a Manual Check Edit List to verify your entries. If you've identified
errors in transactions on the edit list, refer to Correcting manual check transactions
on page 119 for more information.

Choose Post to post the check. Depending on the way your Payroll system has
been set up, posting journals might be printed when you post batches. When
you post transactions individually, the Check Register will be printed when the
Payroll Manual Check-Adjustment Entry window is closed.

To post manual checks individually, the Batch ID field must be blank. Manual
checks must be posted at this point using transaction-level posting; transactions
entered individually can’t be saved and posted later. All transactions posted
individually during a single data entry session will have the same audit trail
code.

Correcting manual check transactions

Use the Payroll Manual Check-Adjustment Entry window to enter adjustments for
manual checks. If you've identified an error on a check that’s been posted already,
you can void the check using the Void Payroll Checks window.

If you're not keeping check and transaction history or if you're voiding a check from
a previous year, you'll need to reverse the check using the Payroll Manual Check-
Adjustment Entry and Payroll Manual Check Transaction Entry windows. To
reverse a check, enter the check information using negative amounts. After you've
entered these amounts you can issue a correct check using either computer or
manual check processes.

To correct manual check transactions:

1.

5.

6.

Open the Payroll Manual Check-Adjustment Entry window.
(HR & Payroll >> Transactions >> Payroll >> Manual Checks)

Enter or select a batch ID and employee ID. For more information, refer to
Creating a batch on page 107.

Choose Transactions to change information for an unposted transaction.

Choose Distributions to verify distributions and Analytical Accounting
transactions, as appropriate.

Choose File >> Print to print a Manual Check Edit List to verify your changes.

Choose Save.

Entering Analytical Accounting information for
Payroll transactions

Use the Analytical Payroll Transaction Entry window to enter analysis information
for specific Payroll transactions. The fields that appear in this window vary
depending on how you accessed it.

U.S. PAYROLL 19



PART 3

120 U.S.

TRANSACTIONS

If you delete a transaction in the Analytical Payroll Transaction Entry window, any
analysis information entered for the transaction is also deleted.

To enter Analytical Accounting information for Payroll
transactions:

1.

PAYROLL

Open the Analytical Payroll Transaction Entry window.

(HR & Payroll >> Transactions >> Payroll >> Transaction Entry >> Choose the
Analytical Accounting button)

(HR & Payroll >> Transactions >> Payroll >> Payroll Posting Edits >> Choose
the Analytical Accounting button)

(HR & Payroll >> Transactions >> Payroll >> Manual Check >> Choose the
Distributions button >> Choose the Analytical Accounting button)

-] Analytical Payroll Transaction Entry E@@

Fils  Edt Tooks Help sa Fabrikam, Inc. 04122017
v O [ Save | £ Clea |8y vaidae .
Distribution 1|5y of 2 Funational Amovnt $4,500.00 | Cr
Check Number oog Assigned $4.500.00 0 100.00%
Account 1000-1000-0000-1100-0005 | < Unassighed $0.00 0.00%
PETTY CaSH
Employee Department Position Code Posting Type
A
Hours/Units
Assighment Type: $4.500.00
Murnber | Hours/Urits dssign % |Alias 4 Rieference =0
L3 100.00% 1~
0.00%
v
1
’
Trx Dimension Alphanumeric ) Numeric es/Mo  Date A
Tre Dimesion Description Tr Dimension Code Description ¥
jb] GRanT 0 GRANT A 1} O 00/00/0000 [ A
BBl PROGAAMMES R [t} ] 00/00/0000 5
fol s a 1} O 00/00/0000
fb] sFonsoRs o [t} Fl 00/00/0000 5
BBl PavROLL EXPENSES R 0T CHARGES 1} (] 00/00/0000 [
PAYABLE a 1} ] 00/00/0000
2 numBER a 1} O 00/00/0000 [
DATE EFFECTIVE o [t} Fl 00/00/0000 E  »
M4k H v ]

Depending on how you opened the Analytical Payroll Transaction Entry
window, the information displayed will be either for the distribution or
transaction that you selected. To view the other distributions or transactions,
enter or select a different number in the Distribution or Transaction field.

Functional Amount This field displays the amount in the originating or
functional currency based on the option selected in the currency view.

You can choose the expansion button to view multicurrency information if the
originating currency differs from the functional currency. The currency icon is not
displayed if the displayed account is a unit account.

Account This field displays the account related to the distribution or
transaction. The expansion button will open the Account Entry window. The
balance type is also displayed.

Assigned This field displays the total amount in value and percentage that
has been assigned.

Unassigned This field displays the remaining amount that is to be assigned
in value and percentage.
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In the assignment list view, an arrow next to the Number field indicates that the
analysis information displayed is for the selected assignment. Each assignment
created for the distribution or transaction is displayed separately.

Select how to assign the amount, either as hours/units or as a percentage.
Number This field displays the number of the assignment.

Hours/Units or Percentage This field displays the assignment as an
integer or percentage, based on the option you selected in the Assignment Type
field. Enter the amount to assign in this field. Assignments can be entered in the
functional or originating currency.

Enter the assignment in percentage value in the Assign% field. Initially, a single
assignment is created by default. You can overwrite the assignment with more
than one assignment. You can save analysis information even if the assignment
is not 100%.

Enter or select an alias.
Enter reference information for the assignment in the Reference field.

Choose Remaining to add one assignment for the remaining unassigned
amount. The new assignment will ensure that the total assigned amount equals
the distribution amount. For example, the distribution amount is $100 and
you've entered four assignments that total $75. When you choose Remaining, a
fifth assignment for the remaining value, $25 is created. This button is not
available if the Distribution field is blank or has a zero value.

Choose Default to use the current setup information specified for the account
class and create a single assignment.

Trx Dimension This field displays transaction dimension ID for the
transaction dimensions that are available.

Trx Dimension Description This field displays the first description for the
selected transaction dimension.

Enter or select the code for each alphanumeric transaction dimension in the
Alphanumeric column.

You can only add an alphanumeric code that the user ID you’re logged in as, and the
selected account, both have access to. For more information, see the Analytical

Accounting documentation.

Enter a transaction dimension code in the Numeric, Yes/No or Date field for a
Numeric, Boolean or Date type transaction dimension.

To validate that the information you’'ve entered can be saved, choose Validate. If
errors are found, the Analytical Accounting Validation Log window opens,
where you can view the errors or changes. For more information about
validation, see the Analytical Accounting documentation.

To save changes and close the window, choose OK.

To save changes and clear the window, choose Save.
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14. To clear the window and close it without saving changes, choose Clear.

Modifying a specific transaction in Payroll

Use the Payroll Posting Edit List window to view information for a specific
transaction that has already been posted, and make changes to its account number
or Analytical Accounting information as necessary.

To modify a specific transaction in Payroll:

1. Open the Payroll Posting Edit List window.
(HR & Payroll >> Transactions >> Payroll >> Posting Edit List)

2. In the Restrictions group, enter or select a value for each field for which you
want to display data. For example, entering or selecting a range in the
Employee ID field restricts the data shown in the scrolling window to a
corresponding range of employee IDs.

3. To make changes to the Analytical Accounting information for the selected
transaction, choose the Analytical Accounting button in the scrolling window.
The Analytical Payroll Transactions Entry window opens. For information on
this window, see Entering Analytical Accounting information for Payroll
transactions on page 119.

4. To make changes to the account number for the selected transaction, choose the
Account Number lookup button in the scrolling window.

5. Choose Redisplay to update the window with any changes.

6. Choose Clear to remove your entries and continue working in the window, or
choose OK to save your changes and close the window.

Processing an advance pay run

Use the Build Payroll Checks window to process an advance pay run.

To process an advance pay run:

1. Open the Build Payroll Checks window.
(HR & Payroll >> Transactions >> Payroll >> Build Checks)

E Build Payroll Checks Qlil@

User ID a3 Build Date Build Time

Default ID (SIES Description

Type of Pay Aun: ) Regular Pay (&) Advance Pay
Pay Run Ranges
Pay Period Date
Employee Class:

Emploves (D

From: | 0/0/0000
@ &l O From
@ &l O Fom

To: | 0/0/0000

For This Pay Period

Include Pay Codes

SO @
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2. Enter or select a default ID. You can enter that default ID the next time you
build an identical or similar pay run.

3. Mark Advance Pay. Only salary and commission pay records can be included in
an advance pay run.

4. Enter the pay period dates and the employee ranges you wish to include in the
pay run.

5. Choose Include Pay Codes to open the Payroll Check Pay Codes window where
you can select the pay codes to include. When you’ve finished, choose OK to
return to the Build Payroll Checks window.

Il Payroll Check Pay Codes Q@@
Include O Al ® [Seledied
Available: Included:
COMM Insert »» COMM
SaLy SALY
Description
oe

6. Choose Build to build the paychecks. The Check File Report will be printed
when the build process is complete. This report lists all the transactions that will
be included in the pay run.

If the Check File Report contains no errors or warnings, you can proceed with
Calculating Payroll checks on page 128. If there are errors, you must correct them
in the Transaction Entry window or the Build Checks window. If there are
warnings, you can correct them or continue.

Creating employee retroactive pay transactions

You can issue retroactive payments to employees when wage increases are made
effective as of a past date, or when past wage increases have gone unpaid.

Use the Retroactive Pay Management window to calculate employee retroactive
payments and to create payment transactions.

Use the Create Retroactive Payments window to assign the transactions to a
batch ID and a pay period.

You can only make retroactive payments to employees in single-use, computer
check batches.
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To create employee retroactive pay transactions:

1.

Open the Retroactive Pay Management window.
(HR & Payroll >> Utilities >> Payroll >> Retroactive Payment Management)

B Retroactive Pay Management Q@E‘

File  Edt Tools  Help sa Fabrikam, Inc. 4j12j2007
3 InsetForRetn | 78] CeateRerwn | & Cear | & Piint

Retro Run Ranges
Retro Period Date: Fram: Onoooooo| H To i

Class ID: @ 8l O From A Ta =

Emplovee 1D @ O Fom Y Te [

Department @ Al O From 3 To 2

Position @ MO Fom 3 To 2

Adiust Pay Rate By & Amount Per HourUrit ) Percent 30.00

Default Code To Pay [ Unmark All

Include  Employee ID Code OldRate TotalHours  By: Amount  Percent  Retro Payment Code To Pay
Employes Mame Paosition Department Reduce Days By Reduce Haowrs By

~

Enter the start and end date for the retroactive period. The start and end dates
must be on or before the user date.

Enter ranges, or select All, for Class ID, Employee ID, Department, and
Position.

Select the adjustment method, and enter an amount or a percentage.

Select a default code to pay, if any.

Choose Insert For Retro to add records to the scrolling window.

The scrolling window displays one record for each unique combination of
employee, department, position, pay, and pay rate codes. Consequently, you
may see more than one retroactive pay record per employee.

Retroactive pay does not apply to these pay types: Business Expense, Charged
Tips, Reported Tips, EIC, Minimum Wage Balance, and Pension. Pay codes of
these pay types do not generate Retroactive Pay records.

Unmark the check box for any record you do not want to include when you
create retroactive pay transactions. To unmark all check boxes, choose Unmark
All

If needed, adjust values for individual records in the following fields:

¢ Amount/Percent (select the current value, or choose the arrow and select
the currently unused adjustment type, $ or % , and enter a new value)

* Code to Pay (selected pay code must be of the pay type Other)

* Reduce Days By (enter a number less than or equal to Total Hours divided
by eight)
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¢ Reduce Hours By (enter a number less than or equal to Total Hours)

8. To print the Proposed Retroactive Payments report, choose Print, select one or
more report destinations, and choose OK.

9. Choose Create Retro to open the Create Retroactive Payments window.

Bl Create Retroactive Payments EHE|E|

File Edt Tooks Help 4f1ziz007

Batch D | )

Pay Period From 41272007 i
To 4/12/2007 i)

10. Enter or select a batch ID for a single-use, computer check batch.

11. Enter or select start and end dates to identify a pay period for issuing the
retroactive payments.

12. Choose Finish to create the retroactive pay transactions.

13. Select one or more report destinations for the Transaction Edit List. Use this list
to verify your entries.

GRS If you've identified errors in transactions on the edit list, refer to Correcting Payroll
computer check transactions on page 116 for more information.

Building Payroll checks

Before processing computer checks, you must first build Payroll checks. During the
check building process, the Payroll system will search for all the transactions and
employee cards that you've selected to include in the pay run. It also will verify
posting accounts and other information.

Use the Build Payroll Checks window to indicate which employees, pay codes,
deductions, and benefits to include in the pay run. This process is known as
building Payroll checks and must be done before processing a pay run.

After the checks have been built, the Check File Report will be printed. This report
lists the wages, tax codes, deduction, and benefit codes that will affect each

employee’s paycheck. It also lists any errors or warnings in the build.

e Errors are problems with individual transactions that must be corrected before
you can calculate the paychecks.

*  Warnings don’t prevent you from calculating checks. You'll need to decide
whether you should correct the situations causing the warning.
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If you decide to ignore the warning, the transaction for which the warning appeared will
be either totally or partially ignored, in some cases. For example, if a transaction was
subject to local tax, but no local tax code was specified, the transaction would be paid
but no local tax would be withheld.

You’ll need to remove a build when there are errors that require changes to
transactions included in the build.

To remove a build before posting it, choose Remove in the Build Payroll Checks
window. Any batches that you marked will be unmarked automatically. Since a
batch can’t be edited while it’s marked, and a batch can’t be unmarked if it’s
included in a build, you must remove the build before editing transactions included
in the build. However, when you've finished editing the transaction, you can mark
the batch and build the paychecks again.

You can build checks again before they’re calculated. Before you build checks, you
can change any of the fields in the Build Payroll Checks window. For example, if
you forgot to include salary pay in the original build, you can mark the Salary box
and then choose Rebuild. A build is removed automatically after the paychecks are
calculated, printed, and posted.

To build Payroll checks:

1. Open the Build Payroll Checks window.
(HR & Payroll >> Transactions >> Payroll >> Build Checks)

i Build Payroll Checks FEX
User D sa Build Date: Build Time
Default ID ] Description
Type of Pay Run; () Regular Pay O Advance Pay
Pay Run Ranges
Pay Period Date: From:  0/0/0000 Ta: | 0/0/0000
Employes Class: @ al O From
Emplayes |0 ® 4 O Fom
Include Pay Periods Include Automatic Pay Types
[ weekly [ Quaterly [ Salaw [ Pension ] Eamed Income Credit
[] Biweekls [ Semiannually
] Semimonthly [ Annually For This Pay Period
] Monthly [ DailyMise: Days Worked Wesks Worked
[ InchieDeductions || InchieBenefits || Select Batches
PET

2. Enter or select a default ID. You can enter that default ID the next time you
build an identical or similar pay run.

The default ID does not select batches. After entering a default 1D, you still must select
the batches to process in the Payroll Check Batches window.

3. Mark the type of pay run to create; regular pay or advance pay. For more
information, refer to Processing an advance pay run on page 122.

4. Enter the pay period dates and the employee ranges you wish to include in the
pay run.
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Mark the pay periods to include in the pay run if you've selected to include the
automatic pay types of salary and pension. For example, if you pay some
employees every week and others twice a month, and you're paying both types
now, mark both Weekly and Semimonthly.

Mark the automatic pay types to be calculated. Refer to the online help for this
window for an explanation of each type. If you don’t select any of these pay
codes, checks will be built only for the batches you mark in the Select Batches
window.

Mark Salary when preparing final checks for salaried employees with vacation
or sick time to be paid out. Be sure you marked the In Addition to Salary check
box in the Payroll Transaction Entry window detail. The option is only available
if the type is Pay Code and the code that is selected is Vacation or Sick Time
based on Salary. For more information, refer to Entering Payroll computer check
transactions on page 113.

Enter the number of days and weeks worked in this pay period if you're
tracking them. These numbers will be assigned to the automatic pay types, not
entered transactions.

Choose Include Deductions to open the Payroll Check Deductions window,
where you can select the deductions to include in this pay run.

Il Payroll Check Deductions E]@gl

Inchide: O More O &l @ (Selecizd

Available: Included;

CHD
IMS1
M52
MED
U

Description

O e ok ]

When you've finished, choose OK to return to the Build Payroll Checks
window.

You must select the deductions and benefits to include in this pay run for the deductions

and benefits to be taken. The Include Pay Periods choices you chose have no relevance to
the deductions and benefits to include.
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9. Choose Include Benefits to open the Payroll Check Benefits window, where you
can select the benefits to include in this pay run.When you’ve finished, choose
OK to return to the Build Payroll Checks window.

I Payroll Check Benefits |:| |E| E|

[Incude: O Mone O &l @Sekcted |

Avallable: Included;

401K Insert >> 401K
INS

INS

TEST TEST

Description

|
Dw

10. Choose Select Batches to open the Payroll Check Batches window where you
can select the batches of Payroll transactions to process for this pay run.

I Payroll Check Batches
Display Batches: O al &) {Marked by Curent User User D
E Mark Al Unmark Al

BatchID | Status |LastPasted | Frequency [=

Comment |UserID ‘No. of Trx |¥
s
v

e

When you've finished, choose OK to display the Build Payroll Checks window.
Any unmarked batches won't be included in the pay run.

11. Choose Build to build the paychecks. The Check File Report will be printed
when the build process is complete. This report lists all the transactions that will
be included in the pay run.

If the Check File Report contains no errors or warnings, you can proceed with
Calculating Payroll checks on page 128. If there are errors, you must correct them
in the Transaction Entry window or the Build Payroll Checks window. If there
are warnings, you can correct them or continue.

Calculating Payroll checks

Use the Calculate Payroll Checks window to calculate checks after you build them.
This procedure assumes you've completed Building Payroll checks on page 125.
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To calculate Payroll checks:

1. Open the Calculate Payroll Checks window.
(HR & Payroll >> Transactions >> Payroll >> Calculate Checks)

I Calculate Payroll Checks g‘il@l

User 1D sa
Build Status Feady
Type of Pay Run Advance

Euild Date 441272007
Build Time 10:27.30. 4

Warnings Exist No
Enrars Exist Mo

50

2. Choose OK to begin calculating the checks.

When an employee’s wage calculations have conflicts in both deduction
sequence and earnings codes, or have conflicts in TSA calculations, Payroll
excludes the employee’s pay check from processing.

Payroll also displays a message and prints error information in the Calculate
Exceptions report before printing the Calculate Checks report. Employees
included in the Calculate Exceptions report are not included in the Calculate
Checks report.

Payroll generates an exception batch for any manual transactions included in
the Calculate Exceptions report. Payroll creates this batch during the Print
Checks routine and gives it the prefix PREXP.

For information on correcting calculation conflicts, see Correcting Payroll
computer check transactions on page 116.

Payroll prints the Calculated Checks report when the checks have been
calculated. Verify the information and dollar amounts to be printed on the
employees’ paychecks. Continue the payroll process with Printing and posting
checks on page 129.

Printing and posting checks

Use the Print Payroll Checks window to print computer paychecks after the
Calculate Checks Report has been printed with no errors. You also can use this
window to print an alignment form to ensure the checks will be aligned correctly. If
you're using Payroll Direct Deposit, refer to Calculating Payroll Direct Deposit
information on page 229, Printing direct deposit earnings statements on page 230,
Setting up Payroll Direct Deposit on page 209, and Posting checks using Payroll Direct
Deposit on page 231 for more information.

This procedure assumes you've completed Calculating Payroll checks on page 128.

If it’s necessary to reprint or void any paychecks that have been printed already, you can do
so after the paychecks have been printed. However, paychecks can’t be printed after they ve
been posted.
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To print and post checks:

1. Open the Print Payroll Checks window.
(HR & Payroll >> Transactions >> Payroll >> Print Checks)

Il Print Payroll Checks Qlﬁ‘@

& Fint | & Clear

Checkbook 1D PAYROLL el
Name Paprall - Lakes Bank

Print: Check Alignment 4
Sart Checks By
Check Format

Emplopee D -
Stub on Top - Continuous w

Starting Check Mumber 11698
Check Date 4/12/2007

Direct Depasit

(@) Inactive O hetive

ACH Posting Date 441272007

2. Enter or select a checkbook ID that checks will be posted to.
3. Enter a starting check number.

The check date will be printed on the check and is the date that the checks are
posted within Payroll and to Bank Reconciliation. The default date is the user
date; you can change the date.

If you're using Direct Deposit and you change the check date, a message will appear
indicating that the ACH posting date will be recalculated, which could change the
payment dates for direct deposit employees.

4. Select whether you're printing an alignment form or the paychecks.

5. Select a sorting method for the checks to be printed, and select the check format
to use or accept the default format.

6. Choose Print. After you've printed the paychecks, the Post Payroll Checks
window will open.

7. Enter the posting date for the check run in the Post Payroll Checks window.
This will be the date the checks are posted to General Ledger.

8. Selecta process. You can reprint checks, void checks, print an alignment form or
post checks.

Voided checks won'’t be posted to General Ledger. If you will be voiding checks, enter the
reason for voiding them in the Post Payroll Checks window. You can void checks that
have already been printed but have not yet been posted. For more information about
voiding checks, refer to Voiding a Payroll check on page 131.

9. Select Post Checks and then choose Process to post the check amounts and the
transactions associated with them.

After the posting process is complete, the Check Register, the Check Posting
Register, and other registers will be printed. Depending on how your Payroll
system has been set up, posting journals might be printed automatically when



CHAPTER 11 PAYROLL TRANSACTIONS

you post computer checks. For more information about posting options, refer to
your System User’s Guide (Help >> Contents >> select Setting Up the System).

Any check numbers that were used during the alignment process will be noted
on the Check Register, as well as the numbers for any checks that were
reprinted or voided. A summary of the Payroll taxes for this pay run will
appear at the bottom of the Check Register. The employer FICA tax liability will
be calculated and posted, as well.

Voiding a Payroll check

Use the Void Payroll Checks window to void one or more computer or manual
checks that have been printed and posted. When you void a check using Void
Payroll Checks, all Payroll information, such as gross pay, taxable wages, taxes,
deductions, benefits, and sick time and vacation time accrual are automatically
updated. Voiding checks using this window reduces the possibility of user errors
that might occur if you entered the information manually.

To void checks, the checks must meet several conditions.

The check can’t be reconciled in Bank Reconciliation.
The check can’t be marked for reconciling in Bank Reconciliation.

Check and transaction detail history must have been kept when the check was
issued and the check to void must exist in history.

The check date must be within the current (calendar) year.

To void a check for a different year—or to void a reconciled check—you must enter a
negative check using the Payroll Manual Check-Adjustment Entry window.

To void a Payroll check:

1.

Open the Void Payroll Checks window.
(HR & Payroll >> Transactions >> Payroll >> Void Checks)

Il Void Payroll Checks g@gl

Check Type: @ iChecki ) Beginning Balance
Checkbook ID 2
Display Fiangs By: Check v |@ 4l O Fom 2
Waid |rformation To 4
Check Date
Posting Date [ Redisplay | [ Makar | [ Urmak A |
Check Mumber Emploves ID Audit Trail Code Check Date oid B
Employes Name Gross Wages het wages Posting Date 2
Aicerued Vacalion Time Aicerued Sick Time Reason for Voiding
~
v
R

2. Mark the option to display the type of checks you would like to void.
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Enter or select information for your check or range of checks. These fields are
only available if you selected Check as your check type.

Checkbook ID Enter or select a checkbook ID from which the check or
checks to void were issued.

Display Range By Select whether to display all or a range of checks
available for voiding, employee IDs or audit trail codes.

Enter the check date to appear as the posting date in Payroll for the entries that
will be used to reverse the checks. If your Payroll system is integrated with
Bank Reconciliation, the check date will be used to update Bank Reconciliation.

Enter the posting date. This is the date that will appear as the posting date for
the reversing entries to the general ledger accounts that offset the original
transaction distributions, and is the posted date that is printed on the Payroll
Check Posting Register.

Choose Redisplay to display the checks within the selected range that are
available for voiding. If you make changes to the selected range, you'll need to
choose Redisplay again to display the checks within the new range.

If you believe a check meets all the criteria necessary to be voided, but doesn’t appear in
the scrolling window, another user in the Payroll system might have reconciled the
check or marked it for reconciling in Bank Reconciliation, or removed history for the
check since you opened the window.

Mark each check to void or choose Mark All to void all of them. You can’t void
more than one check for the same employee at a time. For each check, enter the
reason for voiding the check.

Choose File >> Print to print a Void Payroll Checks Edit List. This will show all
the checks that are available for voiding, based on the range you entered and
the checks that have been marked for voiding—indicated by an X. The edit list
also lists the checks that can’t be voided and a message explaining why.

If another user has made changes to checks in the Payroll system since you
selected a range to display in the scrolling window, such as marking checks for
reconciliation in Bank Reconciliation, the edit list will display messages for any
checks that are no longer available for voiding.

Make a backup of your company Payroll data files. For more information, refer
to your System User’s Guide (Help >> Contents >> select System
Administration).

Choose Process to void the selected checks.

If you're keeping check and transaction history, information for the original
check and the voided check will be printed on history reports. The voided check
amounts will be negative. The voided checks also will be indicated by an
asterisk on the Check History Report.
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Depending on how your Payroll system has been set up, several reports might
be printed when you choose Process—including the Check Posting Register and
Check Register. The Check Posting Register is similar to the Void Payroll
Checks Edit List and shows the details for each transaction that has been
posted.

Reprinting paystubs and earnings statements

Use the Payroll Check Inquiry window to reprint paystubs and direct deposit
earnings statements in a format that closely resembles the original documents.

To reprint paystubs and earnings statements:

1. Open the Payroll Check Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Check History)

=] Payroll Check Inquiry E@@
Fle Edt Tools Addiional  Help sa Fabrikam, Inc. 4/12/2017
v Ok | & Cea =]
Employee ID ACKEDDDT [s]
Narne Ackerman, Filar
Select By: Check Number v ®al O Fram
To
Void  |AuditTrailCode | Check Number Payment Check Date Gross Wages Ea
Federal Tax FICA Soc Sec FICA Medicare Total Deductions | Total Benefits NetWages R
Federal Tax/Tips | FICA 55/Tips  FICA Med/Tips | Uncollscted FICA Soc Sec  Uncollected FICA Med | Reason for Yaiding
UPRCCO0D00004 DD000000000000000004 a5 2/1/2014 $890.95|[] &
UPRCCO000000% DDO00000000000000007 113 3172014 $337.50|[]
UPRCCOO000006 DDO00000000000000010 141 412014 $337.50|[]
UPRCCO0000007 DD000000000000000013 1e8 5/1/2014 $937.80|[]
UPRCCOO00000S DDO00000000000000016 196 B/1/2014 $337.50|[]
UPRCCO0000003 DDO00000000000000013 224 772014 $337.50|[]
UPRCCO0000010 DDO00000000000000022 262 8/1/2014 $76442|[]
UPRCCO0000011 DD000000000000000025 260 912014 $337.50|[]
UPRCCOO00001 2 DDO00000000000000023 308 104172014 $33750|[] »
[ Distibutions | Regreate Paystub ][ Transactions |
A4y )

2. Enter or select an employee ID.
3. Select a range of check numbers, check dates or audit trail codes.

4. Choose Redisplay to display the checks within the selected range that are
available for viewing.

5. Mark the check box next to a paycheck transaction to include it when reprinting
paystubs and direct deposit earnings statements. If specific transactions aren’t
marked, all records listed in the scrolling window will be included.

6. Choose Recreate Paystub to print the selected documents.

How Payroll calculates the minimum wage balance

If you have employees whose income is derived primarily from tips or piecework,
but who are also guaranteed a minimum hourly wage, you can use Payroll to
automatically calculate that minimum wage and generate a Payroll transaction to
make up the difference, if any.

Payroll calculates the amount for the pay rate entered for the minimum wage

balance pay code in the Pay Code Setup window times the hours entered for a pay
period. Then the same calculation is done using the minimum wage balance pay
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rate entered in the Employee Maintenance window. Any other income—including
Charged Tips and Reported Tips but excluding EIC—is added to the amount from
the Employee Maintenance window calculation, and the two totals are compared.
An employee must earn at least the amount from the minimum wage balance pay
code calculation. If the amount is less than the minimum wage balance pay code
amount, an automatic transaction is generated for the difference.

To ensure the correct minimum wage balance record is used, you should only have one active
minimum wage record active for each employee at a time.

Using the previous example, suppose the employee worked 40 hours in a given pay
period. The minimum wage balance calculation would be:

Amount From
$85.20 Calculated from the Payroll Transaction Entry window
(40 hours multiplied by $2.13)
$150.00 Reported tips
$200.00 Charged tips
$435.20 Total compensation before minimum wage balance is taken into
consideration
$206.00 Calculated from minimum wage balance pay code
(40 hours multiplied by $5.15)
None Amount of automatic transaction for minimum wage balance
$435.20 Gross wages for pay period

In a different pay period, the employee worked only 10 hours during a period when
business was very light. The minimum wage balance calculation would be:

Amount From
$21.30 Calculated from Employee Maintenance card
(10 hours multiplied by $2.13)
$10.00 Reported tips
$0.00 Charged tips
$31.30 Total compensation before minimum wage balance is taken into
consideration
$51.560 Calculated from minimum wage balance pay code
(10 hours multiplied by $5.15)
$20.20 Amount of automatic transaction for minimum wage balance
$51.50 Gross wages for pay period
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The following windows illustrate transactions for the first minimum wage balance

example. The first transaction is the normal hourly pay code for the employee.

E Payroll Transaction Entry
'3 NewBach (K3 DelteBach | Zh Pint |

Batch ID [HOURLY & |
- Transaction Defauls Data Entry Options
Pay Period From | 4/12/2007 | Days Worked 10.00 Cunent Options
To 2007 | weekswoked | 200 [Noapors | Options
[ Employee IO Emplayes Mame Trx Typs 3 Dept Gl Amount Pay Rate
0 LysA0001 |Lysaker, Jenny [PayCode v HOUR  [SERY | 40.00] $0.00
Date From 4/12/2007 Position ISR ] Shitt [#]
Dats To 4/26/2007 Stale L 2 Fremium | $0.00|
Days worked 1000 Lo I Totdl Rate $0.00
Weeks Worked 2.00 SUTA State L ]
‘orkers' Comp iLwem i
[Employee: Lysaker, Jenny . 000-55-2831 40.00 Hours || Bateh: HOURLY 1 Employee. 1 Transaction| £ @

The second transaction reflects charged tips for the employee for the same period.

I Payroll Transaction Entry
-5 MewBatch |ﬁ'ﬂﬂ Delete Batch |§ FErint ‘

BaichiD | HOURLY =
— Transaction Defaults Data Entry Options
Pay Period From 401272007 Daays Warked 10.00 Cunent Optiors:
To 462007 | WeeksWoked | 2000] [Mopions | Options.
D Emplovee 1D Q Emplopes Name Trx Type Q Amount
0|LvS40001 | Lysaker, Jenny [PapCode v |CDTwK  |SERY | $200.00] s0.00

Date From 4/12/2007 Postion I5F; @ Shit

Date To 4/26/2007 State [ 3 Premium | 30,00

Diays Warked 1000, Local = Total Rale $0.00

Weeks Worked 2000 SUTA State L < Receipts $0.00

workers Comp | ILWCOT &)

Emplayee: Lysaker, Jerry 000-55-2831 E0.00 Hours || Batch: HOURLY 1 Emplopee, 2 Tiansactions | 7 @
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The third transaction is for reported tips for the same period, an amount the
employee provides to her employer.

E Payroll Transaction Entry

157 New Batch

Ki DekteBach | &b Pint |

Balch ID [HOURLY = |

— Transaction Defaults Data Entry Options

Pay Period From | 441242007 Days Worked 10.00 Curent (Iptinns
To  [4262007 | weeksworked | 20| No Options DOptions

ler Entered

[ Employee IO Emplayes Mame Trx Typs Amount
0 LysA0001 |Lysaker, Jenny [PayCode v RDTwE  [SERY | $150.00] $0.00

Date From 441242007 Position ISR ]

Date To 4/26/2007 Stale L 2 | |

Days Warked 10.00 Local = Total Rate $0.00

weeks Worked 2.00 SUTA State IL 52 Receipts $0.00
‘orkers' Comp iLwem i

Employee: Lysaker, Jenny . 000-55-2831 80.00 Hours: ” Batch: HOURLY 1 Employee, 2 Transactions ‘ D @

No automatic transaction would be generated for minimum wage balance. This
transaction would result in gross wages of $435.20.
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Editable pay rates

The following examples show typical uses for the Editable Pay Rate feature and
explain how common pay situations are treated when you use this feature.

This part of the documentation contains the following sections:

*  Hospitality industry example
¢ Manufacturing industry example
*  Contract services industry example

Hospitality industry example

Sam works as server or host in a restaurant, depending on scheduling and other
commitments. If Sam works as a server, the pay rate is $2.13 per hour (the minimum
wage for servers). If Sam works as a host, the pay rate is $9.50 per hour. In a typical
week, daily pay transactions for Sam might include:

5 hours at $2.13 per hour on Monday

3 hours at $9.50 per hour on Tuesday

5 hours at $2.13 per hour on Wednesday
3 hours at $9.50 per hour on Thursday

5 hours at $2.13 per hour on Friday

8 hours at $2.13 per hour on Saturday

Since Sam is paid hourly, all of these transactions might use the pay code HOUR
and the hourly pay type, but you could edit the pay rate to reflect the rate for the job
Sam performed.

When these transactions are posted and the Check File Report printed, Sam’s pay
would show two different pay categories:

e 23 hours at $2.13 per hour
* 6 hours at $9.50 per hour

The gross pay amount would equal $105.99.

Manufacturing industry example

Erin normally works as an assembler in a manufacturing plant at a pay rate of
$16.50 per hour. Erin sometimes also works as a machinist, with a pay rate of $18.10
per hour, depending on work load at the plant.

In this two-week pay period, Erin worked at both jobs, so pay transactions for Erin
include the following:

24 hours as a machinist at $18.10 per hour
16 hours as an assembler at $16.50 per hour
28 hours as a machinist at $18.10 per hour
16 hours as an assembler at $16.50 per hour
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Because Erin is paid hourly, all of these transactions might use the pay code HOUR
and the hourly pay type. If you did not edit the pay rate for those hours worked as a
machinist, Erin would be paid the normal pay rate of $16.50 per hour for all hours
worked in this period. In addition, pay for this period would be paid based on the
rate of $16.50 per hour, as well, even though Erin’s overtime work was as a
machinist.

If the pay rates for the transactions as a machinist are edited, the resulting pay still
depends on whether Automatic Overtime is marked in the Payroll Setup window.

With Automatic Overtime option If Automatic Overtime is marked in the
Payroll Setup window, automatic overtime is based on the total units for a specific
pay code; in this case, HOUR. An automatic overtime transaction is created, using
the weighted average multiplied by the pay factor for the overtime pay rate
specified in the Employee Pay Code Maintenance window.

This might not reflect the correct—or expected—overtime rate.

Overtime and double time pay codes are based on existing pay codes that are
multiplied by the overtime or double time pay factor. Overtime and double time do
not have their own pay rates.

Without Automatic Overtime option If Automatic Overtime is not marked
in the Payroll Setup window, you must create an overtime transaction, using
whichever rate you choose. If Erin worked the overtime while performing the job
paid at $18.10 per hour, you could pay an overtime rate based on 1.5 times $18.10, or
$27.15 per hour.

You would then enter the following transactions for Erin:

24 hours at $18.10 per hour
16 hours at $16.50 per hour
24 hours at $18.10 per hour
16 hours at $16.50 per hour
4 hours at $27.15 per hour

Contract services industry example

In a typical contract services environment, there might be many employees who are
all classed as hourly workers. You could use a single pay code, HOUR, with an
hourly pay type for all employees, but edit the rate depending on the job being
performed. By editing the pay rate, you can avoid setting up an hourly pay type for
each job or pay rate you need.
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This part of the documentation describes how to view employee and pay activity
information and how to print Payroll reports.

The following information is discussed:

e Chapter 13, “Employee inquiries,” describes how to quickly view both current
and historical employee information and review information in summary or
detailed form.

e Chapter 14, “Payroll card inquiries,” describes how to view important
information about employee pay activity.

e Chapter 15, “Payroll reports,” explains how to use Payroll reports as employee
records, to track transactions and simplify audits, and to view Payroll expenses.




Chapter 13:

Employee inquiries

Analyzing your employee activity is an important part of your accounting system.
You can view information using the inquiry windows. These windows provide easy
access to detailed and summarized Payroll information and you can quickly view
both current and historical employee information. In some of the windows, you can
review information in summary or detailed form, and have the option to print the
information in the window.

This information is contained in the following sections:

o Viewing Payroll check history

o Viewing Payroll transactions

»  Viewing Payroll check distributions in Payroll

o Viewing an employee’s personal information

»  Viewing employee Payroll codes

o Viewing paycheck summary information by codes
o Viewing paycheck breakdown information

»  Viewing historical paycheck information by codes
o Viewing historical pay code information

o Viewing the company payroll summary

Viewing Payroll check history

Use the Payroll Check Inquiry window to view Payroll check history information
for an employee. You can view all the checks for one employee, or view a range of
checks for one employee.

This window displays the audit trail code, check number, payment number, gross
wages, federal and all FICA taxes on regular and tips wages, total deductions and
total benefits withholding, net wages and uncollected FICA taxes on tips wages for
each check. It also includes information about any voided checks.

To view Payroll check history:

1. Open the Payroll Check Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Check History)

B payroll Check Inguiry

File Edt Tools  Additional  Help sa Fabrikam, Inc, 4/12/2017
v Ok | & Cea =)
Employee ID ACKEDDD [#]
Name Ackermnan, Pilar
Select By Check Mumber v | @ A O From:
To
Yoid  |AudiTralCode | Check Mumber Payment Check Date Gross Wages E=
Federal Tax FICA Soc Sec FICA Medicare Total Deductions | Total Benefits Net Wages ¥
Federal Tax/Tips | FICA 55/Tips | FICA Med/Tips  Uncollected FICA Soc Sec | Uncollected FICA Med | Reasaon for Vaoiding
UPRCCO0000004 DD000000000000000004 25 2/1/2m4 $890.98 [] ~
UPRCCO0000005 DD000000000000000007 13 3/1/2014 $937.50| [
UPRCCO000000E DD000000000000000010 141 44172014 $337.50|[]
UPRCCO0000007 DD000000000000000072 168 B/1/2014 $3937.50|[]
UPRCCO0000008 D000000000000000016 196 E/1/204 $937.50|[]
UPRCCO0000003 DD00000000000000001S 224 74204 $337.60|[]
UPRCCO00000TO DD000000000000000022 262 8/1/2m4 $764.42 ]
UPRCCO0000017 DD000000000000000025 280 9/1/2m4 $937.50|[]
UPRCCO000001 2 DD000000000000000028 308 10417204 $93780|[] «»
Distibutiorss [ Resreate Paystub ][ Transactions |
44 » M iy e
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2. Enter or select an employee ID.

3. Select the range for which to view check history. You can view a range of check
numbers, check dates or audit trail codes.

4. Choose Redisplay to display the checks within the selected range that are
available for viewing. For beginning balance transactions, “BEG BAL” will
appear in the scrolling window’s Check Number field. Automatic transactions
are marked with a caret (*).

5. To print the Check Inquiry Report showing information that’s currently
displayed in the window, choose File >> Print.

To print only selected records, mark the check box next to the paycheck
transactions you want to include on the report. Do not mark the corresponding
check box in the Void column.

- To view detailed information about a particular paycheck, select the check and choose
Transactions to open the Payroll Transaction Inquiry window.

Viewing Payroll transactions

Use the Payroll Transaction Inquiry window to view Payroll transaction
information for an employee.

To view Payroll transactions:

1. Open the Payroll Transaction Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Transaction History)

B payroll Transaction Inguiry g@@
file Edt Tooks Help sa Fabrikam, Inc. 4f12/2017
v OK | Cear =]
Employee 1D ACKEDOM [#]
Name Ackermnan, Pilar
Select By Check Number v |@UEE O From:
To
Audit Trail Code Check Number Trx Type Code Trx Amount a3
Units To Pay Fay Rate Premium Check Date ¥
Dept Position Shift State Lacal W Camp Receipts
UPRCCO0D00004 DD000000000000000004 Pay HOLI 3000 A
UPRCCO0000004 DD 000000000000000004 Pay SALY $650.95
UPRCCOO000004 DDO00000000000000004 Deduct INS2 47295
UPRCCO0D00004 DD000000000000000004 Deduct MED $20.00
UPRCCO0D00004 D D000000000000000004 Berefit INS $49.36
UPRCCO0000004 DDO00000000000000004 St Tax IL $1274
UPRCCO000000% DD000000000000000007 Pay SALY $937.50
UPRCCO000000% DD000000000000000007 Deduct INS2 $72.95
UPRCCO000000% DDO00000000000000007 Deduct MED $2000
I @

2. Enter or select an employee ID.

3. Select the range for which to view transaction information. You can view a
range of check numbers, check dates or audit trail codes.

4. Choose Redisplay to display the transactions within the selected range that are
available for viewing. For beginning balance transactions, “BEG BAL” will
appear in the scrolling window’s Check Number field. Automatic transactions
are marked with a caret (*).
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Viewing Payroll check distributions in Payroll

Use the Payroll Check Distribution Inquiry window to view Payroll distribution

information for an employee.

To view Payroll check distributions in Payroll:

1. Open the Payroll Transaction Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Transaction History)

2. Enter or select an employee ID.

3. To open the Payroll Check Distribution Inquiry window, choose the

Distributions button.

™ Payroll Transaction Inquiry
File  Edit Tools Help

J 0K | & Clea
Employee ID ACKEDDD (%]
Marne: Ackerman, Pilar
Select By Check Number v @ik O Fram

Ta

Audit Trail Code Check Number Trx Type
Units To Pay Pay Rate Premium
Dept Position Shift State Lacal
UPRCCO0000004 DD000000000000000004 Pay
UPRCCO0000004 DDO00000000000000004 Pay
UPRCCO0000004 DDO00000000000000004 Deduct
UPRCCO0000004 DD000000000000000004 Deduct
UPRCCO0000004 DDO00000000000000004 Benefit
UPRCCO0000004 DDO00000000000000004 St Taxr
UPRCCO000000% DDO00000000000000007 Pay
UPRCCO0000005 0D000000000000000007 Dreduct
UPRCCO0000005 DDO00000000000000007 Deduct
44 » M

Code

w Coamp
HOLI
SALY
M52
MED
IMS

IL

SAaLY
M52
MED

S=ES

sa Fabrikam, Inc, 4/12j2017

=

Trx Amount
Check Date
Receipts

© 2

$0.00 A
$850.56
$7285
$20.00
$43.36
$1274
$937.50
47285
$20.00

INQUIRIES

4. To open the Analytical Payroll Transaction Entry window, where you can view,
edit, and enter Analytical Accounting information for this transaction, choose
the Analytical Accounting button.

Viewing an employee’s personal information

Use the Employee Inquiry window to view information you’ve entered for a

particular employee in the Employee Maintenance window. This window also

displays the employee’s gender, ethnic origin, federal tax withholding information,
user-defined field entries, and transaction entry default information.

U.S. PAYROLL
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To view an employee’s personal information:

1. Open the Employee Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Employee)

™ Employee Inquiry. E”Elgl

Eile Edt Tools Help sa Fabrikam, Inc. 4j12j2017
v 0K | & Cear |
Employee (D | BARBODAT [ clssip [imsT Active
Last Name Batbaricl Address | 456 Cedar dve #]
First Angela
Middle
500 Sec Number 986-22-5953 City Fort wayne
Department INST State IN
Position TEC ZIF Code | 46001 [County [usa
work H R 2080
. Tr " — Diru = 5 Fhonel | (219)555-0176 Ext 0000
o
E‘“‘ ‘"""“:“T e TR Phone2 | [219)5550178 Ext 0000
ull Time Regular
Teoymen see g Fhone | (000) D0D-0000 Ext 0000
Gender Female Start Date 5/15/2013
Ethnic Origin | white | BithDate 14151985
Date Inactivated
Last e, Dale
Soone | ‘ Fieason |
B Secondary Status
Transaction Entry Defaults: Federal Filng Status ‘
Stale of Fiesidence IN
‘ Murmber of Exemptions 2
Lozalilias[Eeds Additional Withholding $0.00
Estimated Withholding $0.00
4 4 b M [byEmployesiD v @

2. Enter or select an employee ID.

3. When you've finished, close the window.

Viewing employee Payroll codes

Use the Employee Record Inquiry window to view the pay, deduction, benefit, and
state and local tax codes assigned to each employee. If any of these codes for the
employee have been marked as inactive, an asterisk will follow the code in the list.

To view employee Payroll codes:

1. Open the Employee Record Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Employee Record)

Il Employee Record Inguiry
v OK & Cea |
Emplayee ID ACKEODOT )
Name |Acke|man, Pilar
Pay Codes: Deduction Codes: Benefit Codes: State Tax Codes: Local Tax Codes:
BONS 40K 401K IL
CTIPS EPU INS
HOLI N2
HOUR MED
MINWG
RTIPS
SALY
14 4 b bl [oyEmployesiD v e

2. Enter or select an employee ID. You can view the employee card by the ID, last

name or first name.

3. When you've finished, close the window.
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Viewing paycheck summary information by codes

Use the Employee Record Summary Inquiry window to view summary information
for individual pay, deduction, benefit, and state and local tax records for each
employee. This window displays monthly, quarterly, yearly, and life-to-date
deduction and benefit amounts for an employee in a selected year.

To view paycheck summary information by codes:

1. Open the Employee Record Summary Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Employee Record Summary)

Fle Edt Tools Help
/ ok | & Cla
Employee ID ACKEODDT
Name Ackerman, Filar
Record Type: Pay Codes
Code 4 SALY
D escription Salary Pay Code
Display Calendar
Year 207
‘Wages Hours/Units
Jan $937.50
Feb $937.50
Mar $677.68
o1 $2552.88
Apr $937.50
May $937.50
Jun $337.50
02 $2.812.50
44 »l

$0.00
$0.00
30.00
$0.00

30.00
$0.00
$0.00
30.00

Jul
Aug
Sep
oK)

Oct
Now
Dec
a4

Vearto Date

‘Wages

$764 42
$937.50
$3937.50
$2,633 42

$764.42
$537 50
$537.50
$2639.42

410,644 22

Haurs/Urits

-] Employee Record Summary Inguiry Q@@

sa Fabrikam, Inc. 4{12j2017

4000
$0.00
$0.00
4000

$0.00
$0.00
$0.00
$0.00

984.04

2. Enter or select an employee ID.

3. Select the type of record to view. The fields and summary information
displayed in this window will depend on the record type you select.

4. Enter or select a code for the record to view.

5. Choose whether to view calendar year or fiscal year information, then enter or

select a year for the record to view.

If you choose to display fiscal year information, quarterly amounts are not

displayed.

6. When you've finished, close the window.

Viewing paycheck breakdown information

Use the Employee Summary Inquiry window to view the monthly, quarterly and
yearly gross wages, net wages, federal tax, FUTA wages, SUTA wages, FICA wages,
and FICA withholding for each employee in a selected year.

You also can use this window to verify the amount of vacation and sick time

available to a particular employee.

Uu.s.
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Mo Toview employee state tax summaries, use the Employee State Tax Maintenance Window
-@- (HR & Payroll >> Cards >> Payroll >> State Tnx) and choose the Summary button.

To view paycheck breakdown information:

1. Open the Employee Summary Inquiry window.

(HR & Payroll >> Inquiry >> Payroll >> Employee Summary)

B Employee Summary Inquiry

Eile  Edit  Tools

Employee
Display
Year

Giross Wages
Federal Wages
Federal Tax Withheld

FIC4 Soc Sec Tax Wi
FIC& Medicare Wage

Net'wages

4 rp

Help

v 0K | & Cear

ACKEODM
Calendar Year
2m7

FICA Soc Sec'wWages

ithbheld

s

FICA Medicars Tax withheld

Hours/Units ‘wéorked
Days Worked
weeksWorked

2 Ackeiman, Filar
v

v

¥ | Quarter to Date

$937.50
$816.42
$42 06
$844.55
$52.36
484455
$1225
$695.26

86.67
5.00
140

$937.50
$816.42
34206
$844.55
35238
4844 55
$1225
$695.26

86.67
9.00
190

sa Fabrikam,

‘Vearto Date

EEX

Inc. 4/12j2017

$4.190.28
$3.713.85
4306.45
4381868
$236.75
4381858
$56.37
$3.044.79

34668

36.00
760

e

2. Enter or select an employee ID.

3. Choose whether to view calendar year or fiscal year information, and then
select a year and a month, or fiscal period, to view.

If you choose Fiscal Year, only periodic and yearly amounts are displayed.

If Human Resources is selected as the accrue type in the Attendance Setup
window, the vacation and sick time hours fields will not be available.

4. Choose Tips to open the Employee Tips Summary Inquiry window, where you
can view employee tips by month or fiscal period. For more information, refer
to Viewing employee tips wage and tax information on page 151.

5. When you've finished, close the window.
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Viewing historical paycheck information by codes

Use the Employee Pay History Inquiry window to view employee pay history
information in a selected year. For example, the window will display the hours,
days, and weeks worked for a pay transaction. You also can use this window to
view which department, position, and workers’ compensation code was used for a

particular transaction.

To view historical paycheck information by codes:

Hours/Units | Days

sa Fabrikam, Inc, 4{12j2017

‘Waeks
FUTA
1.90

KM

8667 .00

>

86.67 9.00 1.90
B2.E7
8667

86.67

1. Open the Employee Pay History Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Employee Pay History)
! Employee Pay History Inguiry: E@@
Fle Edit Tools Help
W 0K | & Cea
Employee 1D ACKEDDM el
Name Ackerman, Pilar
Pay Code N » [y
Description Salary Pay Code
Display Calendar -
“Vear 2017 -
Date Amount Paid Payp Rate Premium
Dept Pasition Shift W Comp SUTA
11207 $337.50 $22,500.00 $0.00
SPTS C5P ILw/Co IL
21.2m7 $937.50 $22,500.00 $0.00
SPTS csp ILW/CO L
3152017 $E77.88 $10.81 $0.00
SPTS C5P ILw/Co IL
415207 $3937.50 $22,500.00 $0.00
SPTS csp ILWw/CO L
51207 $937.50 $22,500.00 $0.00
SPTS CSP ILw/Co IL
14 4 » Ml byEmplopes 1D -
2. Enter or select an employee ID and a pay code.
3. Choose whether to view calendar year or fiscal year information, and then
select a year you would like to view historical paycheck information for.
4.  When you've finished, close the window.

Viewing historical pay code information

Use the Employee Pay Codes History Inquiry window to view employee pay code
history information in a selected year. For example, the window will display the
amount paid for a pay code and a year-to-date summary of the amount paid for a
pay code. You also can use this window to see the hours, days, and weeks worked

for a specific pay code.
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To view historical pay code information:

1. Open the Employee Pay Codes History Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Pay Codes History)

B® Employee Pay Codes History Inquiny

File Edit Tools Help sa Fabrikam, Inc. 4j12j2017
v Ok | & Cea |

Employes ID ACKEDDOT [

Name Ackerman, Pilar

Display

Vear

Date Pay Code | Amount Paid Dept Pasition Hours/Units | Daps Weeks
141/2017 | BOMS 470000 | SPTS C5P 0.00 0o 000~
B/1/2017 | BOMS $1.000.00 | SPTS C5P 000 0o 000—
342017 | HOU $0.00 | 5PTS C5F 24.00 0o 000
7A2017 | HOL $0.00 | 5PTS C5F 16.00 0o 000
104142017 | HOLI $0.00 | 5PTS C5F 16.00 0o 000
11/2017 | SALY 4337 50 | SPTS C5F B6.67 900 130
2/1/2017 | SALY $337 50 | SPTS C5F B86.67 900 130
347/2017 | SALY $677.88 | SPTS C5F B2E7 900 190+

‘Tear to Date Summany:

PayCode  Amount Paid Hours/Units Days weeks

BONS $1.700.00 000 0.00 000~

HoLl $0.00 56.00 0.00 000

SALY 10,644 22 984.04 108.00 2280

-
M4 b i [Empieen ] e

2. Enter or select an employee ID.

3. Choose whether to view calendar year or fiscal year information, and then
select a year you would like to view pay code history information for.

4. When you've finished, close the window.

Viewing the company payroll summary

Use the Payroll Summary Inquiry window to view company payroll information

for a month of the year.

To view the company payroll summary:

1. Open the Payroll Summary Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Company Payroll Summary)

B payroll Summary Inguiry

sa Fabrikam, Inc, 4{12/2017

File Edt Tooks Help
Display
et
Apil | Quarter to Date: ‘ear to Date
Gross Wages $25,018.39 $25,018.39 $145,354 72
FederalwWages $27.047.10 $27.047.10 $145,35472
Federal Tax Withheld $2.270.54 $2.27054 $149,364.72
FICA Soc Sec'Wages $20,041.94 $28,041.94 $145,44452
FICA Soc Sec TaxWithheld $1.738.60 $1.738.60 $9.017 58
FICA Medicars Wages §28.047.94 §28.047.94 $145,444.92
FICA Medicare Tax withheld $406.60 $406.60 $2.108.54
MetWages 421,857 40 $21.857.40 $108,548 93
Hours/Units Worked 242676 242676 9.675.04
Daps worked 138.00 1593.00 7592.00
‘weeks Wworked 41.80 41.80 1E7.20




CHAPTER 13 EMPLOYEE INQUIRIES

Choose whether to view calendar year or fiscal year information, and then
select a year and month, or fiscal period, to view.

If you choose to display fiscal year information, quarterly amounts are not
displayed.

If Human Resources is selected as the accrue type in the Attendance Setup

window, the vacation hours and sick time hours fields will not be available.

To view the summary of tips for the selected year and month (or fiscal period),

choose Tips to open the Payroll Tips Summary Inquiry window.

Choose OK when you've finished.
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Payroll card inquiries

Analyzing your Payroll activity is an important part of your accounting system. You
can view important information about employee pay activity using the Employee
Summary Inquiry and Payroll Summary Inquiry windows. These windows provide
easy access to detailed and summarized Payroll information.

This information is contained in the following sections:
o Viewing employee tips wage and tax information

o Viewing Payroll and tips breakdown information
o Viewing Payroll audit trail information

Viewing employee tips wage and tax information

Use the Employee Summary Inquiry window and the Employee Tips Summary
Inquiry window to view tips summary information for a selected year.

To view employee state tax summaries, use the Employee State Tax Maintenance Window
(HR & Payroll >> Cards >> Payroll >> State Tnx) and choose the Summary button.

To view employee tips wage and tax information:

1. Open the Employee Summary Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Employee Summary)

2. Enter or select an employee ID.

3. Choose whether to view calendar year or fiscal year information, then select a
year and a month (or fiscal period) to view wage and tax information for.

4. Choose Tips to open the Employee Tips Summary Inquiry window.

El Employee Tips Summary Inguiry: Qlﬁ‘@

Employee ACKEDDD - Ackerman, Pilar

‘Year

+ | Quarter to Date ‘ear to Date
FReported Tips $0.00 $0.00 $0.00
Charged Tips $0.00 $0.00 $0.00
Reported Receipts $0.00 $0.00 $0.00
Charged Receipts $0.00 $0.00 $0.00
Allocated Tips $0.00 $0.00 $0.00
Federal Tips $0.00 $0.00 $0.00
FIC4 Soc Sec Tips $0.00 $0.00 $0.00
FICA Medicare Tips $0.00 $0.00 $0.00

Tax Withheld on Tips:

Federal $0.00 $0.00 $0.00
FICA Soc Sec $0.00 $0.00 $0.00
FICA Medicare $0.00 $0.00 $0.00

Uncollected Taw on Tips:

FICA Soc Sec $0.00 $0.00 $0.00
FICA Medicare $0.00 $0.00 $0.00

5. Choose OK.

U.S. PAYROLL 151



PART 4

152

u.s.

INQUIRI

PAYROLL

ES AND REPORTS

Viewing Payroll and tips breakdown information

Use the Payroll Tips Summary Inquiry window to view monthly (or periodic),
quarterly, and yearly tips wage and tax information for the entire company in a
selected year.

To view Payroll and tips breakdown information:

1. Open the Payroll Summary Inquiry window.
(HR & Payroll >> Inquiry >> Payroll >> Company Payroll Summary)

2. Choose whether to view calendar year or fiscal year information, then select a
year and a month (or fiscal period) to view.

3. Choose Tips to open the Payroll Tips Summary Inquiry window.

il Payroll Tips Summary Inguiry Elﬁ‘@

‘Year

RN v uarter to Dats ‘Year 1o Date
Reported Tips $0.00 $0.00 $0.00
Charged Tips $0.00 $0.00 $0.00
Reported Receipts $0.00 $0.00 $0.00
Charged Receipts $0.00 $0.00 $0.00
Allocated Tips $0.00 $0.00 $0.00
Federal Tips $0.00 30.00 $0.00
FICA Soc Sec Tips $0.00 $0.00 $0.00
FICA Medicare Tips $0.00 $0.00 $0.00

TaxWithheld on Tips:

Federal $0.00 $0.00 $0.00
FICA Soc Sec $0.00 30.00 $0.00
FIC& Medicare $0.00 $0.00 $0.00

Uncollected Tax on Tips:

FICA Soc Sec $0.00 $0.00 $0.00
FICA Medicare $0.00 $0.00 $0.00

In addition to tips wage and tax information, all uncollected FICA Social
Security and Medicare tax information will be displayed in this window.

4. Choose OK

Viewing Payroll audit trail information

Use the Payroll Audit Trail Inquiry window to view information associated with a
specific audit trail code. The window opens only if you zoom from the Transaction
Entry Zoom window in General Ledger and are maintaining summary history.

posting in summary. The Create a Journal Entry Per Batch option must be marked in the

~ @, You must be keeping check history to zoom from General Ledger to Payroll. You also must be
Posting Setup window for whatever type of Payroll transaction you want to track.
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If you've posted a computer check or manual check in detail, the Payroll Check
Inquiry window will open when you zoom from the Transaction Entry Zoom
window in General Ledger.

For more information about posting in summary and detail, refer to the online help
for the Posting Setup window.

You can zoom from General Ledger to Payroll only to view single transactions, not
posted month-end or quarter-end information.
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You can use Payroll reports to analyze payroll activity and identify errors in
transaction entry. Use this information to guide you through printing reports and
working with report options and report groups.

For more information about creating and printing reports, using sample reports,
and modified reports from the Reports Library, and the various reporting tools that
you can use with Microsoft Dynamics GP, refer to your System User’s Guide

(Help >> Contents >> select Using The System).

This information is divided into the following sections:

*  Payroll report summary

e Cross-company reports

*  Specifying a Payroll report option

*  Payroll Microsoft SQL Server Reporting Services reports

Payroll report summary

You can print several types of reports using Payroll. Some reports automatically are
printed when you complete certain procedures; for example, posting journals can
automatically be printed when you post transactions, depending on how your
posting options are set up. You can print some reports during procedures; for
example, you can print an edit list when entering transactions by choosing Print in
the Batch Entry window.

To print some reports, such as analysis or history reports, you must set up report
options to specify sorting options and ranges of information to include on the
report. For more information, refer to Specifying a Payroll report option on page 159.

The following table lists the report types available in Payroll and the reports in
those categories.

Report type Report Printing method

Employee Lists Choose File >> Print in the
window you use to complete the
procedure or create report
options in the Employee Lists

window.

Detailed Employee Listt
Empl w/o Pay Codes
Employee Address List
List by Benefit

List by Class

List by Deduction

List by Department

List by Local Tax

List by Location

List by Pay Code

List by Position

List by State Tax

List by Supervisor
Personnel List
Vacation/Sick Time List*

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

* Indicates reports that are not available when Human Resources is selected as the accrue type
in the Attendance Setup window. Refer to the “Attendance setup” chapter in the Human

Resources manual.
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Report type

Report

Printing method

Wage and Hour
Reports

Department Wage and Hour Reportt
State Wage Reportt

FICA Wage Reportt

Earnings Registert

Employee Wage and Hour

Create report options in the
Wage and Hour Reports window.

History Reports

Transaction History

Check History

Employee Pay History
Distribution Breakdown History

Create report options in the
Payroll History Reports window.

Audit Trail Reports

Employee Mass Update Audit
Report

Payroll FUTA Posting Journal

Payroll Benefit Posting Journal

Payroll Check Register

Payroll Deduction Posting Journal

Position Posting Journal

Local Tax Posting Journal

State Tax Posting Register

Tip Allocation Posting Register

Pay Code Posting Journal

Shift Code Register

SUTA Posting Journal

Vacation/Sick Time Accrual Register*

Workers’ Compensation Posting
Journal

Choose File >> Print in the
window you use to complete the
procedure or some might
automatically be printed when
you complete the procedure.

Setup Reports

Benefit Codes

Class Codes
Deduction Codes
Department Codes
Earnings Codes
FUTA/SUTA Rates
Garnishment Maximum Codes
Local Tax Codes
Location Codes

Pay Codes

Position Codes
Posting Accounts
Shift Codes
Supervisor Codes

Tax ID

Workers’ Comp Codes

Choose File >> Print in the setup
windows or create report
options in the Payroll Setup
Reports window.

Period-end Reports

Benefit Summary

Deduction Summary
Department Wage Summary
FUTA Summary

Local Tax Summary

Payroll Summary

Pay Code Summary
Position Summary

State Tax Summary

SUTA Summary

Workers' Compensation Summary

Choose File >> Print in the
window you use to complete the
procedure or create report
options in the Period-End Payroll
Reports window.

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

Resources manual.

* Indicates reports that are not available when Human Resources is selected as the accrue type
in the Attendance Setup window. Refer to the “Attendance setup” chapter in the Human
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Report type

Report

Printing method

Quarter-end
Reports

941 Preparation Report

941 Schedule B Preparation Report

Form 941
Form 941 Schedule B

Choose File >> Print in the
window you use to complete the
procedure or create report
options in the Quarter-End
Payroll Reports window.

Check-processing
Reports

Calculate Checks Reportt
Calculate Exceptions

Check File Reportt

Payables Garnishment Detail
Payables Garnishment Summary
Paycheckst

These reports will be printed
when you complete the
corresponding procedure.

Edit Lists

Employee Mass Update Edit List
Manual Check Edit List

Payroll Transaction Audit List
Payroll Transaction Edit List
Void Checks Edit List

Choose File >> Print in the
window you use to complete the
procedure.

Year-end Reports

Year-End Employee Wage Report
Form 941

Form 1096t

Form 8027

1099-R Validation

1099-R statementt

W-2 Validationt

W-2 statementt

W-3 formt

Choose Print in the window you
use to complete the printing
procedure.

Utility Reports

Reconcile Payroll Error Report
Employee Reconcile Error Report
Proposed Retroactive Payments
Employee Summary Report
Employee Tips Summary Report
Employee Transaction Summary
Report
Federal Tax Liabilities List

These reports will be printed
when you complete the
corresponding procedure.

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

* Indicates reports that are not available when Human Resources is selected as the accrue type
in the Attendance Setup window. Refer to the “Attendance setup” chapter in the Human

Resources manual.
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Report type

Report

Printing method

Cross-Company
reports

Refer to Cross-
company reports
on page 159 for
more information.

Cross-Company Detailed Employee
Listt
Cross-Company Employee Address
List
Cross-Company List by Benefit
Cross-Company List by Class
Cross-Company List by Deduction
Cross-Company List by Department
Cross-Company List by Position
Cross-Company List by Local Tax
Cross-Company List by Location
Cross-Company List by Pay Code
Cross-Company Employee List
without Pay Codes
Cross-Company List by State Tax
Cross-Company List by Supervisor
Cross-Company Personnel List
Cross-Company Vacation/Sick Time
List*
Cross-Company 941 Preparation
Report
Cross-Company Form 941 Schedule B
Preparation Report
Cross-Company Form 941
Cross-Company Form 941 Schedule B
Cross-Company Benefit Summary
Cross-Company Deduction
Summary
Cross-Company Department
Summary
Cross-Company FUTA Summary
Cross-Company Local Tax Summary
Cross-Company Payroll Summary
Cross-Company Pay Code Summary
Cross-Company Position Summary
Cross-Company State Tax Summary
Cross-Company SUTA Summary
Cross-Company Workers’ Compensation
Summary

Choose HR & Payroll >> Reports
>> Payroll >> Cross-Company

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

Resources manual.

* Indicates reports that are not available when Human Resources is selected as the accrue type
in the Attendance Setup window. Refer to the “Attendance setup” chapter in the Human

PAYROLL
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Cross-company reports

You can print reports that contain consolidated information from more than one
company in Microsoft Dynamics GP. Cross-company reports allow you to compare
information between calendar and fiscal years, including information between
companies in different locations.

You can print information for multiple companies in the following reports.

e Employee Lists
* Quarter-End reports
e Period-End reports

For information about the cross-company reports that you can generate in Microsoft
Dynamics GP, choose Help >> Microsoft Dynamics GP Online, where you can view
the sample reports.

Specifying a Payroll report option

Report options include specifications for sorting options and range restrictions for a
particular report. To print several Payroll reports, you must first create a report
option. Each report can have several different options so that you can easily print
the information you need. For example, you can create report options for the
employee list that show either detailed or summary information.

A single report option can’t be used by multiple reports. You must create identical options
for several reports separately.

Use the Payroll report options windows to create sorting, restriction, printing, and
email options for the reports that have been included with Payroll.

To specify a Payroll report option:

1. Open a reports window. There are separate windows for each report type.
(HR & Payroll >> Reports >> Payroll >> select a reports window)

& Cexr | 5 Print
Fieports:
Dictailed Employes List v
Oplions: Prink List
Detailed Employee List-dema
e
@

2. Select a report from the Reports list.

3. Choose New to open the report options window. Your selection in step 2
determines which report options window appears.

For report options window information choose Help >> Index; then enter the name of
the specific report options window.
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4. Name the option and enter information to define the option. The name you
enter for the option won't appear on the report. The selections available for
defining report options vary, depending on the report type you've selected.

5. Enter range restrictions. The Ranges list shows the available options for each
report. The available ranges vary, depending on the type of report.

o~ You can enter only one restriction for each restriction type. For instance, you can insert
_@_ one employee 1D range restriction and one date range restriction (01/01/2017 to 06/30/
2017).

6. Choose Insert to insert the range in the Restrictions List. To remove an existing
range from the list, select the range and choose Remove.

7. Choose Email Options to enter email options for the report option. Once the
email options are set up, you'll be able to send the reports in an email message
from this window by choosing Email. You also can send this report in an email
from any list view where the report option is displayed.

8. Choose Destination to select a printing destination. Reports can be printed to
the screen, to the printer, to a file, or to any combination of these options. If you
select Ask Each Time, you can select printing options each time you print this
report option.

For more information about printing reports, refer to Chapter 15, “Payroll
reports.”

Payroll Microsoft SQL Server Reporting Services
reports

You can view Payroll Reporting Services reports from the Reporting Services
Reports list. If you are using Reporting Services 2008, payroll metrics for your home
page also appear in the Reporting Services Reports list. You can access the
Reporting Services Reports list from the navigation pane or from an area page in the
Microsoft Dynamics GP application window. This report list appears if you
specified the location of your Reporting Services reports using the Reporting Tools
Setup window. See your System Setup Guide (Help >> Contents >> select Setting
up the System) for more information.

The following Reporting Services reports are available for Payroll.

Check History Check Registry
Department Wage and Hour Report Earnings Summary
Employee Pay History Employee Wage and Hour
Payroll Summary State Wage Report
Vacation Sick Time List Employee List by Pay Code

To print a Payroll Reporting Services report:

1. In the navigation pane, choose the HR & Payroll button, and then choose the
Reporting Services Reports list.

2. Mark the Payroll report that you want to print.

3. In the Actions group, choose View to open the Report Viewer.
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4. In the Report Viewer, select the specifications for the report and choose View
Report.

5. After viewing the report, select a format and print the report.
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Utilities

This part of the documentation describes how you can help keep your Payroll
records current and how to edit tax information.

The following information is discussed:

e Chapter 16, “Company record utilities,” describes how to help keep your
Payroll records current.

e Chapter 17, “Removing records,” describes how you can remove Payroll history
information that is no longer useful to your company.

¢ Chapter 18, “Tax utilities,” explains how to edit federal tax liabilities, tax codes,
and FICA taxes, if the amounts are incorrect.

e Chapter 19, “Payroll updates,” helps you update your Payroll system’s tax
tables and software.




Chapter 16:

Company record utilities

You can help keep your Payroll records current using company record utilities. The
reconciling process checks for discrepancies in employee financial information and
checks for differences between detail records and summary records. Comparing the
detail and summary amounts can help you verify the accuracy of your entries when
you're setting up Payroll for the first time—or any time you enter or change
information in the employee financial fields.

This information is contained in the following sections:

Reconciling employee records

Situations for using mass updates

Mass update methods

Mass update limitations

Updating a range of information for employees
Calculating net-to-gross wages

Reconciling employee records

/N

Use the Reconcile Employee Information window to compare information shown in
the Employee Summary window and the Employee Tips Summary window, if
applicable, to the detail information shown in the Employee Pay Code Summary
and the Employee Deduction Summary windows for the selected range of
employees.

To determine total gross wages for any one employee, for example, add wages for
all pay codes for the employee and subtract all tax-sheltered deductions to
determine the value for the month in question. Use values from the Employee Pay
Code Summary window and the Employee Deduction Summary window.

The Payroll system generates a report that flags all discrepancies for each month;
you must determine which value is correct and make manual adjustments, if
necessary.

You should reconcile records if a Payroll system problem occurs and you need to
verify your Payroll data. The reconcile process also is useful if you discover
inconsistencies in reports.

Before reconciling, back up all your company’s accounting data. For more information about

making backups, refer to your System User’s Guide (Help >> Contents >> select System
Administration).
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To reconcile employee records:

Open the Reconcile Employee Information window.
(HR & Payroll >> Utilities >> Payroll >> Reconcile)

B Reconcile Employee Information E‘E‘E‘

Eile  Edt Tools  Help 53 Fabrikam, Inc. 4f12f2017
Display Calendar -
Year 2m7 . Prirt Report ] Recaoncile
Ranges: Emplayee 1D ~ | From: ]
To )
Restrictions:

Choose whether to reconcile calendar year or fiscal year information, then select
the year you will be reconciling your records or printing a Reconcile Error
report for.

Mark any of these options.

Print Report Mark this option to print a Reconcile Error report based on the
selected records.

Reconcile Mark this option to reconcile your employee information. If this
option is not marked and you choose Process, Payroll will not perform the
reconcile process based on the selected records.

If employee onboarding workflow or employee personnel maintenance
workflow is activated, select the type of information to reconcile. The list isn’t
available if neither workflow type is activated.

Select a range of employee IDs to reconcile. If you don’t enter a range, all
employee records will be reconciled.

Choose Insert to insert the range.

Choose Process to compare your employee summary and detail financial
information or print the Payroll Reconcile Error Report, depending on your
selections in this window.

If you’ve marked both Reconcile and Print Report, the report is printed before
information is reconciled. This report will display the amounts for the
employees whose detail records don’t match the summary records.

After employee records have been reconciled, the values on the summary windows will
be adjusted based on the transaction details of the employees.
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Situations for using mass updates

/AN

Situations might arise when you need to change or adjust information for a range of
employees. You can do so by using the Employee Mass Update window.

If you're using Human Resources, you can’t use the Employee Mass Update
window to make changes to benefits, deductions, or sick and vacation amounts if
you're accruing sick time and vacation time using Human Resources.

When you make pay rate changes in the Employee Mass Update window, they do
not apply to employee /pay code combinations assigned to pay step tables.

The following are some examples of situations that could be handled with a mass
update:

*  Your company has decided to give a 5 percent pay increase to all employees.
You can select each hourly or salary pay code and increase the pay rate by 5
percent, and also select the option to include all pay codes based on that specific
pay code. Doing so will update all hourly or salary pay cards—along with any
vacation, sick time, holiday, and overtime pay cards that are based on those pay
codes—for the employees.

*  Your company has decided to give pay increases to employees in a specific
department, to all employees with a specific position or to a specific class of
employees.

*  Your company has a policy that vacation accrual rates are increased after five
years of service. You could update the accrual amount based on the employee
start date.

*  Your company has a policy that accrued vacation hours can’t exceed 80 hours if
vacation isn’t used by a certain date. Using the Employee Mass Update
window, you could set vacation available hours that are greater than 80 to 80.

Be sure to make a backup of your Payroll data for each company before updating
employee information. For more information about making backups, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

Mass update methods

There are four different mass update methods.

Change by Amount Updates employee cards by increasing or decreasing the
current amounts by a specific amount.

For example, suppose you have a group of hourly employees who are paid $10 an
hour. To increase their wage to $12 an hour, you’d enter $2 in the Amount field and
mark Increase.

Change by Percent Updates employee information, such as a pay rate, based
on the current pay rate, increasing or decreasing the amounts by a certain

percentage.

For example, if your company has decided to give a range of employees a 5 percent
pay raise, you'd enter 5.00 and mark Increase.
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Replace with Amount Updates employee information by replacing an amount
with a specific amount.

For example, your company policy may be that the number of vacation hours per
year for employees increases from 80 hours to 120 hours after five years of service.
In this example, you’d select a range of employees, based on their start date, select
Replace with Amount and enter 120 in the Amount field.

Replace with Amount if Greater Than Amount Replaces existing amounts
with a specific amount if the existing amount is greater than the amount you enter.

For example, if your company has a policy that employees cannot carry more than
100 hours of vacation from one year to the next, at the end of the year you could set
all vacation available hours that are greater than 100 back to 100. By doing so,
employees with fewer than 100 hours of vacation will be unaffected.

In this example, you’'d select Replace with Amount if Greater Than Amount and
enter 100 in the Amount field. If an employee had a vacation available amount of
140 hours, that amount would be replaced with 100.

Mass update limitations

There are some limitations to updating records in the Employee Mass Update
window.

e If you're updating a benefit or deduction code and the calculation method for
the code is Percent of Gross or Percent of Net, the updated method for the code
can’t be more than 100 percent. For example, if you have a deduction
percentage that is 20 percent of gross and you enter 90 percent to increase the
percentage to 110 percent, the updated amount will be set to 100 percent.

*  You can’t update tiered deductions or tiered benefits using the Employee Mass
Update window.

*  You can’t update Charged Tips or Reported Tips pay types.
¢ If you're updating a pay or benefit code, you can’t decrease the current amount

to an amount less than zero. However, if you're updating a deduction code, you
can decrease the current amount to an amount that is less than zero.

Updating a range of information for employees

PAYROLL

Use the Employee Mass Update window to change pay rates and benefit and
deduction amounts for a range of employees. You also can make adjustments to an
individual employee’s amount within the range using the Edit Employee Mass
Update window.

When you make pay rate changes in the Employee Mass Update window, they do
not apply to employee /pay code combinations assigned to pay step tables.
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To update a range of information for employees:

Open the Employee Mass Update window.
(HR & Payroll >> Utilities >> Payroll >> Mass Update)

& Employee Mass Update EME\E‘

Update: [Py Rat= Code 91
Description
Emplopee Ranges
Clasz D @ Al O From 2 1o 2y
EnplyeelD: @ Al O From, Ql To [
Department &AMl O From 4 Ta )
Position @ Al O From 2 1o [
Start D ate: @ Al O From 0/0/0000 Te: | 0/0/0000
Deduction/Benefit Method
Update Method: Change by Amaount v
Amount $000|{® Increase (O Decreass
Edit Records

800

Select a record type to update.

Select a specific code to change. This field is available only if you chose Pay
Rate, Deduction Amount or Benefit Amount in the Update field.

Enter ranges of class IDs, employee IDs, departments, positions, and start dates
to include a specific range of employees, or accept the default entry ALL to
include all employees in the update.

Select a method for updating cards. For more information, refer to Mass update
methods on page 167.

Enter the amount or percentage by which the selected cards are to be adjusted.
Depending on the update method you selected, this field is labeled either
Amount or Percentage.

If you manually update an employee’s overtime or doubletime pay rate, this will also
update the pay rate for the pay code.

Mark Increase or Decrease, depending on whether the existing employee cards
are to be increased or decreased. This field is available only if you select Change
by Amount or Change by Percent as the update method.

Mark Round to Nearest Dollar to round the updated amount to the nearest
dollar. This field is available only if you select Change by Percent as the update
method.

If you change an amount in the Updated Amount column in the scrolling window of the
Edit Employee Mass Update window, the amount you change in that window won’t be
rounded, even if this selection is marked.

Mark Include Pay Codes Based on this Pay Code to update all pay codes that
are based on this pay code. For example, if you're changing the pay rate for a
salary pay code, you can apply the rate change to all pay codes that are based
on the salary pay code, such as vacation or overtime pay types. A new pay rate
or pay factor is automatically calculated based on the old rates.
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10. Choose Edit Records to display the Edit Employee Mass Update window where
you can preview and edit the updated information.

The current information—the amount prior to updating—for the range of
employees will be displayed in the Current Amount field in the scrolling
window. The updated information, or the proposed amount, will be displayed
in the Updated Percent/ Amount field in the scrolling window. You can make
changes to this field.

11. Choose File >> Print to print an Employee Mass Update report to verify your
changes.

12. Choose Update to save the updated amounts. The Employee Mass Update
Audit report will be printed, displaying the employee information that was
updated.

Calculating net-to-gross wages

Use the Payroll Gross Up window to quickly determine the gross pay amount
needed for an employee to net a specified dollar amount for bonuses, holiday pay
or other special Payroll events. For example, if you wanted to award a bonus of
$250.00 after taxes to an employee, you can use this window to calculate the amount
to include in an employee’s pay for the employee to receive $250.00 after taxes.

To calculate net-to-gross wages:

1. Open the Payroll Gross Up window.
(HR & Payroll >> Utilities >> Payroll >> Gross Up)

Il Payroll Gross Up E‘Elg

Met Amaunt $280.00
Federal Tax 0.00% $0.00
FICA Soc Sec Tax B.20% $16.78
FICA Medicare Tax 1.45% $3493
State Tax 0.00% $0.00
Local Tax 0.00% $0.00

Grass Amount $270.71

B9

2. Enter the net amount to pay your employee.

3. Enter the employee’s federal tax percentage.

4. Enter the employee’s state and local tax percentages, if any.

5. Choose Calculate. The gross Payroll amount will be calculated and displayed.

6. Choose OK to close the window.

Modifying codes

PAYROLL

There may be instances when the code you use for pay codes, benefit codes or
deduction codes need to be changed. For example, if you have a legacy code that
uses a number and you’d like to use a more descriptive code using a word, or
change codes to be more meaningful to the people using the system.
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You can modify codes either one at a time, or by importing a text file containing
multiple codes and change them at once.

If you are modifying a batch of codes, prepare the text file before you begin. The text
file must be a tab-delimited, two-column format. The following criteria are checked
when you validate the file:

To

Old codes match the code type selected

Old codes exist in the system

New codes do not exist in the system, and only one time in the file
New codes are no longer than six characters

New codes are not named “ALL”

Only uppercase letters are used

modify Payroll codes:

Open the Payroll Code Modifier window.
(HR & Payroll >> Utilities >> Payroll >> Payroll Code Modifier)

Select the method you'll use to change the codes, one code at a time, or a batch
of codes.

Select the type of code to modify. You can change pay codes, benefit codes or
deduction codes. If you're changing a batch of codes, you can change only one
type at a time, and skip to step 5.

If you're modifying a single code, enter or select the code you want to change.
Then, enter the new code you'll use to replace it. Skip to step 7.

If you're modifying a batch, select the path to the import file that contains the
code changes. The file should be a tab delimited text file, containing two
columns of uppercase codes. Column 1 should list the old code; Column 2
should list the new code that replaces each old code. Numbers can be used.

Choose Validate. This button is available only if you're importing a file. The
validation will ensure your old codes are all of the same code type that you
selected and whether the old code exists. A Code Validation Report will print
when the validation is complete and list any errors found during the process. If
you have no errors, the Update button will be available.

Choose Update. The code or codes you selected will be modified in any tables

in which the code exists. A Code Modification Report will be printed that
displays the change.
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Removing records

You can help maintain your records by removing history information from your
Payroll that is no longer useful to your company.

This information is contained in the following sections:

*  Removing Payroll history

¢ Removing employee summary information
*  Removing inactive records

*  Removing year-end information

*  Removing distribution information

*  Removing journal history

Removing Payroll history

N\

History records provide useful information for audit purposes. If you're keeping
one of the types of history available in Payroll, these records can be maintained for
an unlimited number of years. Removing history might affect your ability to reprint
posting journals and void posted checks.

When you remove historical records, the Payroll system removes records only for
the range you specify. Normally, history is removed after the year-end closing
process; however, at other times during the accounting cycle, it might be necessary
to remove ranges of history that are no longer useful.

Don't remove history until you ve printed all government statements and reports for that
year. After Payroll history is removed, you won’t be able to reprint statements and reports
for that year. Before removing history, back up your company’s accounting data. For more
information about making backups in Microsoft Dynamics GP, refer to your System User’s
Guide (Help >> Contents >> select System Administration).

Use the Remove Payroll History window to remove Payroll history. You can remove
Payroll history for a range of audit trail codes, posting dates or employees. After
you've removed history, you can’t void checks or reprint posting journals for
computer checks, manual checks or void checks for the range of transactions that
were removed.

To remove Payroll history:

1. Open the Remove Payroll History window.
(HR & Payroll >> Utilities >> Payroll >> Remove Payroll History)

il Remove Payroll History g@@l

Ranges: Audit Trail Code + | From: UPRCCO0000003
To: UPRCCO0000004

5

Restrictions:

At Trail Code From UPRCCO0000003 T UPRCCOD000004

Frint Remove
Check History ek Histon:
Transaction History Transaction History
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Select a range from the list and enter a range restriction.

Choose Insert to insert the range restriction. You can select additional ranges
and restrictions. If you’ve made an error in a range or a restriction, select the
range and choose Remove.

Mark Print Check History to print the Check History Report without removing
history. Mark Print Transaction History to print the Transaction History Report

without removing history.

Mark Remove Check History, Remove Transaction History or both to remove
Check History or Transaction History.

Choose Process to clear payroll history for the selected ranges.

Removing employee summary information

AN\

PAYROLL

Use the Remove Employee Summary window to remove employee summary and
tip information for a selected year. You also can print a summary report using this
window.

Don't remove employee summary information until you've printed all government
statements and reports for that year. After you've removed employee summary information,
you won'’t be able to reprint statements and reports for that year.

To remove employee summary information:

1.

Open the Remove Employee Summary window.
(HR & Payroll >> Utilities >> Payroll >> Remove Employee Summary)

m Remove Employee Summary E@@l

Fle Edt Tools Hep sa Fabrikam, Inc. 4/12/2017

Display Calendar v
Year 2016 v

Ranges Employee 1D v From [#]
To [
Restrictions:
[[] Frint Summary Feport
[] Remove Summany Information

Choose whether to remove calendar year or fiscal year information, then select
the year you would like to remove employee summary information for.

Select the method to use to define the range of summary and tip information to
remove: employee IDs, employee classes, departments, positions, and hire date.

Choose Insert to add the range to the Restrictions List. To remove range from
the list, select the restriction and choose Remove.
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5. Mark any of these options.
Print Summary Report Mark to print a summary report.

Remove Summary Information Mark to remove employee summary

information. If this option is not marked and you choose Process, Payroll will

not remove summary information based on the selected records.

6. Choose Process to remove summary and tip information or print the Summary

Report, depending on your selections in this window.

If you've marked both Print Summary Report and Remove Summary
Information, the report is printed after historical records are removed.

Removing inactive records

N\

Use the Remove Inactive Records window to remove inactive employee and
inactive history records for the year.

Removing inactive employee records will permanently delete information needed
in creating your year-end wage file. If you still plan to create a year-end wage file,
be sure to reactivate the employees first before choosing to remove inactive records.

Don’t remove inactive records until you ve printed all government statements and reports

for that year. After inactive employee records are removed, you won't be able to reprint
statements and reports for that year.

If you're using Human Resources, removing inactive records in Payroll will also
remove inactive records in Human Resources. If you're using Direct Deposit,
removing inactive employee records will also remove records of employees that
were marked as inactive in the Direct Deposit Employee Maintenance window.

To remove inactive records:

1. Open the Remove Inactive Records window.
(HR & Payroll >> Utilities >> Payroll >> Remove Inactive Records)

iEl Remove Inactive Records Qlﬁ‘@

Remove Inactive Employee Recards

iHemove History for [nactve Emploves Records

2. Select the inactive records to remove by marking any of these options.

Remove Inactive Employee Records Mark this option to remove
employee records for inactive employees.

If you mark Remove Inactive Employee Records and did not mark Remove History for

Inactive Employee Records, information in Payroll history reports will be retained.
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Remove History for Inactive Employee Records Mark this option to
remove history records for inactive employees.

- If you remove inactive employee and history records, reprint journals will not print
correct information.

3. Choose Process to remove the selected inactive records.
Removing year-end information
Use the Remove Payroll Year-End Information window to move year-end

information to history. All the information for printing W-2 statements and 1099-R
forms also is moved to history.

backup, information can be restored. For more information, refer to your System User’s

é Before you begin, be sure you back up all company data. As long as you have a current

PAYROLL

Guide (Help >> Contents >> select System Administration).

To remove year-end information:

1. Open the Remove Payroll Year-End Information window.
(HR & Payroll >> Utilities >> Payroll >> Remove Year-End Information)

il Remove Payroll Year-End Information g@@

YVear: Restrictions:

v Insert >>

2. Select the year to remove year-end history information for.

3. Choose Insert to add the year to the Restrictions window. You can remove year-
end information for multiple years. If you've selected the wrong year, select the
year and choose Remove. The year will be removed from the Restrictions
window.

4. Choose Process.

Removing distribution information

Use the Remove Payroll Distribution History window to remove Payroll
distribution information. If you're keeping distribution history, there will be
detailed records of how Payroll transactions have affected the balances of posting
accounts.

Before removing history, be sure there is no need to retain the distribution
information. After you’ve removed history, you won’t be able to print the Reprint
Check Posting Register, FUTA Posting Register, SUTA Posting Register or Workers’
Compensation Posting Register for the audit trail codes that were removed.
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To remove distribution information:

1. Open the Remove Payroll Distribution History window.
(HR & Payroll >> Utilities >> Payroll >> Remove Distributions)

I Remove Payroll Distribution History: g@gl

Ranges: Audit Trail Code “ | From, UPRCCO0000003 IEd
To UPRLCCO0000004 =]

Restrictions:

Audit Trail Code From UPRCCO0000003 To UFRCCO0000004

Prittt; Report Remaove: {Histor!
e

2. Select a range from the list and enter a range restriction.

3. Choose Insert to add the range restriction. You can select additional ranges and
restrictions. If you’ve made an error in a range or a restriction, select the range
and choose Remove.

4. Mark Print Report to print the Distribution History Report without removing
history.

5. Mark Remove History to remove distribution history for the range you've
entered.

6. Choose Process to clear distribution history for the selected ranges.

Removing journal history

Use the Remove Payroll Journal History window to remove Payroll journal history.
If your posting options have been set up to allow posting journals to be reprinted,
you’'ve been able to reprint posting journals for Payroll transactions. Posting
journals include the audit trail code that was assigned to transactions during the
posting process and are a valuable audit trail tool. After history has been removed,
you won't be able to reprint posting journals for computer checks, manual checks,
voided checks, month-end reports or quarter-end reports for the range of
transactions that were removed.

To remove journal history:

1. Open the Remove Payroll Journal History window.
(HR & Payroll >> Utilities >> Payroll >> Remove Journals)

Bl Remove Payroll Journal History Q@E‘

Ranges Audt Trai Code +| From: UPRCCO0000003 [®
To: UFRCCO0000004 ]
Restictions:
Audit Trail Code From UPRCCO0000003 To UPRCCO0000004
va
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2. Select a range from the list and enter a range restriction.
3. Choose Insert to add the range restriction. You can select additional ranges and
restrictions. If you’ve made an error in a range or a restriction, select the range

and choose Remove.

4. Choose Process to clear journal history for the selected ranges.
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You can help keep your Payroll records current by using tax utilities to edit federal
tax liabilities, tax codes, and FICA taxes, if the amounts are incorrect.

This information is contained in the following sections:
*  Editing federal tax liabilities

o Viewing and editing Payroll taxes
e Tax calculation methods

Editing federal tax liabilities

Use the Payroll Edit Federal Tax Liabilities window to make changes to the federal
tax liability amounts if the amounts are incorrect on Form 941 or the Quarterly 941
Preparation Report.

We don’t recommend using the Payroll Edit Federal Tax Liabilities window to edit
your liability information except in circumstances such as those described above.

To edit federal tax liabilities, you must have marked the Edit Financial Fields option in the
Payroll Setup window.

Differences in tax liability amounts might occur in any of the following
circumstances:

e If transaction posting was interrupted at any time.

e If you began using Payroll during the year and entered pay run information for
your employees using the Employee Summary window—instead of entering
the information using the Payroll Manual Checks-Adjustment Entry window.

e If you made any adjustments to the information in the Employee Summary
window during the year.

To edit federal tax liabilities:

1. Open the Payroll Edit Federal Tax Liabilities window.
(HR & Payroll >> Utilities >> Payroll >> Edit Liabilities)

il Payroll Edit Federal Tax Liabilities
Check Date Audit Trail Code Federal Tax WeH FICA Soc Sec Tax WeH FICA Med Tax w/H R
Advance EIC Uncollected FICA Soc Sec Tax Uncollected FICA Med Tax ¥
1/1/2006 | UPRCCO0000027 $7.37374 $2.7EB.TE $647.52 ~
$0.00 $0.00 $0.00
2/1/2006 | UPRCCO0000028 $2.341.91 $1.776.76 $415.55
$0.00 $0.00 $0.00
3/1/2006 | UPRCCOO000029 $2,305.44 $1.756.57 $410.82
30.00 $0.00 $0.00
4/1/2006 | UPRCCO0000030 $2.305.73 $1.7572.75 $411.07
$0.00 $0.00 $0.00
5/1/2006 | UPRCCOO000031 $2.247 45 $1.717.63 $400.70
$0.00 $0.00 $0.00 +
Jan $117.807.22 Apr $32,845.32 Jul $39,34217 Oct $32,796.40
Feb $33.042.27 ay $33586.25 Aug $33,125.94 MNov $33.347.01
bar $33.428.05 Jun $100,m3.11 Sep $33.701.63 Dec $32 766.56
a1 $184.277.54 Q2 $166.450.74 03 $106.163.80 04 39891077
3w
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2. Move the cursor to the first available line in the scrolling window to enter
information for a missing pay run.

3. Move the cursor to the appropriate field in the scrolling window to make
changes to an existing pay run.

The changes you make in this window will be reflected on the following
reports:

* Federal Tax Liabilities List

¢ Quarterly 941 Preparation Report

e Form 941

¢ Quarterly 941 Schedule B Preparation Report
*  Quarterly 941 Schedule B

The Payroll Tax Liability Table table will be updated with these changes. The
Payroll Employee Master Table won't be affected. If you make changes using
this window, we recommend you print the Federal Tax Liabilities List and keep
the report for your records.

4. Choose OK to save your changes.

Viewing and editing Payroll taxes

Use the Payroll Tax Setup window to view and edit the predefined FICA, federal,
state, and local taxes tables, if necessary.

~~~ Use Payroll Update (Microsoft Dynamics GP menu >> Maintenance >> U.S. Payroll

@ Updates >> Check for Tax Updates) to download and install updated information, including
tax tables, to calculate federal tax, FICA tax, and state and local tax withholding. You also
can use the tax tables for the lesson company. If you ve modified the tax tables while working
in the lesson company, you’ll need to install the tables again.

To view and edit Payroll taxes:

1. Open the Payroll Tax Setup window.
(Administration >> Setup >> System >> Payroll Tax)

i Payroll Tax Setup: Q@g‘

I Save | & Clear
Tax Code IL ) Last Tax Update 1/12/2004
Description llingis Last Modification 0/0/0000
Last Tax Code Update
Caleulations Sequence
Subtract Standard Deduction ~ Remove Sublract Personal Exemption
Subtract Personal Exemption ;] Subtract Dependent Exemption
Subtract Dependent Exemption Insert >> Apply Flat Tax Rate
Apply Flat Tax Rate
Percentage of Federal Tax Withholding
Subtract Annualized Federal Tax Withholding
Subtract Annualized FICA Tax Withholding v
Dependent Exemption $2,000.00
4 4 » ¥ |byCode v @

2. Enter or select a tax code. The tax calculations for that code will be displayed in
the Sequence list box. For more information, refer to Iax calculation methods on
page 181.
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3. Choose Filing Status to open the Payroll Tax Filing Status window, where you
can view the filing status information for the selected tax code. You also can use
this window to view personal exemption information, standard deduction
information, and other tax information.

If the selected tax code uses a calculation that requires a tax table, you can
choose Tables after you've entered a filing status to view the tax tables, low
income tables, personal exemption tables or special tables for a filing status of a
tax code. The Payroll Tax Tables window will open.

4. Close the window.

Tax calculation methods

The following information lists the tax calculation methods and how each method
works.

Subtract Standard Deduction

Subtracts a standard deduction amount from taxable wages. Depending on the
state, the calculation method will vary. The methods include subtracting a percent
of gross wages per employee’s filing status, subtracting a percent of gross wages
with a minimum and maximum amount, and subtracting a flat amount per filing
status.

Subtract Personal Exemption

Subtracts any personal exemptions the tax code allows. If processing federal tax, the
number of personal exemptions is determined by the number of exemptions
entered in the Employee Tax Maintenance window. If processing state tax, the
number of exemptions is based on the Include checkboxes in the Payroll Tax Filing
Status window.

For example, if Include Personal Exemptions is marked, the number of exemptions
is the total personal exemptions marked in the Employee State Tax Maintenance
window. If Include Additional Allowances is marked, the number of exemptions is
the number entered in the Employee State Tax Maintenance window. If Include
Dependents is marked, the number of exemptions is the number entered in the
Employee State Tax Maintenance window.

Unique methods exist for the following states:

¢ Alabama: Taxable wages are reduced by the personal exemption amount
specified in the Payroll Tax Filing Status window.

¢ Connecticut, lowa, Massachusetts, Missouri: Personal exemption table exists in
the Payroll Tax Table Setup window.

Subtract Dependent Exemption

Subtracts any dependent exemptions the tax code allows. This is a flat amount
multiplied by the number of dependents, based on your entries for each employee
in the Employee Tax Maintenance window.

Apply Tax Table
Uses the tax table set up for the code in the Payroll Tax Tables window.
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Apply Flat Tax Rate

Multiplies a flat tax rate by the taxable wages. However, for Yonkers Resident, the
flat tax rate is multiplied by the tax withholding amount. The flat tax rate is entered
in the Payroll Tax Filing Status window.

Percentage of Federal Tax Withholding

Applies a percentage to the federal tax withholding per filing status for the tax code.
The percentage is entered in the Payroll Tax Filing Status window.

Subtract Annualized Federal Tax Withholding

Subtracts the federal tax withholding and checks against the maximum amount.
The percentage and maximum are entered in the Payroll Tax Filing Status window.

Subtract Annualized FICA Tax Withholding

Subtracts a percentage of FICA tax withholding and checks against the maximum
amount. This information is entered in the Payroll Tax Filing Status window.

Check Low Income Tables

Checks taxable wages against a low income limit entered in the Payroll Tax Filing
Status window. For Arkansas, if the filing status equals SLI, MFJLI or HOHLI, the
taxable wages are adjusted based on the special table entered in the Payroll Tax
Table Setup window.

No State Tax

Used for states that don’t have an income tax.

Subtract Estimated Deductions

Subtracts the estimated deduction amount specified in this window for each
estimated deduction specified in the Employee State Tax Maintenance window. This
calculation applies only to state tax codes.

Apply Credit Percentage Table

Uses a special tax table entered in the Payroll Tax Tables window to calculate a tax
credit.

Calculate Tax On Excess Wages

Calculates tax on the taxable wages that exceed the wage limit for Oklahoma. This
reduces the taxable wages to the maximum wage limit.

Adjust Taxable Wages

Makes a special adjustment on taxable wages for Oklahoma.

Check Exception Status
Checks for wage exceptions and applies a flat tax rate for Wisconsin.

Apply Special Table For Tax Credit
Applies a special table for tax credit.

Round to the Nearest Dollar
Rounds the tax amount for the pay run to the nearest dollar.
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Payroll updates

The payroll update engine helps you update your Payroll system and company
databases with the latest round of tax table information and all preceding tax
updates for the current year.

You must download year-end updates and any changes affecting Payroll program
code from the Tax Updates section of the CustomerSource Web site, and install them
separately.

Use the following information to apply tax table and year-end payroll software
updates.

*  Using the tax table update engine
o Installing year-end software updates

Using the tax table update engine

You can use the automatic update feature to update your database with the latest
tax table information.

The tax update engine runs the SQL scripts required to update both the Payroll
system database and each of your company databases.

To use the tax table update engine:

1. Open the Payroll Tax Update window.
(Microsoft Dynamics GP menu >> Maintenance >> U.S. Payroll Updates >>
Check for Tax Updates)

2. Select an update method, then choose Next.

Payroll Tax Update

Tax Update Method
Select an update method.

* Automatic

Requires an Internet connection. Tax updates are automatically applied after
connecting ta the Intermet.

 Manual

Mo Intermet connection is required. To apply tax updates, you must select the
falder containing saved tax update files.

¢ The Automatic option downloads all current and prior tax table updates for
the year to the default location.

¢ The Manual option processes all current and prior tax table updates for the
year from a location you specify. You might choose Manual if you need to
update a computer that isn’t connected to the Internet.

If you use the Manual option, first download the update and

documentation from CustomerSource, and copy the update files to a
location accessible to the computer you want to update.
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3. If you selected Automatic in the Payroll Tax Update window, enter your
authorization number. Choose Log in to start the download.

Log on to Customer Source

Login credentials
Enter your lagin information

Online access to your tax updates is provided a5 a benefit of vour Foundation Services
Program and Tax Update Plan. Future tax updates are available when pou remain

current on a Foundation Services Program and Tax Update Flan.

Authorization Number.

4. If you selected Manual in the Payroll Tax Update window, specify the location
where your tax update files are located.

Payroll Tax Update

Manual Update
Please select the folder containing your tax update files,

Select Process if your tax update files are located in the default folder displayed below.
IF pour tax update files have been saved in a different location, specify the comect folder

before proceeding to Process,

Falder
[ G reatPlaines g

Process Cancel

5. Choose Process to start the update.

6. Verify that Microsoft Dynamics GP has the latest tax update (Administration >>
Setup >> System >> Payroll Tax).
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Installing year-end software updates

Microsoft Business Solutions releases periodic updates to Payroll program code to
maintain compliance with government legal requirements. These updates typically
occur at calendar year end, and occasionally during the year. Collectively, Payroll
code updates are called “year-end updates” or “compliance updates”.

Payroll code updates are distributed as Microsoft Windows Installer patch (.msp)
files and are installed the same way as service packs. Payroll code updates do not
contain tax table information. You must install each type of update separately.

You can obtain the latest downloads at:
https:/ /mbs.microsoft.com/customersource/downloads/taxupdates

For additional instructions, refer to the instructions that accompany a specific

update. Instructions for year-end updates contain detailed checklists and
procedures for completing year-end payroll processing.

U.S. PAYROLL 185



186 U.S. PAYROLL



PART 6: ROUTINES




188

u.s.

Part 6:

PAYROLL

Routines

This part of the documentation describes how to use Payroll checklists and routines
to complete Payroll tasks. It also describes tasks that relate to government
regulations.

The following information is discussed:

e Chapter 20, “Payroll checklist items,” explains how to create, modify, and delete
customized checklists of Payroll routines or modify existing checklists.

¢ Chapter 21, “Payroll company routines,” describes tasks that are done at the
end of the month, quarter, or year, and includes printing period-end reports and
closing the year in Payroll.

¢ Chapter 22, “Government form and report routines,” describes tasks that relate
to government regulations and required forms, such as the W-2 and 1099-R
statements.




Chapter 20: Payroll checklist items

You can create customized checklists of Payroll routines or modify existing
checklists. For example, you can set up a checklist to ensure that your month-end
reports are printed consistently each month.

This information is contained in the following sections:

* Adding or modifying checklist items
¢ Deleting checklist items

Adding or modifying checklist items

Use the Payroll Checklists window to add or modify checklist items to Payroll
routines. You can specify the frequency with which each set of routines should be
completed—daily, on payday, at the end of a period, month, quarter, fiscal year or
calendar year, or during setup.

To add or modify checklist items:

1. Open the Payroll Checklists window.
(HR & Payroll >> Routines >> Payroll >> Checklists)

Il Payroll Checklists E@g‘

Frequency: 3

Rautine Date Time: User 1D

Payroll 412/2007 940:20 AM sa »~ Add
Departments 0/0/0000 12:00:00 AM

Positions 0/0/0000 12:00:00 4M

Wworker's Compensation 0/0/0000 12:00:00 4

Shift Codes 0/0/0000 12:00:00 A

Pay Codes 0/0/0000 12:00:00 4M

Deductions 0/0/0000 12:00:00 4

Benefits 0/0/0000 12:00:00 AM

Local Tares 0/0/0000 12:00:00 AW

Tax 1D 0/0/0000 12:00:00 AM

Unemployment Tax 0/0/0000 12:00:00 AM

Payroll Posting Accaunts 0/0/0000 12:00:00 AM

Employee Classes 0/0/0000 12:00:00 AM b

09

2. Select a frequency.

3. Toadd anitem, choose Add, or to update an item, select it, then choose Modify.
The Add-Modify Payroll Routines window will open.

4. Enter the item information.
5. Choose OK to save the information. The Payroll Checklists window is
redisplayed. You can adjust the position of the items in the checklist using the

Top, Up, Down, or Bottom buttons.

6. Choose Revert to cancel changes and return to the window in its original state.
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Deleting checklist items
Use the Payroll Checklists window to delete checklist items of Payroll routines. You

can specify the frequency with which each set of routines should be completed—
daily, on payday, at the end of a period, month, quarter, fiscal year, or calendar year.

To delete checklist items:

1. Open the Payroll Checklists window.
(HR & Payroll >> Routines >> Payroll >> Checklists)

2. Select a frequency and select the checklist item to delete.

3. Choose Delete. You can adjust the position of the items in the checklist using the
Top, Up, Down, or Bottom buttons.

4. Choose Revert to cancel changes and return to the window in its original state.
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Payroll company routines

There are specific tasks you must complete at the end of a specified period, quarter
or year. They include printing period-end reports and closing the year in Payroll.

This information is contained in the following sections:

*  Printing period-end reports

*  Printing quarter-end reports

*  Printing the Year-End Employee Wage Report
*  Year-end procedures for reporting tips

Printing period-end reports

Use the Period-End Payroll Reports window to print any or all of the period-end
reports. These reports provide summary information about pay codes,
departments, positions, deductions, benefits, state taxes, local taxes, unemployment
taxes, and workers’ compensation in the time period you specify. Period-end
reports can contain information for more than one year, provided you specify a
range in the Date From and Date To fields. You also have the option of posting the
SUTA, FUTA, and Workers” Compensation tax liabilities.

To print period-end reports:

1. Open the Period-End Payroll Reports window.
(HR & Payroll >> Reports >> Payroll >> Period-End)

Il Period-End Payroll Reports E@g‘

Ranges: Class 1D | Oal & Fom ACCT [®]

Tor TEMP o)
Date From | 4/12/2007
Date To B/12/2007
Repart:
e Lsst Date Posted

aprall Summary
Pay Code Surnmary FUTA 0/0/0000
Department Summary SUTA /00000
Position 5
Diﬂﬁaﬂﬁﬁaw ‘wharkers' Comp 0/0/0000
Benefit Summary
State Tax Summary
Local Tax Summary Post Liabilties
FUTA, S ummary = T
SUTA Summary *
‘workers' Compensation Summary SUTA Tax
fiforkers Compensation | a4
Posting Date E/12/2007

s

2. Select the range of information you want to specify. Records within the range
you specify will be included on the report.

3. Enter the starting and ending dates of the period you're printing period-end
reports or posting tax liabilities for. Ending date will be the default posting date.

4. Select the period-end reports to print. For information about each type of
report, refer to Chapter 15, “Payroll reports.”
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5. Mark the appropriate options to post FUTA tax, SUTA tax, and workers
compensation tax. When you mark these options, the Posting Date field
displays the date that you're posting these liabilities.

6. Choose Process. The reports you've marked will be printed and the tax
liabilities will be posted if you selected to post them.

Printing quarter-end reports

Use the Quarter-End Payroll Reports window to print quarter-end reports. These
include reports such as the 941 Preparation Report, Form 941, and the Form 941
Schedule B Preparation Report. Print these reports for a quarterly summary of your
wages and taxes.

To print quarter-end reports:

1. Open the Quarter-End Payroll Reports window.
(HR & Payroll >> Reports >> Payroll >> Quarter-End)

i Quarter-End Payroll Reporis E\E\@

Quarter: Jan / Feb / Mar v

Reports

941 Preparation Pepart

941 Schedule B Preparation Report
Farm 941

]

2. Select a quarter.

3. Select the quarter-end reports to print. For information about each type of
report, refer to Chapter 15, “Payroll reports.”

4. Choose Process. The reports you've marked will be printed.

Closing a year

PAYROLL

Use the Payroll Year-End Closing window to create a file of annual wage
information. This file will be used to print W-2 and 1099-R statements.

If you're enrolled in a current Microsoft Dynamics GP enhancement plan, updated
year-end and tax information and detailed instructions for closing the year,
processing W-2 statements, and running pay runs for the next year will be available
to download from CustomerSource or by using the Payroll Update. For more
information about the Payroll Update, see Chapter 19, “Payroll updates.”
Information in the year-end update supercedes information in this manual.

Before you close the year, be sure you ve completed all of your pay runs. Also, make a backup
of all company data and store it in a safe place. For more information about making backups
in Microsoft Dynamics GP, refer to your System User’s Guide (Help >> Contents >> select
System Administration).

You can continue to work in your accounting system while year-end processing
takes places. You can’t void checks or process manual or computer checks during
the procedure, or complete Period-End or Quarter-End procedures.
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To close a year:

1. Open the Payroll Year-End Closing window.
(HR & Payroll >> Routines >> Payroll >> Year-End Closing)

I Payroll Year-End Closing g‘il@l

Create YearEnd "Wage File for Year 2007

o@

2. Enter the calendar year to close and create a year-end wage file. A file will be
created for printing W-2 statements and 1099-R forms.

3. Choose Process to close the year. The Year-End Wage File will be created.

Printing the Year-End Employee Wage Report

Use the Year-End Wage Report window to print the Year-End Employee Wage
Report to verify W-2 amounts before printing W-2 statements. This report includes
the same information that appears on the W-2 statement and includes headings for
each field. You can print the Year-End Employee Wage Report only if the year-end
wage file exists for the year to use.

To print the Year-End Employee Wage Report:

1. Open the Year-End Wage Report window.
(HR & Payroll >> Routines >> Payroll >> Year-End Wage Report)

I Year-End Wage Report E]@l@l

vear |l v
Employee Type: () Regular () Medicare Qualfied Gov't Employees
Oider,  |MEGE / Employes ID -

Employee ID: @ Al O Fom
T

S

2. Select a year.

3. Select the employee type. Employees classified as Medicare Qualified
Government Employees (MQGE) always are listed after all Regular employees.

4. Select a sorting option.
5. Enter the range of employee IDs or choose All to include all employees.

6. Choose Print to print the Year-End Employee Wage Report.
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Year-end procedures for reporting tips

Only one additional year-end form is required by the IRS if you are reporting tips
wages, but additional information is printed on W-2 statements for tipped
employees.

Form 8027 is a form used by large food and beverage establishments to report tips
and receipts to the federal government. You can modify or print Form 8027 or its
associated preparation report for a specific year as long as the year-end wage file
exists for that year.

Be sure to print the preparation report and verify your information before you print
the form for the IRS. For more information, refer to Editing Form 8027 information on
page 200 and Printing Form 8027 on page 201.

194 U.S. PAYROLL



Chapter 22:

Government form and report routines

There are specific tasks that relate to government regulations and required forms,
such as the W-2 and 1099-R statements.

This information is contained in the following sections:

¢ Editing W-2 information

o Verifying W-2s for tipped employees
e Printing W-2 statements

¢ Editing 1099-R information

*  Printing 1099-R statements

*  Editing Form 8027 information

*  Printing Form 8027

Editing W-2 information

You can use the Edit W-2 Information window to verify and make changes to an
employee’s W-2 information. For example, an employee’s address might have
changed. You must close the year in the Payroll Year-End Closing window before
you can edit or print W-2 statements for a specific year.

To edit W-2 information:

1. Open the Edit W-2 Information window.
(HR & Payroll >> Routines >> Payroll >> Edit W-2s)

I Save | & Clear

& Edit W-2 Information B9[]
=]

Year [ ‘wages, Tips. & Other Comp

Type
Emplopee [D
Mame

Social Security Murnber
[ Foreign Address

Addiess

a0

Federal Income Tax Withheld
Social Security Wages

Social Security Tax Withheld
Medicare ‘Wages and Tips
Medicare Tax Withheld
Social Security Tips
Alacated Tips

Advanced EIC Payment

Dependent Care Benefits
Nonqualified Plans

City

State ZIP Code

[] Statutory Employes [] Retirement Plan

4 4 b »l| [oyMOGE / Employee 1D ~ v

2. Select a sorting option at the bottom of the window. This determines how the

employee IDs will be sorted in the lookup window and also the order the
records will appear when using the browse buttons.

3. Select the calendar year.

4. Select an employee ID. The employee’s Social Security number and address will

be displayed. You can edit this information. Changing this information here will
not change the information in the Employee Maintenance window.

If the employee has a foreign address, mark the Foreign Address option. Fields
specific to a foreign address will be displayed.

5. Edit the wage and withholding information for the employee, if necessary.
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Mark the boxes that apply to the employee whose W-2 information you're
editing. Your entries in the Employee Tax Maintenance window will appear as
default entries and will appear on the W-2 statement. For more information
about each option, refer to Chapter 7, “Tax cards.”

Choose Special to open the Edit W-2 Special Information window, or choose
Other to open the Edit W-2 Other Information window. Use these windows to
view and enter the labels and the amounts that will be printed in the
appropriate boxes on the W-2 statement, if required.

Choose State or Local to open the Edit W-2 State Tax Information window or the
Edit W-2 Local Tax Information window. Use these windows to view and
change state and local tax information that will be printed on the W-2
statement.

Choose OK to close the window. The Edit W-2 Information window will be
redisplayed, and you can continue editing W-2 information.

Choose Save. For more information, refer to Printing W-2 statements on
page 196.

Verifying W-2s for tipped employees

Tipped employees require no extra W-2 procedures, but because additional
information is printed on W-2 statements, it is a good idea to verify information for

tipped employees on a random basis.

Be sure that the following items are included in the correct boxes on W-2 statements

for tipped employees:

Box Information

Allocated tips check box This box should be marked

5and 7 Gross wages and tips

13A and 13B Uncollected FICA Medicare and Social Security

Printing W-2 statements

PAYROLL

You can use the Print W-2 Forms window to specify the information to be printed

on W-2 statements and then print the statements.
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To print W-2 statements:

1.

Open the Print W-2 Forms window.
(HR & Payroll >> Routines >> Payroll >> Print W-2s)

I Print W-2 Forms E”Elgl

Sp pint | & Clear
ear v
Print -2 5 For: ) Nomal YearEnd &) Pre*vearEnd Inactive Employees
Employes Type: (*) Regular O Medicare Qualfied Govemment Employee
To!

Company Fabrikam, Inc.
Address 1D Primary 6d
Address 1234 West Oak Parkway

Print

(®) Validation Repart
City Chicaga O w2 Forms Alignment
State IL ) w2 Forms
ZIP Code 6064277 O w3 Transmittal Form
Employer |dentification Mumber 23-8260216

vy

Select a year to print W-2 statements for.

Select a printing option. To print W-2 statements for employees at the end of the
year, mark Normal Year-End. To print W-2 statements for inactive employees
before the end of the year, mark Pre-Year-End Inactive Employees.

Select an employee type. Select Regular for employees who are required to pay
both FICA Social Security and FICA Medicare taxes. Select Medicare Qualified
Government Employee for employees who are exempt from FICA Social

Security tax but subject to FICA Medicare tax.

Medicare Qualified Government Employee must also be selected in the Employee Tax
Maintenance window for each employee whose W-2 statement you’re printing.

Enter a range of employee IDs or mark All to print W-2 statements for all
employees.

Enter a starting control number. This is the number you can assign to help you
track the W-2 statements you print.

Select a sorting order for the W-2 statements.

Enter your company name, address, and employer identification number.
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9. Select a form to print.

* Mark Validation Report to print a report to verify information, such as
Company EINs.

e Mark W-2 Forms Alignment to print a test form to ensure the forms are
aligned. For information about adjusting the alignment of forms, refer to
your Report Writer documentation.

e Mark W-2 Forms to print the W-2 statements.

¢ Mark W-3 Transmittal Form to print a summary of the W-2 statements.

10. Print a Validation Report and verify the information before printing W-2 and
W-3 statements.

11. Choose Print to print the report or forms you selected. If you're printing W-2
statements, be sure to insert W-2 forms in the printer.

Editing 1099-R information

PAYROLL

You can use the Edit 1099-R Information window to make changes to a retired
employee’s 1099-R information. A 1099-R statement shows an employee’s
distribution from a retirement plan. You must close the Payroll year before you can
edit or print 1099-R statements for a specific year. Only pay codes with a pay type of
Pension will be displayed in this window or printed on the 1099-R statement.

To edit 1099-R information:

1. Open the Edit 1099-R Information window.
(HR & Payroll >> Routines >> Payroll >> Edit 1099-Rs)

| Edit 1099-R Information 9(=1.3}
Il Save | & Clear
Employee 10 Q
Mame
o =
Recipient's ID Humber Met Realized Appreciation
Address Distribution Cadefs] [ IRA/SEP
Other Amaunt %
“our % of tatal distribution
City
State State 1 Payer's State 11D
ZIP Code State 1 Distribution
State 1 Income Tax Withheld
Mame of Locality 1
Gross Distribution Lacality 1 Distribution
Locality 1 Income TaxWithheld
State 2 Payer's State 21D
Tawable Amount Mot Determined State 2 Distibution
[] Total Distribution State 2 Income Tax Withheld
Capital Gain MName of Locality 2
Federal Incame Tax Withheld Locality 2 Distribution
Employee Contributions Locality 2 Income TaxWithheld
14 4 » M| |byEmployesID v iy e

2. Enter or select an employee ID. The employee’s Social Security number and

address will be displayed. You can edit this information. Changing this
information here will not change the information in the Employee Maintenance
window.

3. Select the calendar year.
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4. Change the gross distribution amount of the pension, if necessary. The gross
distribution amount is the total amount of pension the employee received in the
selected year. If a portion of the distribution is taxable, enter that amount.
Otherwise, leave the Taxable Amount Not Determined field marked and the
Taxable Amount as 0.

5. Change other distribution information, if necessary.

6. Change the amounts of the federal and state income tax withheld, if necessary.
You also can change the state, payer’s state ID, local income tax withheld, and
the locality to which the tax was paid.

7. Choose Save to save the information you've entered. For more information
about printing the 1099-R statements, refer to Printing 1099-R statements on
page 199.

Printing 1099-R statements

You can use the Print 1099-R Forms window to print 1099-R statements. These
statements show an employee’s distribution from a retirement plan.

To print 1099-R statements:

1. Open the Print 1099-R Forms window.
(HR & Payroll >> Routines >> Payroll >> Print 1099-Rs)

& Print 1099-R Forms CEx

&b Fint | & Clear

rear. 2007 v

To:

Campany Fabrikam, Inc.
fAddiessID | Primary =

Address 1234 w'est Dak Parkway Frint
(%) Walidation Feport

() 109%R Forms Alignment
() 1099 Forms

City Chicago
() 1096 Transmittal Form

State 1L

2ZIF Code BOEDT-4277

Contact Taplor Stewart-Cray
Fhaone [312) 555-2671 Ext. 0000
Fax [312) 555-2896 Ext. 0000

E-mail

Emplayper Identification Mumber

2. Select the year to print 1099-R statements for.

3. Enter a range of employee IDs or mark All to print 1099-R statements for all
employees.

4. Select the sorting order for the 1099-R statements.

5. Enter your company name, address and employer identification number.
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6. Select the form type to print.
¢ Mark Validation Report to print a report to verify information.

* Mark 1099-R Forms Alignment to print a test form to ensure the forms are
aligned. For information about adjusting the alignment of forms, refer to
your Report Writer documentation.

* Mark 1099-R Forms to print the 1099-R statements.
¢ Mark 1096 Transmittal Form to print a summary of the 1099-R statements.

7. Print a Validation Report and verify the information before printing 1099-R
statements.

8. Choose Print to print the report or forms you selected. If you're printing 1099-R
statements, be sure to insert 1099-R forms in the printer.

Editing Form 8027 information

You can use the Form 8027 window to review the Form 8027 preparation report,
and, if necessary, make changes to Form 8027 tips and receipts information before
printing Form 8027.

Form 8027 is a form used by large food and beverage establishments to report tips
and receipts to the federal government. You must close the Payroll year before you
can edit or print Form 8027 or its associated preparation report for a specific year.

To edit Form 8027 information:

1. Open the Form 8027 window.
(HR & Payroll >> Routines >> Payroll >> Form 8027)

i Form 8027 (9 [=]f.9
I save | & Fint | & Cea =
Vear 2007 hd Company Fabrikam, Inc:
Address 1D Primary
Address 1234 West Oak Parkway
City Chicago
State IL
ZIP Code EOE01-4277
Type of Establishment; Evening Meals Only ~
Establishment Mumber |
Type of Return
Total Charged Tips [l @*'DF_ ) A
inal mende:
Total Charged Receipts ooa
Indirect Reported Tips 0.oo
Direct Reparted Tips 000 Total Reported Tips 0.00
Grozs Receipts ooa
Allocated Tips ooo Tip Allacation Method Gross Receipts
MNumber of Directly Tipped Emplovees 2
O @

2. Select a reporting year. A year-end wage file must exist for that year to prepare
Form 8027.

3. Verify company name and address information.
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Select the type of establishment for which you are preparing Form 8027—
Evening Meals Only, Evening and Other Meals, Meals Other than Evening
Meals or Alcoholic Beverages.

You can enter an establishment number.

Choose File >> Print to verify information before you print Form 8027 to send to
the IRS.

Printing Form 8027

You can use the Form 8027 window to print Form 8027, which is used by large food
and beverage establishments to report tips and receipts to the federal government.
You must close the Payroll year before you can edit or print Form 8027 or its
associated preparation report for a specific year. For more information, refer to
Editing Form 8027 information on page 200.

To print Form 8027:

1.

Open the Form 8027 window.
(HR & Payroll >> Routines >> Payroll >> Form 8027)

Select a reporting year. A year-end wage file must exist for the year to print
Form 8027.

Verify company name and address information. You should have already
verified tips information using the Form 8027 Preparation Report.

Select the type of establishment for which you are preparing Form 8027—
Evening Meals Only, Evening and Other Meals, Meals Other than Evening
Meals or Alcoholic Beverages.

Select the type of return, Final or Amended.

Choose Print.
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Payroll Direct Deposit

This part of the documentation describes how to use Payroll Direct Deposit to
process a pay run and deposit employee Payroll funds to a bank account or credit
union account.

The following information is discussed:

e Chapter 23, “Payroll Direct Deposit setup,” explains the differences between
regular and deduction direct deposits. It also explains the remainder of net,
prenotifications and exceptions, as well as how to set up Direct Deposit and
security.

e Chapter 24, “ACH File setup,” explains how to define the bank or credit union
information used to create the ACH file.

e Chapter 25, “Deduction Direct Deposit setup,” explains how to set up a direct
deposit as a link to a Payroll deduction, rather than as a separate Payroll Direct
Deposit account entry.

¢ Chapter 26, “Employee Direct Deposit maintenance,” explains how to create
employee direct deposit cards when an employee requests his or her Payroll
funds be directed to a checking or savings account.

e Chapter 27, “Deduction Direct Deposit maintenance,” describes how to set up
employee deduction direct deposit cards if an employee requests having some
Payroll funds directed to a direct deposit account and the remainder of his or
her earnings paid with a check.

e Chapter 28, “Payroll Direct Deposit routines,” describes the additional steps
required when you add Payroll Direct Deposit to your existing Payroll process.

e Chapter 29, “Payroll Direct Deposit reports,” describes Payroll Direct Deposit
reports you can use to monitor your direct deposit transactions.



Chapter 23:

Payroll Direct Deposit setup

Payroll Direct Deposit is a system of distributing employees’ earnings directly to
their checking or savings accounts. Direct deposit relies upon the use of a
standardized electronic file—called an ACH file—that summarizes basic
information about the account your company uses for Payroll transactions, and it
includes basic information about the employees” accounts.

You can use Payroll Direct Deposit to generate the information you need to have
Payroll funds automatically deposited into employees’ accounts at their financial
institutions. You can customize the information that is given to your financial
institution to meet both your company’s needs and the financial institution’s needs.

Each employee’s pay can be distributed between up to twelve bank accounts. There
are two types of direct deposit accounts: direct deposit accounts—the ones most of
your employees will use—and deduction direct deposit accounts.

Deduction direct deposit accounts should be used only if you have employees who want a
portion of their pay sent to a direct deposit account and the remainder paid to them in a
paycheck. For more information about the differences between regular direct deposit
accounts and deduction direct deposit accounts, refer to Reqular vs. deduction direct

deposits on page 205.

When you process a pay run, you can print Payroll checks in one print job, then
print Payroll Direct Deposit earnings statements in another. This lets you conserve
your check stock for printing actual checks.

This information is contained in the following sections:

*  Regular vs. deduction direct deposits

*  Remainder of net

*  Payroll Direct Deposit prenotifications

*  Direct deposit exceptions

o Setting up Payroll Direct Deposit

*  Lntering auto-settle line information

e Setting up Payroll Direct Deposit security

Regular vs. deduction direct deposits

A deduction direct deposit account is set up as a link to a Payroll deduction, rather
than as a separate Payroll Direct Deposit account entry. You should use deduction

direct deposit only if an employee requests to have some Payroll funds deposited to
a direct deposit account and the remainder of his or her earnings paid with a check.
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The following table explains the differences between a regular direct deposit and a
deduction direct deposit.

Regular direct deposits

Deduction direct
deposits

Effect on wages

Sends net wages to direct deposit
accounts.

Reduces net wages.

Setup location

Employee Direct Deposit Maintenance
window.

Employee Deduction
Maintenance window.

Payment order

Paid in the order they appear in the
Employee Direct Deposit Maintenance
window, after any deduction direct
deposits.

Paid first.

Remainder of net

Remainder of net pay over the amount

Net pay over the amount of the

deposit accounts, any net pay over the
amount will be sent to the direct
deposit account specified in the
Remainder of Net Line Number field;
the employee might get a voided check

or a direct deposit earnings statement.

pay of deductions and direct deposits will | direct deposits cannot be sent to
be sent to the direct deposit account any direct deposit account, but
indicated by the Remainder of Net Line | is paid with a “real” check.
Number field in the Employee Direct
Deposit Maintenance window.

Checks If an employee has “regular” direct If an employee has only a

deduction direct deposit
account, any net pay over the
amount of the deductions will
be paid with a “real” check.

Remainder of net

Payroll calculates the net wages for an employee’s earnings, which can then be
distributed to one or more direct deposit accounts. If all direct deposit accounts are
paid and the net wages have not been fully exhausted, the remaining amount is
called the remainder of net.

¢ If the employee is using regular direct deposit accounts, the remainder of net
will be added to the amount paid to the account indicated by the Remainder of
Net Line Number on the Employee Direct Deposit Maintenance window.

For example, suppose Jane’s net wages are $1,200. She has two direct deposit

accounts:

* Line 11is a $500 Direct deposit to a savings account.
* Line 2 is a $500 Direct deposit to a checking account.

$1200 - $500 - $500 = $200

The Remainder of Net Line Number is 2, her checking account. The remainder
of net is $200. This amount will be added to Jane’s checking account. The total
deposits will be $500 to savings and $700 to checking.

If the employee is using deduction direct deposit, those “deductions” are
processed in Payroll just like any other Payroll deduction. The amount for a
deduction direct deposit is determined by Payroll and is not changed by Payroll
Direct Deposit. If an employee is using deduction direct deposit, the employee’s
net wages—the amount left after deductions are paid—are paid with a
paycheck. For more information, refer to Chapter 25, “Deduction Direct Deposit

setup.”
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Payroll Direct Deposit prenotifications

A prenotification or prenote is a test run of direct deposit information to help you
verify the financial institution and employee account numbers you've entered in
Payroll Direct Deposit. If you're using deduction direct deposits, the effect of
prenotes is slightly different. Refer to Chapter 25, “Deduction Direct Deposit setup,”
for more information.

After you've entered an employee’s Direct Deposit preferences, you might be
required by your financial institution to process one or more prenotifications to
verify the information in the ACH file. You'll need to check with your bank or credit
union’s guidelines and process as many prenotes as required when an employee
adds an account to his or her direct deposit setup.

Each time an employee begins using Direct Deposit, you'll probably be required to complete
a prenotification for that employee’s distributions. Check with your financial institution for
more details about particular requirements.

If you generate an ACH file that includes an employee account that has prenote
status, the ACH file line item will include financial institution and account
numbers, but a zero dollar value.

Payment to employees who have entries that are in prenote status will depend on
whether all or some of the employee’s accounts have prenote status:

e Ifall of an employee’s accounts have prenote status, the employee will not be
paid by Direct Deposit. A check will be generated for the employee instead.

e If the employee has a combination of active and prenote status accounts, the
employee’s distributions to the active accounts will be completed. The
remainder of net will be deposited in a direct deposit account; it will not be paid
by check.

Direct deposit exceptions

Occasionally, you will not be able to complete the direct deposit transactions that
are specified by your employees. This causes an exception to your direct deposit
process. Exceptions are the instances when direct deposit transactions are not
completed as you might have intended. Payroll direct deposit groups exceptions
into three categories:

e Insufficient Funds
*  Amount Deducted, Not Deposited
e  Other

Situations that might cause each of these exceptions are described here.
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Insufficient funds

The employee hasn’t earned enough funds in this pay period to pay all deposit
accounts.

Situation A The amount scheduled to be directly deposited to the account
exceeded the net pay for the employee.

For example, suppose that Kevin’s usual net pay is $1,000, and has only one line in
his direct deposit setup, directing that $600 be sent to a savings account.

During one pay period, however, his net wages are only $500. The direct deposit for
that Payroll would be $500 to the savings account. This amount—even though it is
an exception to a typical Payroll run—would be transferred to the account with
Direct Deposit.

Situation B Funds were allocated to other direct deposit accounts or deductions,
resulting in insufficient funds to pay the direct deposit account referred to in the
exception entry.

For example, suppose that Maria’s usual net pay is $1,000 and she has the following
direct deposit accounts set up:

* Line 1: Savings $400
* Line 2: Checking $600

During one pay period, however, her net wages are only $800. The direct deposits
for that Payroll would be $400 to the savings account—since accounts are paid in
the order they appear in the scrolling window—and $400 to her personal checking
account. These amounts—even though they are exceptions to a typical Payroll
run—would be transferred to the accounts with Direct Deposit.

Situation C The entire net pay was split by percentage between two or more
direct deposit accounts and the net pay couldn’t be divided evenly.

For example, suppose that Sam’s net pay is $999.99 and he has the following direct
deposit accounts set up:

¢ Line 1: Checking 50 percent
¢ Line 2: Savings 50 percent

In this scenario, $500 would be sent to the first account listed in the Direct Deposit
Setup window, and $499.99 would be deposited into the second account listed.

Amount deducted, not deposited
The amount was deducted but not deposited.

Situation A A Payroll deduction was linked to direct deposit in the Direct
Deposit Setup window, but when the accounts were set up for the employee in the
Employee Direct Deposit Maintenance window, no link was established between
the deduction and the employee’s direct deposit accounts.

Situation B A deduction direct deposit account was set to Inactive or Prenote, or
was deleted in the Employee Direct Deposit Maintenance window.
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Other exceptions

These are exceptions not covered in Type 1: Insufficient Funds or Type 2: Amount
Deducted, Not Deposited.

Situation A The entire net pay had been exhausted for payment other than
deductions—which may or may not have been deduction direct deposits—and no
funds remained for the last deduction direct deposit.

Situation B A deduction direct deposit was not on the list of deductions to be
included when checks were built for the pay run.

Situation C The amount to be directed to a deduction direct deposit exceeded
net pay, so funds were deducted.

Situation D A deduction direct deposit account was set to Inactive or was
deleted in the Employee Deduction Maintenance window.

Setting up Payroll Direct Deposit

Use the Direct Deposit Setup window to enter direct deposit information, such as
the number of days from pay to post, the type of printing method to use, and the
next earnings statement number.

To set up Payroll Direct Deposit:

1. Open the Direct Deposit Setup window.
(HR & Payroll >> Setup >> Payroll >> Direct Deposit)

i Direct Deposit Setup ngl@
Direct D eposit
©llnactivel O Active
Eamings Statement Print; Separate Fram Checks v
Mext Eamings Statement Mumber DDO00000n0000000014S
Default Prenote Count 1
Days From Pay to Post o
Check for Exceptions
[ Insufficient Funds
[] &mount Deducted, Mot Deposited
[] Other
Wisual Indicators for Voided Checks
I ask Dollar Amount
W0ID Due to DD Stamp
Update Bank Reconciliation With
(@) Individual Employee Eamings Statements
) One Total Amount for all Emplopee E amings Statements
ACH Fields ” Headers/Foaters ][ Links ]
e

2. Mark Active to turn on Payroll Direct Deposit.

You can mark Inactive to turn off Direct Deposit for a single pay run. However, we
recommend that you select No Deposits this Payroll in the Deposit Method drop-down
list in the Direct Deposit Print window.
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10.

11.

12.

13.

Select an earnings statement print option.

Separate From Checks Generates separate print jobs—one for employees
who receive actual checks, and another for employees whose entire paychecks
are deposited directly. With this option, you aren’t required to print voided
checks for employees whose entire earnings are deposited directly; earnings
statements for employees using Direct Deposit are printed.

As Voided Checks Generates a single Payroll print job that will print a
Payroll check for every employee. The print job will include voided checks for
employees whose pay is entirely dispersed using Direct Deposit.

Enter the next earnings statement number that should appear on the next
deposit slip. This number will increase automatically.

Enter the number of prenotes required of new employee direct deposit
accounts.

In the Days From Pay to Post field, enter the number of days after the end of the
pay period that the direct deposit funds will be available to your employees.
For example, if your pay period ends on Friday and the funds need to be
available on the following Monday, you would enter “3.”

Mark the type of exceptions to check for. We recommend that you mark all three
types.

If you print voided checks, mark one or both of the Visual Indicators for Voided
Checks.

¢ Mark Mask Dollar Amount to place a row of X’s on the line typically used
to spell out the check amount on the check portion of the paycheck. The
amount displayed in the other amount field on the check will be $00.00.

e Mark VOID Due to DD Stamp for those words to appear in large letters on
the signature line of the Payroll check.

Select whether to update bank reconciliation with individual employee
earnings statements or with one total amount for all employee earnings
statements.

Choose ACH Fields to open the ACH Fields Setup window. For more
information, refer to Setting up the ACH fields on page 213.

Choose Headers/Footers to open the ACH File Header and Footer window. For
more information, refer to Creating an ACH header and footer on page 215.

Choose Links to open the Link Deduction Setups to Direct Deposit window. For
more information, refer to Linking Payroll Direct Deposit deductions to direct

deposits on page 218.

Choose OK.
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Entering auto-settle line information

The auto-settle line is an optional line of information added to some ACH files
generated by Direct Deposit to bring the ACH file into balance.

Use the Checkbook Maintenance window and the Bank Maintenance window to
enter Payroll Direct Deposit auto-settle line information.

Some financial institutions that process direct deposit payments require ACH files to
contain the auto-settle line. Others require that the ACH files do not contain it. Check with
your financial institution for its requirements.

To enter auto-settle line information:

1. Open the Checkbook Maintenance window.
(Financial >> Cards >> Financial >> Checkbook)

2. Enter or select a checkbook ID.
3. You can click the Bank ID field to open the Bank Maintenance window, where
you can enter the DD Transit Number. Choose Save. The Checkbook

Maintenance window will be displayed.

4. Choose Direct Deposit in the Checkbook Maintenance window to open the
Direct Deposit Checkbook Maintenance window.

il Direct Deposit Checkbook M... g|ﬁ|@

Bank Account |

Account Mame

Account Tupe
@) Checking () Savings

e 0K

5. Enter a bank account and account name.
6. Mark the type of account—checking or savings.
7. Choose OK to save your changes.

Setting up Payroll Direct Deposit security

To use Payroll Direct Deposit, you must have access to the Payroll Direct Deposit
windows.
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I Security Setup

User 1D LESSOMUSERT

Company: | Fabrikam, Inc.

Access List:

95:F Emolovees

®ALH File Header and Footer
* Activate Employee Post-Dated Pay Rates
= Addresses

= Adjustments

*Advance Pay Codes

* Assign Workers' Comp Code to Employess
#Base Pay Codes

* Benefit Setup

* Benefits

* Benefits [Cross-Company)

* Build Payroll Checks

* Calculate Paprol Checks

# Completed Prenotes

* Deduction Sequence Setup

* Deduction Setup

* Deductions

@

To set up Payroll Direct Deposit security:

Open the Security Setup window.
(Microsoft Dynamics GP menu >> Tools >> Setup >> System >> Security >>
enter system password)

Product: Great Plains v
Tipe: \windows r
Series Faprol -
Ernplopss - Bl -
Copy/Compare| [ Mark & | [ Unmark Al

v

Choose OK.

Select a user ID and a company. The security you set up will apply to the user
only when the user is logged into that company.

Select Microsoft Dynamics GP from the Product list and select Windows from
the Type list.

From the Series list, select Payroll. When you select a series, the Access List
displays the items for the product, type, and series you selected. Each item
appears marked with an asterisk (*), which means the item is available to the

Using the Access List, remove or grant access to Direct Deposit items.

To restrict access to an item for this user, double-click the item and the
asterisk will disappear.

To grant access to an item for this user, double-click the item and the
asterisk will appear.

Choose Unmark All to restrict access to all items in the list, or Mark All to
grant access to all items in the list.
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An ACH file is an Automated Clearing House transaction file—a text file containing
a group of electronic payments that will be deposited into employee bank accounts
in lieu of paper checks.

You will submit ACH files to a financial institution that is a member of the National
Automated Clearing House Association (NACHA) to transmit the payments
contained in the ACH file. You can transfer the file to the bank or credit union
electronically.

This information is contained in the following sections:

»  Setting up the ACH fields
¢ Creating an ACH header and footer

Setting up the ACH fields

Use the ACH Fields Setup window to enter specific information about the bank or
credit union account that your company uses to generate its Payroll. When you
enter direct deposit information for your employees, it is entered into a special
format that can be interpreted by banks and credit unions to complete the
transactions.

Members of NACHA use the following codes to specify each type of ACH
transaction:

Checking Credits (22)

Checking Credit Prenotifications (23)
Checking Debits (27)

Checking Debit Prenotifications (28)
Savings Credits (32)

Savings Credit Prenotifications (33)
Savings Debits (37)

Savings Debit Prenotifications (38)

Part of the information you enter, like your company’s identification number,
probably won’t change from one pay run to the next. You can enter that information
in the ACH Fields Setup window so it is automatically included in the ACH files
you generate.
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To see how the information you enter in the ACH Fields Setup window will affect
the ACH files you generate, you can refer to the following illustrations. The
information displayed in the following ACH File was generated from the ACH

Fields Setup window shown.

ACHDODO1 - Notepad (=]
File Edit Format View Help
6231234567809876 Q000000000BARROOOL ADAM  BARR OORIGINOOOOOO0GS ~
62312345678012345 0000000000ACKEQDOL PILAR ACKERMAN OORIGINODOOOOOGE
6231234567809876 00000Q0Q0Q0BARROOOL ADAM  BARR QORIGINOOQO000GT
6231234567803456780 Q000000000BONIO00L LUIS EONIFAZ OORIGINODODODOGS
62212345678012345 0000125074 ACKEQOOL PILAR ACKERMAN OORIGINODOOOOOGS
62212345678067390 0000167482BARBOO0L ANGELA  BARBARIOL QORIGINOOOOCO070
6221234567B03456780 0000152160BONI000L LUIS EONIFAZ QORIGIMODOOOOOTL
62212345678012345 0000065106ACKEQDOL PILAR ACKERMAN OQORIGINODOOOOOT72
6221234 5678067850 Q00009203 BBAREB0OO0L ANGELA BARBARIOL QORIGINOOOOOOOT7S
6221234567B03456780 00000934 57BONI000L LUIS EONIFAZ OORIGINOOOOO0O7S
62212345678012345 0000071973 ACKEQOOL PILAR ACKERMAN QORIGINOOOOOOOT7S
6221234 5678067890 0000092037BARBOO0L ANGELA BARBARIOL OORIGINODOOOOOTE
6221234567803456789 0000098900BONI000L LUIS BONIFAZ QORIGIMODOOOOOTT
62212345678012345 000007197 2ACKEQQOL PILAR ACKERMAN QORIGINODOOOOOTS
6G2212345678067890 00000BBE3I4BARBOOOL ANGELA BARBARIOL OORIGINODOOOOOTS
6221234567803456789 0000098901BONI000L LUIS BONIFAZ QQRIGIMODODODOBO —
62212345678012345 0000071974 ACKEQDOL PILAR ACKERMAN OORIGINODOOOOOEL
6221234 5678067850 00000BBR3I4BARBOOOL ANGELA BARBARIOL O0ORIGINOOOOOOORZ
6221234567803456789 0000098901BONI0N00L LUIS BONIFAZ QORIGINQOO00QO83
62212345678012345 000007197 3ACKEQDOL PILAR ACKERMAN QORIGINOOOOO0OBS
6221234 56780678590 Q0000BBRIZBARBOOOL ANGELA BARBARIOL OORIGINOOOOOOORS
6221234567803456789 0000098901BONIQO0L LUIS BONIFAZ QORIGINOOOOOO08E
62212345678012345 0000071974 ACKEQDOL PILAR  ACKERMAN QORIGIMODOOOOOET
6221234 56780678590 00000BBR3I3BARBOOOL ANGELA BARBARIOL OORIGINODODOOORS
6221234567803456780 GOO00B14B0BONT 000 LUIS BONIFAZ OORIGINODOOODORS
6221234567B8012345 000005824 DACKEQDOL PILAR ACKERMAN QORIGIMODO0O0090
6221234 56780678590 00000BB83I3BARBOOOL ANGELA BARBARIOL OQORIGINODOOOOOOL
6221234567803456780 0000098900BONTI 0001 LUIS BONIFAZ QORIGINGOOOOON9Z

| ACH Fields Setup [0

Company |dentification COMPID Name | TWO1
Immediate Origin IMMDORIGIN Name | TWO2
Inmediate Destination IMMDDESTIN Name | TWO3

(- Identify Employes By
‘ @ Employes D
(O Social Security Number

Originating Institution

ORIGIN
Discretionary Data

Description DESCRIPT |

[ Include Auta-Settle-Line

ACH File Location
Next ACH Filename
Increment ACH Filename

| &aGreat Plainst &
|AcHo0001

O e

To set up the ACH fields:

1. Open the Direct Deposit Setup window.
(HR & Payroll >> Setup >> Payroll >> Direct Deposit)

2. Choose ACH Fields to open the ACH Fields Setup window.

H ACH Fields Setup [=1E3

Company |dentification COMFID Mame | TWO1
IMMDORIGIN Mame | W02

IMMDDESTIN Mame | TWWO3
Originating Institution

ORIGIN
Discretionary Data

Description DESCRIPT ]

Immediate Origin
Immediate Destination

[ Identity Emplapes By
| & Employes D
) Social Security Number

[ Include Auto-Settle-Line

|CiGreat Plainst ]
|ACHDODO1

ACH File Location
Mext ACH Filename
Increment ACH Filename

D@
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CHAPTER 24 ACH FILE SETUP

3. Enter information about your company and the financial institution in the
available fields. This information will be provided by the financial institution
receiving your ACH File.
¢ Company Identification: Enter up to ten digits to identify your company.

¢ Company Identification Name: Enter the name of your company.

¢ Immediate Origin and Name: Enter the routing number and name of the
financial institution sending the ACH file.

¢ Immediate Destination and Name: Enter the routing number and name of
the financial institution receiving the ACH file.

* Originating Institution: Enter the routing number of the originating
financial institution.

* Discretionary Data: Enter information given to you by your financial
institution, as needed.

* Description: Enter text to appear on employee earnings statements.

4. Select whether to identify the employee in the ACH file by the employee ID or
Social Security number.

5. Mark Include Auto-Settle-Line if your financial institution requires this. If it
isn’t marked, the financial institution will create the balancing line. For more
information, refer to Entering auto-settle line information on page 211.

- You cannot generate an ACH file that includes some Payroll runs with the Auto-Settle
@ Line option and some without; they must all have the option or all be without it.

6. In the ACH File Location field, enter or select the path where the generated
ACH file will be stored.

7. Enter the file name to use for your first ACH file in the Next ACH Filename
field.

8. Mark Increment ACH Filename to save each ACH file you that you generate
and to have your ACH file names automatically incremented (ACHO001.TXT,
ACHO002.TXT, etc.).

9. Choose OK.

Creating an ACH header and footer

Use the ACH File Header and Footer window to define headers and footers for
your ACH File. Headers and footers are lines of data that you can create to be added
to the beginning or the end of the ACH File.

Headers and footers can be used for extra information needed in the ACH File and
automatically will be added to your file each time it’s generated. The lines will
appear exactly as shown in the ACH File Header and Footer window and will
become part of the ACH File.
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Some banks or credit unions might require that you include additional information
in your ACH file, such as a password or account number. Be sure to check with your
financial institution for more information about specific requirements for these files.

In the ACH File Header and Footer window, all changes are saved immediately. If you delete
or change a header or footer, you can only restore it by re-entering it.

To create an ACH header or footer:

1.

Open the Direct Deposit Setup window.
(HR & Payroll >> Setup >> Payroll >> Direct Deposit)

Choose Headers/Footers to open the ACH File Header and Footer window.

[E ACH File Header and Footer Q@E‘

Header for 4CH file
-~

tdd | [ Deete | [ Deletedl | Number of Hesder fnes to inchude in ACH file

Faoter for ACH file

| [ Delete | [ Delote Al | Mumber of Footerines toinchde in ACH fie

Choose Add under the appropriate scrolling window.
Enter your information on the first available line in the scrolling window.

Be sure to check with your financial institution for more information about specific
requirements for ACH file headers and footers.

Repeat Steps 3 and 4 to continue creating header and footer information.
Enter the number of header lines and footer lines to include in the ACH file.
Choose Delete under the appropriate scrolling window to delete a header or
footer. Choose Delete All under the appropriate scrolling window to delete all

headers or footers.

Choose OK.



Chapter 25:

Deduction Direct Deposit setup

A deduction direct deposit account is set up as a link to a Payroll deduction, rather
than as a separate Payroll direct deposit account entry. You should use deduction
direct deposit only if an employee requests to have some Payroll funds deposited to
a direct deposit account and the remainder of his or her earnings paid with a check.
For more information, refer to Reqular vs. deduction direct deposits on page 205.

When you use a deduction direct deposit, a Bank Reconciliation entry is not made
for the deposit and the deposit amount is not reflected in Payroll Check History
information. You must create a manual Bank Reconciliation transaction for the
deduction deposit.

If you use deduction direct deposits, you must complete the following procedures
to complete a Payroll deduction setup routine. The setup routine will include:

¢ Creating Payroll deductions and setting the sequence for the deductions

Establishing a link between deductions and direct deposit

¢ Enrolling individual employees in the deduction direct deposits

¢ Entering the information for employees’ specific account setups
The key difference between direct deposit accounts and deduction direct deposit
accounts is the setup of each. After you've completed the setup, you can generate ACH
files just as you would if they were regular direct deposit accounts.

This information is contained in the following sections:

o Creating a direct deposit deduction

¢ Linking Payroll Direct Deposit deductions to direct deposits
e Prenotification and deduction direct deposits

Creating a direct deposit deduction

Use the Deduction Setup window to enter and maintain company deduction cards.
Examples of Payroll Direct Deposit deductions include savings deductions and
checking deductions. Be sure to include the deduction with your pay run in the
Build Payroll Checks window.
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To create a direct deposit deduction:

1. Open the Deduction Setup window.
(HR & Payroll >> Setup >> Payroll >> Deduction)

B Deduction Setup |Z”E|E|

Eile  Edt Tools Help sa Fabrikam, Inc. 4j12§2017
I save | & Cear | ¥ Deee | =)
Deduction Code QD [ Inactive

Description |

Deduction Type Standard v

T54 Sheltered F Methodt
StatDate | 0/VOD00 slered From [Petcent of Gross wagss v
End Date oD @ [] Federal Tax
[ AICA Tax  Dedustion Tiers
[ Trareactan Reied 0] ststeTau [ 7]
O Lo To © srov
O Multiple
ity
o
2 Pay Periad $0.00
Calendar $000
[ Based on Pay Codes O M @ Selected L
Pay Codes Selected Lidime w00
BONS ~
COMM
HL
HOUFR: v w2Box (4] 0[¥]
- w2 Label | ]
4 b b [byCode v @

2. Create a Payroll deduction and verify that the deduction is not sheltered from
taxes. For more information about setting up Payroll deductions, refer to Setting
up a standard deduction on page 40.

3. Choose Save.

4. Select the deduction you created and choose Sequence to open the Deduction
Sequence Setup window.

B
sa Fabrikam, Inc. 4/12/2007
Unsequenced Deductions | Sequenced Deductions |
Deduction  Tupe TSA Sequence Deduction  Deseription Type THA Sequence
INS2 Standard 94 CHD Child Care Deduction Standard 14
DEBTS Gamishment  [] 10 INS1 Insurance (+1 dependent] Standard 2
FINE Garnishment ] 1 CHILD CHILD SUPPORT Garnishment  [] 3
TAXES PAST DUE COUNTY TA%ES Garnishment  [] 4
MED Medical Flex Standard 5
40K 401 (k) Deduction Standard E
Ly United 'way Standard ) 7
EPU Employse Purchasss Standard [ 8
J
Description
[Insurance (tamily coveragel | ~

5. Add the Direct Deposit deductions to the list of Sequenced Deductions by
selecting the Unsequenced Deduction and choosing Insert.

6. Choose OK.

Linking Payroll Direct Deposit deductions to direct
deposits

Use the Link Deduction Setups to Direct Deposit window to link the deduction to
Payroll Direct Deposit after setting up the Payroll Direct Deposit deduction.
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When you use a deduction direct deposit, an advice slip or earnings statement for
the deduction deposit amount will not be printed for the employee. A check will be
printed only for the amount of the linked deduction. Also, the linked deduction
amount will not be posted to Bank Reconciliation.

To link Payroll Direct Deposit deductions to direct
deposits:

1. Open the Direct Deposit Setup window.
(HR & Payroll >> Setup >> Payroll >> Direct Deposit)

2. Choose Links to open the Link Deduction Setups to Direct Deposit window.

I Link Deduction Setups to Direct Deposit Q@@
Deductions Mot Linked Deductions Linked to DD
LS Insert 5>
CHD ;]

EPU Femove

pos

INS2

MED

U

Description Deseription

3. Select the deduction to link to Direct Deposit from the Deductions Not Linked
list and choose Insert. The deduction is moved to the Deductions Linked to DD
list.

You only need to link a Direct Deposit option to the Payroll process once. After
the link has been established, it is available for future pay runs.

Do not link all deductions, only those you created to use with Payroll Direct Deposit.

4. Choose OK.

Prenotification and deduction direct deposits

Your financial institution will require one or more prenotifications for deduction
direct deposits, as they do for regular direct deposits. For more information, refer to
Payroll Direct Deposit prenotifications on page 207.

If you must complete a prenotification for a deduction direct deposit account,
follow the procedure in Generating an ACH file with prenotes only on page 233. If a
deduction direct deposit account is set to prenote status during a regular pay run,
the amount will be deducted, but will not be transferred into an account.

During a reqular pay run, deduction direct deposit accounts with prenote status will be
noted in the Exceptions Report.
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Employee Direct Deposit maintenance

You’ll need to enter employee direct deposit information when an employee
requests his or her Payroll funds be directed to a direct deposit account. To set up an
employee’s records so that some Payroll funds are deposited into a direct deposit
account and also print a check for the employee, refer to Reqular vs. deduction direct
deposits on page 205. To set up a one-time check run for special payments, such as
holiday bonuses, refer to I[nactivating employee direct deposit accounts on page 224.

This information is contained in the following sections:

*  Single- and multiple-account direct deposit distribution types
o Creating an employee direct deposit record

e Updating an employee direct deposit account status

o Inactivating employee direct deposit accounts

*  Reactivating direct deposit records

*  Reactivating an employee direct deposit account

Single- and multiple-account direct deposit
distribution types

There are two types of direct deposit distributions: single-account distributions and
multiple-account distributions.

Single-account distributions Used when only one account line is entered for
an employee and the entire net wages from the pay run will be deposited to that
account. If you're using a single-account distribution, it’s best to use the percentage
field and set it to 100 percent. This makes distribution of any unusual Payroll
amounts—for employees who earn overtime, for example—easier.

Multiple-account distributions Used when more than one account is set up
for an employee and net wages are to be distributed into the accounts in a certain
order. Because Payroll Direct Deposit pays each account in order, it is possible to
have some accounts receive less than the entered amount.

If you specify an amount when using multiple-account distributions, the
employee’s net wages will be reduced by that amount. If you enter a percent, the
employee’s net wages will be multiplied by that percent. Each time an account is
paid, net wages for the employee are reduced. This continues until all the net wages
have been deposited or until all lines have been paid. Any funds remaining are
called remainder of net and are added to the account indicated in the Remainder of
Net Line Number field.

If an employee’s net wages for the pay period are not sufficient to pay all items
defined for an employee, the items are paid in full from top to bottom until all net
wages are deposited. In no circumstance will an employee have more or less money
paid to accounts than the net wages in the pay run.

Guidelines in this section do not apply to direct deposit entries that are linked to Microsoft
Dynamics GP deductions. For more information, refer to Chapter 25, “Deduction Direct

Deposit setup.”
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Creating an employee direct deposit record

Use the Employee Direct Deposit Maintenance window to set up direct deposit
information for a specific employee.

To create an employee direct deposit record:

1. Open the Employee Direct Deposit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Direct Deposit)

Il Employee Direct Deposit Maintenance E@g‘

I save | # clea | ¥ Delte | €D Cancel

Erplovee |0 | [ [ Inactive

Name

FRemainder of Net Line Number

Line  Bank Mumber Account Mumber Chi/Swa Amaunt Pct | Deduction Statug #
A
v

Add Account ][ Remowe Account ” Link Deduction ][ Undo Changes l
4 4+ M iy X7

2. Select an Employee ID.

3. Choose Add Accounts to create a new line item. Each line is numbered
automatically.

4. Enter the bank and account numbers in the appropriate fields and indicate if the
account is a savings or checking account.

5. Enter amount or percentage information for this account. For example, suppose
an employee wants to split his or her paycheck in the following way:

e $800 to a personal checking account
*  $400 (and remainder of net) to a credit union savings account

If the employee takes one week without pay, the employee’s net pay for that
period is only $600. The entire $600 will be deposited to the personal checking
account because it is listed first in the Employee Direct Deposit Maintenance
window. No payments are made to the second account—the credit union
account.

To have this noted in the exceptions report, you must mark Insufficient Funds
in the Direct Deposit Setup window.
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6. Select a Status option.

Prenote Use this option if this is a trial run to verify the entries are properly
set up.

- Consult your bank or credit union representative to see how many prenotes are required
for each account.

Active Use this option to make an actual deposit to the account.
Inactive Use this option to temporarily stop direct deposits to this account.

- No deposits can be made to accounts that are marked Inactive or Prenote. If the account
is marked Prenote, however, a line will be displayed in the ACH file to show a transfer of
$00.00 to that account.

7. If the Status is Prenote, enter the number of prenotes that are required in the #
field.

The number of prenotes that must still be completed will be tracked. If you
need to complete three prenotes, for example, this number will be adjusted to 2
after you complete the first prenotification.

N @, A prenote status does not automatically change to Active. This must be done manually.

8. If you are using a multiple-account distribution, be sure the Remainder of Net
Line Number field references the line number where any remainder of net
should be deposited.

9. Repeat steps 3 to 8 for each account for this employee.

10. Choose Save.

Updating an employee direct deposit account status

Use the Default Prenote Count field in the Direct Deposit Setup window to track the
number of prenotifications that are required for each employee’s direct deposit
account. Each time you generate an ACH file, the prenote count will change in the
Employee Direct Deposit Maintenance window.

When the # field in the Employee Direct Deposit Maintenance window is zero and
the status is Prenote, the Employee ID and Employee Name will appear in the
Completed Prenotes window.

Use the Completed Prenotes window to update an employee direct deposit account
status. This window is a shortcut to the Employee Direct Deposit Maintenance
window, where you can change the employee’s account status from Prenote to
Active.
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To update an employee direct deposit account status:

1. Open the Generate ACH File window.
(HR & Payroll >> Transactions >> Payroll >> Generate ACH File)

2. Choose View Completed Prenotes to open the Completed Prenotes window.

B Completed Prenotes E@@

Employee |0 Employee Mame
ACKEDDT FILAFR ACKERMAM

BARBOODT ANGELS BARBARIOL
BARROOOT ADAM BARR
EONIO001 LUIS BOMIFAZ

v

e [ selest ] [ cancel | [ Remove | [ Removesi |

3. Select an employee ID and choose Select. The Direct Deposit Employee
Maintenance window opens.

4. Update the status of the appropriate account or accounts. You might want to
look for accounts that have zeros in the # column but are still set to Prenote
status; those accounts have completed prenotes.

5. Choose Save. The Employee Direct Deposit Maintenance window closes and
the Completed Prenotes window opens.

6. Repeat steps 3 through 5 for each employee whose records you are updating.

- After you select an employee record in the Completed Prenotes window, the employee’s
@ name will be removed from the scrolling window whether or not you changed the
employee’s account status.

7. When you've finished, close the Completed Prenotes window.

Inactivating employee direct deposit accounts

The Employee Direct Deposit Maintenance window provides you with two ways to
inactivate employees’ direct deposit accounts—inactivating an employee’s entire
direct deposit record and inactivating individual employee direct deposit accounts.
Inactivate direct deposit to run checks for special situations like one-time, holiday
bonus payments.

Direct deposit records also can be inactivated in the Employee Maintenance
window. If you inactivate an employee card in the Employee Maintenance window,
Payroll will also inactivate the employee’s direct deposit records. If you inactivate a
direct deposit record in the Employee Maintenance window, the accounts for the
direct deposit accounts will not be automatically inactivated. For more information,
see [nactivating an employee card on page 76.
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\ 1, Inactive employee direct deposit records are automatically deleted when you choose Remove
- @ - Inactive Records in the Remove Inactive Records window. Refer to Removing inactive
records on page 175 for information about deleting inactive employee cards.

To inactivate a direct deposit record for an employee:

1. Open the Employee Direct Deposit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Direct Deposit)

= Employee Direct Deposit Maintenance E@E‘

I save | #& Clea | ¥ Deite | @) Cancel

Emploves [0 | [ [ Inactive

Hame

Fiemnainder of et Line Numher

Line | Bank Mumber | Account Nursher Chk/Sva Arount | Pet | Deduction | Status #
a
v

Add Accourt || RemoveAccount [ Link Daduction | Undo Changss |
T {r @

2. Enter or select an employee ID.
3. Mark Inactive to inactivate the employee’s direct deposit record.
4. Choose Save.

To inactivate individual employee direct deposit
accounts:

1. Open the Employee Direct Deposit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Direct Deposit)

2. Enter or select an employee ID.
3. Change the Status field for each account in the scrolling window to Inactive.

4. Choose Save.

Reactivating direct deposit records

Direct deposit records can be reactivated in the Employee Maintenance window. If
you unmark Inactive in this window and mark Direct Deposit in the Reactivate
Employee window, the employee’s direct deposit records will be reactivated. For
more information, see Reactivating an employee card on page 77.

You also can reactivate direct deposit records from the Employee Direct Deposit
Maintenance window, but you should have reactivated the records first in the
Employee Maintenance window.
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If an account has been inactive and then is reactivated, you might need to complete
more prenotifications. Rules vary, so be sure to check with your financial institution.

To reactivate an employee direct deposit account:

1. Open the Employee Direct Deposit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Direct Deposit)

2. Enter or select an employee ID.

3. Unmark Inactive to activate all accounts for this employee, or change the
appropriate Status field to activate individual accounts.

4. Choose Save.



Chapter 27:

Deduction Direct Deposit
maintenance

Use employee deduction direct deposits if an employee requests having some
Payroll funds deposited into a direct deposit account and the remainder of his or
her earnings paid with a check.

This information is contained in the following sections:

¢ Enrolling an employee in a direct deposit deduction
*  Creating an employee deduction direct deposit record

Enrolling an employee in a direct deposit deduction

These instructions assume that you have already created Microsoft Dynamics GP
deductions, set the sequence for the deductions and established a link between

those deductions and Payroll Direct Deposit. For more information, refer to Creating
a direct deposit deduction on page 217 and Linking Payroll Direct Deposit deductions to
direct deposits on page 218.

After creating the Payroll Direct Deposit deduction and linking it to Payroll Direct
Deposit, you can enroll employees in that Payroll Direct Deposit deduction.

To enroll an employee in a direct deposit deduction:

1.  Open the Employee Deduction Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Deduction)

il Employee Deduction Maintenance g@g|
M save | & Clear | X Delets
Emplovee 1D LYSA0001 =0 @ i
Mame Lysaker, Jenry
Deduction Code «|MED M
Description Medical Flex
Methad:
TSA Sheltered Fr
StatDate | 8/1/2003 elerscfrom Fised Amaunt v
Eadlbe Federal Tax
= FICA Ta Deduction Tiers
[ Transaction Required State Tax @) Single $20.00
Local Tax © Multiple
Frequency: Mazimum D eduction
Semimonthly » Pay Period
‘rear $0.00
Based on Pay Codes: @ Al O Selected Lifetime
w2 Box i}
-2 Label
44 > b [ty Emplayes 1D v @

2. Select an employee ID.

3. Enter or select the appropriate Payroll Direct Deposit deduction.

4. Choose Save.
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Creating an employee deduction direct deposit record

After the Microsoft Dynamics GP deduction has been created and linked to Payroll

Direct Deposit, you can enter employee-specific deduction direct deposit
information.

Inactivating deduction direct deposit accounts can be done in either of the two ways
outlined in the Inactivating employee direct deposit accounts on page 224.

N @/ Deduction direct deposit accounts marked Inactive will be noted in the Exceptions Report.

To create an employee deduction direct deposit record:

1. Open the Employee Direct Deposit Maintenance window.
(HR & Payroll >> Cards >> Payroll >> Direct Deposit)

2. Select an employee ID and choose Link Deduction to open the Deductions
window.

Find by Code O Mew |B Open

i Al Deuctins; by Cods

Code Description
401(k) D eduction

CHD Child Care Deduction

EFU Employee Purchases

INS1 Insurance (+1 dependent]
INS2 Insurance (family coverage)
MED tedical Flex

L United 'way

"

@

3. Select a deduction and choose Select. The deduction direct deposit record is
displayed in the Employee Direct Deposit Maintenance window.

4. Enter a bank number and an account number for the deduction.

5. Mark checking or savings to indicate the type of bank account the deduction
will be deposited to.

6. Verify the amount or percentage for this account. You cannot change the
amount or percentage in this window. Use the Employee Deduction
Maintenance window to make changes.

7. Select a status for the account.

8. Enter a Remainder of Net Line Number. This should be the last line number
with bank account information.

- A deduction direct deposit account cannot be assigned as a Remainder of Net account.

9. Choose Save.

228 U.S. PAYROLL



Chapter 28:

Payroll Direct Deposit routines

Adding Payroll Direct Deposit to Payroll will require you to vary the typical Payroll
process routine. In addition to building, calculating, printing, and posting checks,
you’ll need to calculate direct deposit transactions, print earnings statements or
voided checks for employees using Direct Deposit and generate an ACH file to
transmit to your financial institution.

This information is contained in the following sections:

*  Calculating Payroll Direct Deposit information
*  Printing direct deposit earnings statements

*  Posting checks using Payroll Direct Deposit

o Generating an ACH file

o Generating an ACH file with prenotes only

Calculating Payroll Direct Deposit information

Payroll Direct Deposit changes the Payroll process for Microsoft Dynamics GP.
After building and calculating checks, you'll need to complete some additional
tasks if you're using Direct Deposit. Use the Print Payroll Checks window to
calculate direct deposit and print checks and earnings statements. After you have
printed checks using this window, the Post Payroll Checks window will open. Refer
to Posting checks using Payroll Direct Deposit on page 231 for more information.

To calculate Payroll Direct Deposit information:

1. Open the Print Payroll Checks window.
(Transaction >> Payroll >> Print Checks)

Il Print Payroll Checks E‘Elgl
%y Pocess | & Clear

Checkbook D PAYROLL
Name Paproll - Lakes Bank

Process:

Sort Checks By: Emplopes |0

Check Format; Stub on Top - Continuous

Starting Check Number 11635
Check Date 401242007

& e
Direct Deposit

O Inactive @) Active

ACH Posting Date 411242007

2. Choose Process to calculate the direct deposit information.

If some of the direct deposits weren’t made, an exceptions report will be
printed. If you have exceptions, you can change them now and recalculate
Payroll; however you aren’t required to change any exceptions before
continuing with the Payroll process.

3. If you set your Earnings Statements to print Separate from Checks in the Direct

Deposit Setup window, you must print checks now. Later you can print the
earnings statements.

Proceed with Printing direct deposit earnings statements on page 230.
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Use the Post Payroll Checks window to print direct deposit earnings statements. If
you set your Earnings Statements to print Separate from Checks in the Direct
Deposit Setup window, you must print checks before you can print earnings
statements.

You can reprint earnings statements as many times as needed until they've been posted. If
you need to reprint earnings statements after posting, you can use the Payroll Check Inquiry
window to re-create earnings statements in a format that closely resembles the original
documents.

To print direct deposit earnings statements:

1.

After you have printed checks using the Print Payroll Checks window, the Post
Payroll Checks window will open. Refer to Calculating Payroll Direct Deposit
information on page 229 for more information.

If your Deposit Method is Separate from Checks you must print the earnings statements
now. You will not be able to print earnings statements after posting.

il Post Payroll Checks Elilgl

% Pocess | & Clear

Checkbook 1D PAYROLL
Mame Paproll - Lakes Bank
Check Date 412/2007

Posting Date 4M12/2007
Process Print Earrings Statements ~

Starting Check Mumber 11670

Starting Earnings Statement DD 000000000000000200

Reprint or oid Range
All Frorm,
To:

Rieason for Yoiding

Enter a posting date or accept the default date and select Print Earnings
Statements in the Process field.

You can change the number in the Starting Earnings Statements field.
Choose Process to print direct deposit earnings statements.

After the earnings statements have been printed, the Post Payroll Checks
window opens. Continue the Payroll process with Posting checks using Payroll

Direct Deposit on page 231.
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Posting checks using Payroll Direct Deposit

Use the Post Payroll Checks window to post checks. If your deposit method is
Separate from Checks, you must print the earnings statements before posting
checks. Refer to Printing direct deposit earnings statements on page 230.

To post checks using Payroll Direct Deposit:

1. The Post Payroll Checks window opens after you print checks or earnings
statements.

il Post Payroll Checks Eﬂil@

% Pocess | & Clear

Checkbook 1D PAYROLL
Mame Paprall - Lakes Bank
Check Date 412/2007
Pasting Date 412/2007
Focess T~
Starting Check Mumber 11670
Starting E arnings Statement DD000000000000000200

Reprint or ¥oid Rangs

All From
To:
FRieason for Yoiding
@

2. Enter a posting date or accept the default date and select Post in the Process
field.

3. Choose Process to post your Payroll checks.

Continue the Payroll process with Generating an ACH file on page 231.

Generating an ACH file

After posting Payroll, you're ready to generate your ACH file. An ACH file is an
Automated Clearing House transaction file—a text file containing a group of
electronic payments. The electronic payments are deposited into employee bank
accounts in lieu of paper checks. Use the Generate ACH File window to create the
text file that your bank can use to transfer electronic payments into employee back
accounts.

These instructions assume that you have already completed the following
processes— building checks, calculating checks and direct deposit, printing checks
and earnings statements, and posting checks.
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To generate an ACH file:

Open the Generate ACH File window.
(HR & Payroll >> Transactions >> Payroll >> Generate ACH File)

B Generate ACH File g@gl

8 Create File | 3 Delte | %y Delete al & Cancel
T | Include all prenotes ACH File Creation D ate
[ Delete build after use ALCH File Creation Time:
Please select items to include in the ACH file, then choose Create File.
# Built by User Check Default |0 Build D ate Time A5L  Include
LRES] REGULAR 14172004 F51:234M [] O =&
2|sa REGULAR 24172004 100039 AW [[] ]
3|sa REGULAR 341/2004 10102680 [] O
453 REGULAR 4/1/2004 10:25:58 8M ] Fl
EIES] REGULAR 5/1/2004 10:34:07 &M [] (]
Blsa REGULAR E/1/2004 10:41:53 M [] O
7lsa REGULAR 74172004 10:51:308M ] O
EIES] REGULAR 8/1/2004 111:148M [ O »~
Direct Deposit Feports:
[ ACH File J[ DepositMaster | Reference Codz | 00000001
[ Exceptions J[ Prenotes Master |
[ Trx Summary ] l Accounts Master ] Wiew Completed Prenotes
[ Transmittal J[ Deposi Register |
@

Mark Include all prenotes to include all existing prenotes for employees,
including those not part of this pay run.

Mark Delete build after use to delete the direct deposit data file after the ACH
file is generated. The direct deposit information will be deleted after the
Generate ACH File window is closed and the information will not be stored
anywhere after the window closes.

If Delete build after use is not marked, the build will be available if you should need to
generate the ACH file again.

Mark Include in the scrolling window for each entry to include in the ACH file.

Whether or not Include is automatically marked for a particular set of Payroll data will
depend on if you marked Include Auto-Settle-Line in the ACH Fields Setup window
when the data was generated. You can generate ACH files with Payroll data that
includes that line, and you can generate ACH files with Payroll data that does not
include that line. If you try to create an ACH file from a group of Payroll data files
including some Payroll files with the line and some without, alert messages will be
displayed.

Choose Create File to generate an ACH file. The ACH file will be written to the
location you specified in the ACH File Location field. For more information,
refer to Setting up Payroll Direct Deposit on page 209. The Report Destination
window opens.

Select a print destination for the ACH Transmittal report.

This report is not the ACH file. The ACH file that you transmit to your financial
institution will be written to the location specified in the ACH File Location field in the
ACH Fields Setup window.
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Generating an ACH file with prenotes only

Use the Generate ACH File window to generate an ACH file that includes only
prenote accounts.

A prenotes-only ACH file includes all employee accounts that have the prenote
status. To generate a prenotes-only ACH file, you don’t need to complete the Payroll
portion of the process. Because no Payroll builds will be included in this ACH file,
marking Delete build after use will have no effect on this process.

To generate an ACH file with prenotes only:

1.

Open the Generate ACH File window.
(HR & Payroll >> Transactions >> Payroll >> Generate ACH File)

Mark Include all prenotes.

Unmark the Include checkbox on each line in the scrolling window. This
ensures that no Payroll builds are used in the ACH file.

Choose Create File. The Report Destination window opens.

Select a print destination for the ACH Transmittal report.

This report is not the ACH file. The ACH file that you transmit to your financial
institution will be written to the location specified in the ACH File Location field in the

ACH Fields Setup window. For more information, refer to Setting up the ACH fields on
page 213.
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Chapter 29: Payroll Direct Deposit reports

You can use Payroll Direct Deposit reports to help you monitor your direct deposit
transactions. Use the information in this chapter to guide you through printing
reports and working with report options.

For more information about creating and printing reports, using sample reports and
modified reports from the Reports Library, and the various reporting tools that you
can use with Microsoft Dynamics GP, refer to your System User’s Guide (Help >>
Contents >> select Using The System).

This information is contained in the following sections:

*  Payroll Direct Deposit report summary

*  Payroll Direct Deposit check forms

Payroll Direct Deposit report summary

Payroll Direct Deposit reports are printed from the Generate ACH File window.
Additional reports, such as Payroll checks, earnings statements, and the Check
Register, are printed during the Payroll process.

Payroll Direct Deposit reports available are:

Report

Report information

Direct Deposit ACH File Report

A printout of the ACH file. Creating a printout at the time
you generate your ACH file saves you the work of opening
and printing your ACH destination file later.

Direct Deposit ACH Transmittal
Report

A combination of smaller reports, based on information
you've entered during the Payroll process. Use transmittal
reports to see the effect of the direct deposit transactions
on your company’s accounts, and your employees’ savings
and checking accounts. Each report is separated from the
others with a page break.

Direct Deposit Check Register

A check register with an asterisk (*) next to checks that
have been voided during the Payroll process. A “D”
indicates a check that has been voided due to direct
deposit.

Direct Deposit Exceptions Report

Lists any employee direct deposits that were not
completed. Exceptions are divided into three categories—
Insufficient Funds, Amount Deducted, Not Deposited, and
Other.

Direct Deposit Detail List

A list of all employee accounts—including those belonging
to the employees who aren’t part of the current pay run—
that have “prenote” status for any account in the Status
dropdown list in the Employee Direct Deposit Maintenance
window.

A descriptive summary of all employee accounts that are

involved in Payroll Direct Deposit. In this report, one line is
created for each employee account. If an employee is using
two direct deposit accounts, for example, there will be two
lines in the report representing that employee’s line items.

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).
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Report

Report information

Direct Deposit List

A list of all employees and their direct deposit statuses. In
this report, one line item is created for each employee. It is
possible for an employee to have an Active status even if
their account status is set to Inactive. For an employee to
have an Inactive status, Inactive must be marked in the
Employee Direct Deposit Maintenance window.

Direct Deposit Register

Shows the amount deposited for each employee. The
report lists the employee ID, Social Security number, gross
pay, net pay, and check number.

Direct Deposit Statement of
Earningst

Generated when Payroll checks are posted. Instead of
printing voided checks for employees who have all their
earnings deposited using direct deposit, users can print
checks for only those employees who are paid with a “real”
Payroll check. Employees paid entirely through direct
deposit transactions can be given earnings statements that
can be printed on regular printer paper. The direct deposit
earnings statements include the same information as the
Payroll checks and check stubs.

Direct Deposit Trxs Register

A list of all direct deposit transactions completed during
the pay period. The report lists all employees who were
enrolled in either type of direct deposit transaction in
alphabetical order. Other information is included for each
employee record—the employee’s Social Security or
employee ID number; the types of accounts to which the
funds were deposited; and the amount deposited to each
account. Prenotification transactions will also appear on
this report.

T Indicates reports that can be assigned to named printers. For more information, refer to your
System User’s Guide (Help >> Contents >> select System Administration).

The Direct Deposit ACH Transmittal Report is a combination of smaller reports,
based on information you've entered during the Payroll process. These are the
available Transmittal reports, along with their bank transaction codes:

* Checking Credits (22)

*  Checking Credit Prenotifications (23)

*  Checking Debits (27)

*  Checking Debit Prenotifications (28)

e Savings Credits (32)

e Savings Credit Prenotifications (33)

* Savings Debits (37)

e Savings Debit Prenotifications (38)

e Summary Table

The summary table—always the last page of the report—follows the format of a
report required by many financial institutions to accompany the ACH file.




CHAPTER 29 PAYROLL DIRECT DEPOSIT REPORTS

Payroll Direct Deposit check forms

Microsoft Dynamics GP provides five different check forms. The report you use will
depend on the type of check stock you use. The Payroll Direct Deposit check forms
use the same format as the standard Microsoft Dynamics GP checks.

The five Payroll Direct Deposit check forms and the corresponding standard
Microsoft Dynamics GP check forms are listed in the following table.

Payroll Direct Deposit check form Standard Microsoft Dynamics GP
check form

Direct Deposit Employee Checks Stub on Top- | Employee Checks Stub on Top - Continuous

D

Direct Deposit Employee Checks Stub on Employee Checks Stub on Bottom - Continuous
Bottom-D

Direct Deposit Employee Checks Stub on Top |Employee Checks Stub on Top and Bottom -
and Bottom-L Single Feed

Direct Deposit Employee Checks Other-D Employee Checks Other - Continuous

Direct Deposit Employee Checks Other-L Employee Checks Other - Single Feed

The Payroll Direct Deposit changes made to each of the five standard Microsoft
Dynamics GP check forms are listed here:

* A restriction called Suppress Check lets you split the check-printing process
into two processes—one for pay checks and one for direct deposit earnings
statements.

e The array DD String30 Array10 will print “VOID Due to Direct Deposit” on the
signature line of voided checks because all earnings were deposited directly.

¢ The following calculated fields will be created to mask the amounts on the
check form in the numerical and text fields, respectively.

e DD Mask_Dollar
e DD Mask_Words
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1099-R statement
A statement showing an employee’s
distribution from retirement, profit-sharing
or pension plans.

Account alias
A 20-character “short name” for a posting
account in the chart of accounts. If the
account format has a large number of
segments, using aliases can speed data entry.

ACH
Acronym for Automated Clearing House, a
standardized format for electronic funds
transfer files.

Adjustment number
A number that identifies an adjustment
transaction made in the Payroll Manual
Check-Adjustment Entry window.

Allocated tips
Microsoft Dynamics GP uses the Gross
Receipts method that is calculated per pay
run. The allocated tips amount equals the
difference between tips received and
employee gross receipts divided by
company gross receipts, multiplied by the
tip allocation rate, provided the difference is
more. Made to each directly tipped
employee.

Authorization number
A number assigned to you by Microsoft
Dynamics GP to identify you for support
records, and to work with the payroll update
engine.

Auto-Settle Line (ASL)
A line that can be added to ACH files
generated by Direct Deposit to bring the
ACH into balance. Most ACH files generated
for deposits to employee accounts include
many credits to employee accounts. The
auto-settle line in those instances would be a
debit to the company’s Payroll account that
is equal to the sum of the credits.

Some financial institutions require an
unbalanced ACH file containing only
credits, and create the debit themselves.
Other institutions require a balanced ACH
file. Check with your financial institution for
more details.

Background processing
A processing system that allows users to
continue working while transactions are
being posted or reports are being printed.

Bankruptcy
A garnishment category, in which a court
orders the employer to deduct amounts from
the employee’s wages to repay the
employee’s creditor.

Batch
A group of transactions identified by a
unique name or number. Batches are used in
computerized accounting to conveniently
group transactions, both for identification
purposes and to make posting the
transactions easier.

Batch approval
Allows users to choose whether to approve
batches of transactions before posting. If the
batch approval option is being used, the ID
of the user who approved the batch and the
approval date will appear on edit lists and
posting reports.

Batch control
Values for both the number of transactions in
a batch and the number of employees in the
batch. As transactions are entered, the actual
totals will be displayed. These totals can be
verified periodically as transactions are
entered to ensure that the control number
and amount of transactions match the actual
number and amount that was entered.

Batch frequency
A selection that determines how often a
recurring batch will be posted, such as
weekly, monthly or quarterly.

Batch-level posting
A posting method that allows transactions to
be saved in batches and posts the batch
whenever convenient. There are three types
of batch-level posting: batch posting, series

posting, and master posting. See also Posting.

Benefit
A contribution provided by the company
that may be calculated on net, unit or gross
pay. Examples of benefits include insurance
premiums and 401(k) contributions.

Building checks
The process of indicating which employees,
pay records, deductions, and benefits should
be included in the pay run.

Business expense
A pay code that’s used to pay employees
who are reimbursed for expenses incurred
while doing business, such as meals,
mileage, and travel expenses.

Charged receipts
Gross sales for the employee or
establishment from sales that were charged,
used to calculate allocated tips.

Charged tip
Money (a gratuity) that the employee
receives from customers through a charge
card or check. The employer must include
this money on an employee’s Payroll check
because it was not received as cash.

Charged tips are added into gross wages on
the check, and are subject to FICA Social
Security and Medicare, Federal, and FUTA
taxes. Generally, charged tips also are subject
to State, Local, and SUTA taxes.

Check number
A number assigned to a check. Payroll
usually assigns check numbers
automatically, but you can override the
default and assign another number.

Class
A feature that allows employees, customers,
vendors, users or items to be grouped
according to common characteristics. For
example, an employee class could be created
to group employees according to credit limit
or location.

Comma-delimited file
The standard comma-separated ASCII
character format used when exporting a
report so that it can be read by database
programs.

Commiissions
The amount, usually a percentage of the sale
amount, paid to the salesperson making the
sale.

Computer check
Paychecks that are calculated and printed
using the Microsoft Dynamics GP system.

Data entry fields
Specific areas in a window, from which you
can make a selection, enter information or
access more information. For example, areas
where you can type in an employee ID or a
transaction amount are data entry fields. See
also Field.

Deduction
An amount that may be withheld from an
employee’s net, unit or gross pay. For
example, a donation to a charity could be set
up as a deduction.

Deduction direct deposit
A deduction direct deposit account is set up
as a link to a Payroll deduction, rather than
as a separate direct deposit account entry.
Deduction direct deposits should be used
only if an employee requests having some
Payroll funds directed to a direct deposit
account and the remainder of his or her
earnings paid with a check.

Default
A suggested entry that is used by Microsoft
Dynamics GP, unless you make a different
entry in its place.
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Default class
A class whose values are used for the
creation of new classes.

Department code
A unique alphanumeric name used to
identify a department.

Direct deposit
Direct deposit is a system of distributing
employees’ earnings directly to their
checking or savings accounts. Direct deposit
relies on the use of a standardized account
from which your company pays its Payroll,
and includes basic information about
employees’ accounts.

Directly-tipped employee
Employees, such as waiters or waitresses,
who receive tips directly from the customer.
Used to calculate allocated tips.

Earned Income Credit
See EIC.

Earnings wages
The deduction method that calculates
deductions as a percentage of an employee’s
Net Disposable Income (NDI). See also NDI.

Earnings statement
A report generated by Payroll Direct Deposit
that summarizes Payroll information for
employees who will have all their earnings
deposited with direct deposit transfers.

Edit list
A list of transactions in an unposted batch
that you can print to check the accuracy of
the transaction entries before posting.

EIC
An abbreviation for Earned Income Credit. A
pay code that’s used to make advance
payments to employees who qualify for
earned income credit and have filed a W-5
form.

EIN
An abbreviation for Employer Identification
Number, a number issued to companies
operating in the United States. The EIN
usually is used as a tax ID number for state
and federal taxing agencies.

Employee Identification Number
See EIN.

Employer Maximum
The amount of an employee’s contribution to
a 401(k) that the employer matches.
Expressed in percent.

Exceptions
Exceptions are the instances when direct
deposit transactions are not completed as the
user may have intended. Direct deposit
groups exceptions into three categories: no

funds, deducted but not deposited and other.
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Federal Insurance Contributions
Act
See FICA.

Federal Unemployment Tax Act
See FUTA.

FICA
An acronym for Federal Insurance
Contributions Act. An employee deduction
for Social Security and Medicare. The
employer matches the withholding.

FICA Medicare tip
Tips that are subject to FICA Medicare tax.

FICA Social Security tip
Tips that are subject to FICA Social Security
tax.

Field
An area in a window where you can enter a
single piece of information. For instance, the
area in the Employee Maintenance window

where you enter the employee’s name is a
field.

Footers
Footers are lines of data which you create to
be appended to the end of the ACH file. The
lines will appear exactly as shown in the
ACH File Header and Footer window and
will become part of the ACH file. Some
financial institutions require additional
information about the ACH file, such as
identifying strings or passwords. If your
financial institution has no such
requirements, you may not need to use this
window.

Form 1096
A form report that summarizes the 1099-R
information.

Form 8027
An IRS form used by large food and
beverage establishments to report tips and
receipts to the US government.

FTE
An acronym for Full-Time Equivalency, a
factor multiplied by a pay step table amount
to adjust an individual employee’s pay rate
without changing the pay step table. FTE
factors less than 1.00 decrease the pay rate,
and factors above 1.00 increase the pay rate.

FUTA
An acronym for Federal Unemployment Tax
Act. This, along with state unemployment
taxes, provides for payments of
unemployment compensation to workers
who have lost their jobs.

Garnishment
A court-ordered process that takes property
from a person to satisfy debt. For example, a
person who owes money to a creditor may
have her wages garnished if she loses a
lawsuit filed by the creditor.

Also, the name of a garnishment category for
student loan or creditor debts.

Grade
An employee’s rank within a position. Grade
does not depend on the length of time in a
position. A promotion typically raises grade
rather than pay step.

Gross up
An IRS-approved formula that employers
can use to determine the taxable gross
payment when the employer wishes to pay
the employee’s share of tax.

Gross wages
The wages an employee earns before any
deductions or taxes are taken out.

Group printing
Saving and printing reports in groups. For
example, you can create a report group that
is used to print all employee lists before
closing a year. You can create groups of
reports within the same series and groups of
series report groups.

Headers
Headers are lines of data which you create to
be appended to the top of the ACH file. The
lines will appear exactly as shown in the
ACH File Header and Footer window and
will become part of the ACH file. Some
financial institutions require additional
information about the ACH file, such as
identifying strings or passwords. If your
financial institution has no such
requirements, you may not need to use this
window.

Help
Documentation of Microsoft Dynamics GP
features placed online for quick access. Also
referred to as online documentation.

Holiday pay
A pay code that’s used to pay employees
who receive paid time off for holidays.

Hourly pay
A pay code that’s used to pay employees an
amount per hour worked.

Inactivate
The process of making employee records
inactive. If you inactivate an employee
record, all of the employee’s pay, deduction,
and benefit records will be inactivated, as
well, and paychecks will no longer be
printed for the individual.



Indirectly tipped employee
Employees who do not receive tips directly
from the customer, such as cooks or people
who clean tables. Used to calculate allocated
tips.

Inquiry
The Microsoft Dynamics GP feature that
allows you to review open-year and
historical information.

Integrate
To join two or more accounting modules to
form a system in which data is shared
among modules. All Microsoft Dynamics GP
modules are automatically integrated.

Local tax
A tax paid to local government agencies. You
can set up multiple local taxes for each
employee, if you wish.

Main segment
The segment of posting accounts that has
been designated as the sorting option for
accounts on financial statements. Typically,
the main segment is used to indicate
whether the account is an asset, liability,
owners’ equity, revenue or expense account.

Manual check
A manually written paycheck; manual
checks can be recorded in the Microsoft
Dynamics GP system.

Mass transaction entry
The process of quickly entering similar pay
transactions, variable deductions or variable
benefits for many employees.

Minimum wage balance
A pay code used to make up the difference
between the amount of wages, tips, and
other compensation, and the minimum
wage.

Multiple companies
Companies for which separate data folders
have been established. Microsoft Dynamics
GP multiple-company feature allows you to
keep a separate set of financial information
for each company you operate.

Multiple-account distributions
Multiple-account distributions are employee
direct deposit setups for which more than
one account is set up and net wages are to be
distributed into the accounts in a certain
order. If you specify an amount when using
multiple-account distributions, Direct
Deposit will attempt to pay that amount. If a
percent is chosen, then Direct Deposit will
multiply the percent by the employee’s net
wages in the Payroll run and attempt to pay
that amount. Each time an account is paid,
net wages for the individual are reduced.
This continues until all the net wages are
exhausted or until all lines have been paid.
Any funds remaining are called remainder of
net.

National Automated Clearing

House Association (NACHA)
The National Automated Clearing House
Association (NACHA) is the national
regulatory body of the Automated Clearing
House (ACH) Network, a nationwide
electronics payments system used by more
than 22,000 participating financial
institutions in the United States.

NDI
An acronym for Net Disposable Income, a
legally-defined selection of wages,
deductions and taxes from which
garnishments may be taken. The definition
of NDI depends on state law.

Net pay
The payment amount an employee receives
after all deductions and taxes have been
taken out of his or her paycheck.

Net wages
The calculated result of an employee’s gross
wages minus taxes. The net wages amount is
used to calculate benefit and deduction
amounts.

Notes
The Microsoft Dynamics GP feature that is
used to attach messages to windows and
records throughout the Microsoft Dynamics
GP system. The note button shows whether a
note is attached to a window. Notes can be
edited and reattached, deleted or printed.

Option
Printing specifications set up for reports. A
variety of options can be used with each
report.

Origin
A transaction entry window within a specific
Microsoft Dynamics GP module. Certain
options, such as closing fiscal periods, can be
selected for each transaction origin. Also, the
transaction origin appears as part of the
audit trail code on all posting reports in
Microsoft Dynamics GP.

Overtime pay
A pay code that’s used to pay employees for
working more than the assigned number of
hours and are reimbursed at a different pay
rate for the additional hours.

Pay code
A code used to identify a specific type and
rate of pay. For example, an employee who is
paid a specific salary may have the pay code
SAL assigned to him or her.

Pay factor
The number that is multiplied by the Based
on Pay Code’s pay rate to calculate overtime
or double time pay rates.

Pay period
The time period between regularly
scheduled pay runs.

GLOSSARY

Pay rate
The amount an employee is paid for a
specified period or amount of work.

Pay record
A Payroll record that tracks money paid to
an employee, showing pay expenses by pay
code, department or job.

Pay step
A pay level based on length of time in a
position. When an employee’s time in a
position exceeds the length of the pay step,
the employee advances to the next pay step.

Pay type
A general category used to identify different
kinds of pay, such as hourly or salary. For
example, if an employee is paid a set amount
per unit made or job completed, the pay type
would be piecework.

Paycheck
A printed form that is issued to employees as
payment of wages earned.

Payment number
A number that identifies a group of related
entries for a computer or manual check that
are posted collectively as a single, complete
transaction.

Pension
A payment to a retired employee from a
retirement plan.

Piecework
A pay code that’s used to pay employees a
certain amount per unit made or completed.

Position
A unique alphanumeric name used to
identify a position.

Posting
A procedure that makes temporary
transactions a part of your business records;
permanent records are updated with the
amount of these transactions. In manual
accounting, to transfer journal totals to the
appropriate accounts in a ledger.

Posting account
A financial account that tracks assets,
liabilities, revenue or expenses. Amounts
posted to these accounts appear on the Profit
and Loss Statement, the Balance Sheet, and
other financial reports if you are using
General Ledger.

Posting date
The date on which a specific transaction was
posted to your company’s posting accounts.
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Posting journal
A report printed following the posting
process that shows the detail for each
transaction that has been posted. Posting
journals also include the audit trail code,
which provides a precise record of where
each transaction has been posted within
Microsoft Dynamics GP.

Prenotification
A prenotification or “prenote” is a test-run of
direct deposit information. After you've
entered an employee’s direct deposit
preferences, you will probably be required
by your financial institution to have a
prenotification run or runs to verify the
information in the ACH file.

Process server
The Microsoft Dynamics GP application that
allows a user to direct the processing of some
accounting functions and maintenance
procedures to another computer on a
network. No additional actions are required
by the user. After tasks have been sent to a
process server, users can begin other tasks
immediately.

Range
A selection used to narrow the amount of
records that are printed on a report. For
example, a selected range of employee IDs
could be those between 1001 and 9999.

Reactivate
The process of making employee records
active. If you reactivate an employee record,
all of the employee’s pay, deduction, and
benefit records can be activated, as well, and
paychecks can be printed for the individual.

Recurring batch
A batch that can be posted repeatedly.

Remainder of net
Remainder of net refers to any amount owed
to the employee after any deductions and
direct deposit totals.

Removing history
A procedure used to erase ranges of account,
check or transaction history that are no
longer useful.

Report option
A collection of entries that specify the
amount of information or the type of
information that appears on a report.
Multiple report options can be created.

Reported tip
Money—cash—the employee receives from
customers that they report to the employer.

Reported tips are not added into gross wages
on the check, but are subject to FICA Social
Security and Medicare, Federal, and FUTA
taxes. Generally, reported tips are also
subject to State, Local, and SUTA taxes.

242 U.S. PAYROLL

Retroactive pay
Supplemental wages paid to an employee
whose pay rate has been increased effective
as of a past date.

Roll down
To apply changes you've made to a class
record to all employee records within the
class. For example, if you change the
payment terms for the class from Net 30 to 2
percent-10/Net 30, you can roll down the
change to all records in the employee class.

Salary pay
A pay code that’s used for employees who
are paid a specific pay amount each pay
period.

Sample data
Data that can be used to practice Microsoft
Dynamics GP procedures by entering the
information listed in the online lessons.
Sample data can be accessed using the lesson
company, Fabrikam, Inc.

Series
A group of Microsoft Dynamics GP modules
that form an interrelated set of applications.
Receivables Management is part of the Sales
series, for example.

Shift code
A code used to identify a specific type and
rate of pay given for different times of work.
For example, an employee who works a
night shift might receive an additional $1.00
per hour.

Sick time
A pay code that’s used to pay employees for
time off due to sickness.

Single-account distributions
Single-account distributions are employee
direct deposit setups for which only one
account line is entered and the entire net
wages from the Payroll will go to that
account.

Sorting
A method of arranging data based on the
order of specified information. For example,
records sorted by document list all items on
a document before listing the items on the
next document.

State tax
A tax paid to state government agencies. You
can set up multiple state taxes for each
employee, if you wish.

State Unemployment Tax Act
See SUTA.

SUTA
An acronym for State Unemployment Tax
Act. This is the state unemployment tax paid
by an employer to provide for payments of
unemployment compensation to workers
who have lost their jobs.

Support order
A garnishment category, in which a court
orders the employer to deduct amounts from
the employee’s wages to pay support for a
child or other dependent.

Tax levy
A garnishment category, in which a court
orders the employer to deduct amounts from
the employee’s wages to pay overdue taxes.

Tax table
In Payroll, where tax information is stored
for federal, EIC, FICA, state, and pre-defined
local taxes.

Taxable benefit
Benefits paid on the employee’s behalf, but
not directly to the employee that are subject
to income tax.

Text file (text only)
A file format that saves reports as text
without formatting. This option should be
used when the application to which you're
converting the document is unable to read
any of the other file formats.

Tip
Money an employee receives from customers
as an acknowledgement of services
rendered. Tips include both Charged Tips
and Reported Tips and are tracked directly
or indirectly.

Tip allocation rate
The rate—set by the IRS—used to determine
the tip allocation amount.

Transaction edit list
See Edit list.

Transaction required benefit
A benefit that you must create a transaction
for.

Transaction required deduction
A deduction that you must create a
transaction for.

Transaction-level posting
A posting method that allows you to enter
and post transactions individually without
having to create a batch.

TSA
An acronym for Tax-Sheltered Annuity, an
employee deduction that reduces wages for
the purpose of calculating employer and
employee taxes. It also reduces the employee
gross wages on the year-end W2 statement.

Uncollected FICA Medicare tax on
tips
FICA Medicare tax on tips that could not be
collected from the employee. This
information must be reported on the
employee’s W-2 form.



Uncollected FICA Social Security
tax on tips
FICA Social Security tax on tips that could
not be collected from the employee. This
information must be reported on the
employee’s W-2 form.

User-defined field
Two fields in the Employee Additional
Information Maintenance window that you
can define to track information specific to
your business.

Vacation pay
A pay code that’s used to pay employees
while on vacation.

Voiding
The process of recording an equal and
opposite transaction to undo the effect of a
posted transaction.

W-2 statement
Wage and tax statement.

W-3 form
A report that summarizes the W-2
information.

Workers’ compensation tax
Taxes paid by the employer for insurance
covering injuries incurred on the job.
Workers’ compensation is paid to the state
government.

Year-end closing
The process used to create a table for annual
wage information.
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Index

Numerics
1099-R statements
editing information 198
form types 199
gross distribution amounts 198
printing 199

A

accounts in Payroll
account status options 222
distribution history 15
required posting accounts 20
accruing methods
sick time 62
vacation time 62
ACH fields
auto-settle lines 213
effects of 213
setup 213
ACH Fields Setup window
displaying 214
setting up ACH fields 213
ACH File Header and Footer window
creating an ACH header or footer 215
displaying 216
ACH files
creating footers 215
creating headers 215
example 213
generating electronic payments 231
generating electronic payments with
prenotes 233
headers and footers 215
location 213
prenotifications only 233
setup 213
transferring 213
adjustment numbers
incrementing 9
using 9
Analytical Accounting in Payroll, default
transaction dimension codes 22
Analytical Payroll Default Dimension
window, displaying 23
Analytical Payroll Default Dimensions
window, default transaction dimension
codes 22
Analytical Payroll Transaction Entry
window
displaying 119, 120
entering Analytical Accounting
information 119
attendance transactions, reconciling 111
automatic deductions, local taxes 88
auto-settle lines, generating 213

Bank Maintenance window, entering
auto-settle line information 211
Batch Posting in Payroll
including batches in a pay run 125
printing posting journals 117
batches in Payroll
correcting 109
creating 107
deleting 109
editing approved batches 109
origin 107
posting 109
single-use 107
beginning balances, entering in Payroll
101
benefit codes
assigning 75
deleting 52
examples 49
inactivating 52
modifying 51
Benefit Setup window
displaying 49
setting up a benefit 49
benefits
based on pay codes 49
benefits expense account 20
benefits payable account 20
calculation methods 47
codes 97
ending dates 97
entering cards 97
entering maximums 49
setting up for employees 49
starting dates 97
tiers 48
variable 97
W-2 statements 49
bonuses, calculating in Payroll 167
Build Payroll Checks window
building Payroll checks 125
displaying advance pay 122
displaying regular pay 126
processing an advance pay run 122
business expense pay types 29
business expenses
accountable plans 29
nonaccountable plans 29

C

Calculate Payroll Checks window
calculating Payroll checks 128
displaying 129

calculation methods in Payroll
benefits 47
deductions 38

calculations, net-to-gross wages 170

changes since last release, information

about 5
charged tips pay types 29

check reports, creating alternate check
reports 237
Checkbook Maintenance window,
entering auto-settle line information 211
checklist items
adding 189
deleting 190
modifying 189
checklists
adding checklist items in Payroll 189
deleting checklist items in Payroll 190
modifying checklist items in Payroll
189
checks in Payroll
dollar amounts 209
history 15
history inquiries 141
posting 129
printing 129
printing direct deposit 229
printing voided 229
reprinting paystubs 133
voiding 131
voiding due to direct deposit 209
voiding requirements 131
commission pay types 29
company addresses, setting up 25
Company Addresses Setup window
displaying 25
setting up location codes 25
company Internet information, setting up
79
Completed Prenotes window
displaying 224
viewing or updating prenote
accounts 223
computer check transaction numbers,
using 9
computer checks
correcting 116
entering 113
processing 125
transaction numbers, incrementing 9
concurrent processing, for pay runs 18
Create Retroactive Payments window,
displaying 125
current installation instructions, accessing
on the Web 5
current upgrade information, accessing on
the Web 5

D

deduction codes
assigning 75
deleting 52
examples 40
garnishments 42
inactivating 52
modifying 51
setting up 40
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deduction direct deposit
creating an employee record 228
defined 217
inactivating employee accounts 228
linking deductions 218
prenotification 219
remainder of net 217
setup 217
Deduction Sequence Setup window
displaying 47
entering direct deposit deduction
sequences 217
setting up a company-level deduction
sequence 46
deduction sequences
setting up 46, 95
split method for garnishments 96
Deduction Setup window
creating direct deposit deduction
cards 217
displaying 41
setting up a deduction 40
setting up a garnishment 42
deduction tiers 39
deduction withholding, posting account
20
deductions
based on pay codes 40
calculation methods 38
creating 217
entering employee deduction cards
91
entering maximums 40
linking to direct deposit 218
setting up 40
tiers 39
variable 91
viewing financial information 91
W-2 statements 40
default entries, setting up in Payroll 17
default transaction dimension codes in
Payroll, setting up for Analytical
Accounting 22
department codes
examples 26
setting up 26
Department Setup window
displaying 26
setting up department codes 26
dependents, entering number of 87
direct deposit, creating employee records
221
Direct Deposit Checkbook Maintenance
window
displaying 211
entering direct deposit accounts 211
direct deposit deduction, creating 217
Direct Deposit exceptions
Amount Deducted, Not Deposited

207
Insufficient Funds 207
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Direct Deposit exceptions (continued)
others 207
Direct Deposit Setup window
displaying 209
setting up Direct Deposit 209
using 209
distributions, removing Payroll history
176
distributions in Payroll, inquiry 143
documentation
accessing on the Web 5
symbols and conventions 3
double time pay types 29

earned income credit

pay types 29

tax table 86

using EIC tables 30
earning codes, setting up 43
Earnings Setup window

displaying 44

setting up earning codes 43
earnings statements

printing 230

reprinting 133, 230

setup 209
Edit 1099-R Information window

displaying 198

editing 1099-R information 198
Edit W-2 Information window

displaying 195

editing W-2 information 195
editable pay rates

display on transactions 16

examples 137

using 137
EIC tables, earned income credit 30
Employee Additional Information

Maintenance window
displaying 74
entering additional employee
information 74

Employee Address Maintenance window

displaying 79

entering employee address cards 79
employee benefit cards, entering 97
Employee Benefit Maintenance window

displaying 98

entering employee benefit cards 97
employee cards

benefit 97

changing 78

deduction 91

deleting 78

entering 71

inactivating 76

local tax 88

pay 80

reactivating 77

state tax 87

employee cards (continued)
tax 86
Employee Class Code Setup window
assigning codes to employee classes
65
displaying 66
Employee Class Setup window
changing employee classes 66
creating employee classes 63
deleting employee classes 66
displaying 63
tracking tips 65
employee classes
creating 63
default class 63
setting up 61
employee codes, inquiries 144
employee deduction cards, entering 91
Employee Deduction Maintenance
window
displaying 92
enrolling an employee in a direct
deposit deduction 227
entering employee deduction cards
91
Employee Deduction Sequence window
displaying 96
setting up an employee-level
deduction sequence 95
employee direct deposit account status
inactivating accounts 224
inactivating specific accounts 224
reactivating accounts 226
updating accounts 223
Employee Direct Deposit Maintenance
window
creating an employee deduction
direct deposit record 228
creating an employee direct deposit
record 222
displaying 222
inactivating all employee direct
deposit accounts 224
inactivating selected employee direct
deposit accounts 224
reactivating an employee direct
deposit account 226
employee direct deposit records
Active account status 222
creating 222
Inactive account status 222
Prenote account status 222
employee inquiry
check history 141
codes 144
company payroll summary 148
distributions 143
historical pay codes 147
historical paychecks 147
paycheck breakdown 145
paychecks 145



employee inquiry (continued)
personal information 143
tips 151
transactions 142
Employee Inquiry window
displaying 144
viewing an employee’s personal
information 143
Employee Local Tax Maintenance window
displaying 89
entering employee local tax cards 88
employee local taxes, entering 88
Employee Maintenance window
changing employee cards 78
deleting employee cards 78
displaying 72
entering employee cards 71
inactivating employee cards 76
tracking tips 65
employee mass update
examples 167
limitations 168
Employee Mass Update window
displaying 169
updating a range of information for
employees 168
employee onboarding workflow, setting
up 23
employee pay cards, entering 80
Employee Pay Code Maintenance
window
displaying 81
entering employee pay cards 80
setting up minimum wage with tips
35
setting up tips 33
Employee Pay Codes History Inquiry
window, displaying 148
Employee Pay History Inquiry window
displaying 147
viewing historical pay code
information 147
viewing historical paycheck
information by codes 147
employee personnel maintenance
workflow, setting up 24
Employee Record Inquiry window
displaying 144
viewing an employee’s Payroll codes
144
Employee Record Summary Inquiry
window
displaying 145
viewing paycheck summary
information by codes 145
employee records
adding additional addresses 79
adding additional information 74
employee state tax cards, entering 87
employee state tax information 85

Employee State Tax Maintenance window
displaying 87
entering employee state tax cards 87
Employee Summary Inquiry window
displaying 146
viewing employee tips wage and tax
information 151
viewing paycheck breakdown
information 145
employee tax cards
entering 86
W-2 statements 85
Employee Tax Maintenance window
displaying 86
entering employee tax cards 86
Employee Tips Summary Inquiry
window, displaying 151
employees
creating employee direct deposit
records 221
enrolling in Payroll Direct Deposit
deduction 227
tracking options 16
updating a range 168
employer’s tax expense, posting account
20
estimated withholding, state taxes 87
exemptions, local taxes 88

F
federal tax withholding, posting account
20
financial fields, editing 16
fiscal years, year-end closing in Payroll
192
footers, creating 215
Form 8027
editing 200
printing 201
Form 8027 window
displaying 200
editing Form 8027 information 200
printing Form 8027 201
forms, 1099-R statements 199
FUTA payable, posting account 20

G

Garnishment Maximum Setup window,
displaying 45
garnishments
deducting multiple 45
setting maximums 44
setting up 42
Generate ACH File window
displaying 232
generating an ACH file 231
gross distribution amount, 1099-R
statements 198
gross pay, posting account 20

headers, creating 215

INDEX

help, displaying 4
Help menu, described 4
historical pay codes, inquiries 147
historical paychecks, inquiries 147
history in Payroll
account distributions 15
checks 15
journal 177
Payroll distribution 176
removing 173
removing Payroll distribution 176
removing Payroll history 173
removing Payroll journal 177
removing year-end 176
transactions 15
year-end 176
holiday pay types 29
hourly pay types 29

icons, used in manual 3
inactive records, removing in Payroll 175
inquiries

breakdown information 152

Payroll audit trail 152

tips breakdown information 152
installation instructions, accessing on the

Web 5

Internet, setting up information 79
Internet Information window

displaying 80

setting up employee Internet

information 79

itemized exemptions, entering 87

J

journals, removing Payroll history 177

L

Link Deduction Setups to Direct Deposit
window, displaying 219
local taxes
automatically deducting 88
calculation methods 55
entering 88
exemptions 88
setting up 56
withholding posting account 20
locations, setting up in Payroll 25
lookup window, displaying 4

manual checks
correcting 119
entering 117
transaction numbers
incrementing 9
using 9
mass transactions, entering 111
mass update
examples 167
limitations 168
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minimum wage balance pay types 29

multiple benefit tiers 48

multiple deduction tiers 39

multiple-account distributions 221

multiuser environment, processing
payroll 18

Multiuser Payroll Setup window,
displaying 18

navigation, symbols used for 3
net-to-gross wages, calculating 170
new features, information about 5
New York State, tax difference 86

o

options, creating a Payroll report option
159

overtime pay, calculation methods 54

overtime pay types 29

P

pay cards

entering 80

viewing financial information 80
Pay Code Setup window

displaying 31

setting up pay codes 30
pay codes

assigning 75

deleting 52

examples 30

inactivating 52

modifying 51

setting up 30
pay rates, display on transactions 16
pay rates industry examples 137
pay types

based on other pay codes 30

based on salary 80

based on tips 30

business expense 29

charged tips 29

commission 29

double time 29

earned income credit 29

holiday 29

hourly 29

minimum wage balance 29

other 29

overtime 29

pension 29

piecework 29

reported tips 29

salary 29

sick 29

vacation 29
paychecks, inquiries 145
payment numbers

incrementing 9

using 9
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payments in Payroll, paycheck
breakdown inquiry 145
Payroll Batch Entry window
correcting Payroll batches 109
creating Payroll batches 107
deleting Payroll batches 109
displaying 107
posting beginning balances 102
posting Payroll batches 109
Payroll Check Batches window
displaying 128
including batches in a pay run 125
Payroll Check Benefits window, including
benefits in a pay run 125
Payroll Check Deductions window
displaying 127
including deductions in a pay run 125
Payroll Check Distribution Inquiry
window
displaying 143
viewing Payroll distributions 143
Payroll Check Inquiry window
displaying 133, 141
reprinting paystubs and earnings
statements 133
viewing Payroll check history 141
Payroll Check Pay Codes window
displaying 123
including pay codes in a pay run 122
Payroll Checklists window
adding or modifying checklist items
189
deleting checklist items 190
displaying 189
Payroll Direct Deposit deduction
enrolling an employee 227
linking to direct deposits 218
Payroll Edit Federal Tax Liabilities
window
displaying 179
editing federal tax liabilities 179
Payroll Gross Up window
calculating net-to-gross wages 170
displaying 170
Payroll Local Tax Setup window
displaying 56
setting up local taxes 56
Payroll Local Tax Tables window
displaying 57
entering wage amounts 56
Payroll Manual Check Transaction Entry
window
displaying 118
entering manual check transactions
117
Payroll Manual Check Transaction
window, entering manual check
transactions 101

Payroll Manual Check-Adjustment Entry
window
correcting manual check transactions
119
displaying, beginning balances 101
displaying, manual check
transactions 117
entering beginning balances 101
entering manual check transactions
117
Payroll Mass Transaction Entry window
displaying 112
entering employee mass transactions
111
Payroll Posting Accounts Setup window
displaying 22
setting up posting accounts 21
Payroll Posting Edit List window,
modifying Payroll transactions 122
Payroll Quick Employee Assignment
window
assigning employee codes 75
displaying 75
Payroll Setup Options window
displaying 19
setting up additional default entries
17
Payroll Setup window
displaying 17
setting up Payroll default entries 17
Payroll Summary Inquiry window
displaying 148
viewing Payroll transactions 148
Payroll Tax Identification Setup window
displaying 60
setting up federal and state tax
identification numbers 60
Payroll Tax Setup window
displaying 180
editing Payroll taxes 180
Payroll Tax Update window, displaying
183
Payroll Tips Summary Inquiry window
displaying 152
viewing Payroll and tips breakdown
information 152
Payroll Transaction Entry Options
window
displaying 115
setting transaction default options
113
Payroll Transaction Entry window
calculating minimum wage balances
133
correcting computer check
transactions 116
displaying 114
displaying details 113
entering Payroll computer check
transactions 113



Payroll Transaction Inquiry window
displaying 142
viewing Payroll transactions 142
Payroll Year-End Closing window
closing a year 192
displaying 193
pension pay types 29
Period-End Payroll Reports window
displaying 191
printing period-end reports 191
period-end reports, printing in Payroll 191
personal exemptions, W-4 form 87
piecework pay types 29
position codes
examples 27
setting up 27
Position Setup window
displaying 27
setting up position codes 27
post-dated pay rates
activating 51
setting 51
Post-Dated Pay Rates window, setting up
and activating post-dated pay rates 51
posting accounts in Payroll
benefits expense 20
benefits payable 20
deduction withholding 20
employer’s tax expense 20
federal tax withholding 20
FUTA payable 20
gross pay 20
local tax withholding 20
required 21
setting up 21
state tax withholding 20
SUTA payable 20
taxable benefits expense 20
taxable benefits payable 20
types 20
workers’ compensation tax expense
20
workers’ compensation tax payable
21
posting in Payroll
through General Ledger 109
to General Ledger 109
with Payroll Direct Deposit 231
prenotifications
deduction direct deposits 219
defined 207
effect on direct deposit 207
in an ACH file 207
Preview Mass Entry Transaction window
displaying 113
previewing employee mass
transactions 111
Print 1099-R Forms window
displaying 199
printing 1099-R statements 199

Print Payroll Checks window
calculating Payroll Direct Deposit 229
displaying 130
posting checks 129
posting direct deposit 231
printing checks 129
printing direct deposit earnings
statements 230
Print W-2 Forms window
displaying 197
printing W-2 statements 196
product documentation, accessing on the
Web 5

Q

Quarter-End Payroll Reports window
displaying 192
printing quarter-end reports 192
quarter-end reports, printing in Payroll
192

Reactivate Employee window,
reactivating employee cards 77
Reconcile Employee Information window
displaying 166
reconciling employee records 165
reconciling in Payroll
employee records 165
Reconcile Error Report 165
regular vs. deduction direct deposits 205
remainder of net
defined 206
using deduction direct deposit 206
Remove Employee Summary window
displaying 174
removing employee summary
information 174
Remove Inactive Records window
displaying 175
removing inactive employee records
175
Remove Payroll Distribution History
window
displaying 177
removing distribution information
176
Remove Payroll History window
displaying 173
removing Payroll history 173
Remove Payroll Journal History window
displaying 177
removing journal history 177
Remove Payroll Year-End Information
window
displaying 176
removing year-end information 176
report options, creating in Payroll 159
reported tips pay types 29
Reporting Services reports
Payroll reports 160

INDEX

Reporting Services reports (continued)
printing Payroll reports 160
reports, Reporting Services Payroll reports
160
reports in Payroll
available direct deposit reports 235
Check History Report for void checks
131
Check History Report, removing 173
Check Posting Register 129
Check Register 129
Company Benefits List 51
Company Deduction Codes List 40
Company Local Taxes List 56
creating alternate checks 237
Department Codes List 26
Detailed Employee List 71
Employee Checks Other-D 237
Employee Checks Other-L 237
Employee Checks Stub on Bottom-D
237
Employee Checks Stub on Top and
Bottom-L 237
Employee Checks Stub on Top-D 237
Employee Class List 63
Employee Lists window
creating a report option 159
displaying 159
Employee Mass Update Audit report
168
Employee Mass Update report 168
list of Payroll reports 155
Manual Check Edit List, beginning
balances 102
Manual Check Edit List, transactions
117
options, creating 159
Payroll Options Report 17
Payroll Transaction Edit List 113
Position Codes List 27
Reconcile Error report 165
restricting 159
sorting 159
Supervisor Codes List 28
suppressing check restriction 237
Transaction History Report 173
Void Payroll Checks Edit List 131
Year-End Employee Wage report,
printing 193
required fields, described 4
resources, documentation 4
retirement plan, W-2 box 85
Retroactive Pay Management window,
displaying 124
rolling down changes 61

S

salary pay types 29

secondary status codes, setting up 35

Secondary Status Setup window,
displaying 36
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security, turning on and off 211
Security Setup window
displaying 212
setting up Payroll Direct Deposit
security 211
setup in Payroll
benefits for employees 49
creating employee classes 63
deduction sequence split method 96
deduction sequences 46, 95
deductions 40
default entries in Payroll 17
default transaction dimension codes
for Analytical Accounting 22
department codes 26
earning codes 43
garnishment maximums 44
garnishments 42
local taxes 56
location codes 25
multiple garnishments 45
pay codes 30
Payroll posting accounts 21
position codes 27
secondary status codes 35
shift codes 35
supervisor codes 28
unemployment taxes 58
user-defined fields 17
workers” compensation codes 54
Shift Code Setup window
displaying 35
setting up shift codes 35
shift codes, setting up 35
sick pay types 29
sick time, accruing methods 62
single benefit tiers 48
single deduction tiers 39
single-account distributions 221
split method, specifying for garnishments
96
Split Method window, displaying 97
state tax cards, entering 87
state tax withholding, posting account 20
state taxes
estimated withholding 87
filing status 87
withholding additional taxes 87
statutory employee, W-2 box 85
subtract exemption, local tax calculation
method 55
subtract flat tax amount, local tax
calculation method 55
summary, removing 174
supervisor codes, setting up 28
Supervisor Setup window
displaying 28
setting up supervisor codes 28
SUTA payable, posting account 20
symbols, used in manual 3
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system requirements, accessing on the
Web 5

T

tax calculations, in Payroll 181
tax cards, entering 86
tax rates, applying for Payroll 55
tax table update engine, using 183
tax tables
applying for Payroll 55
earned income credit 86
taxable benefits
expense posting account 20
payable posting account 20
tiers
benefit 48
deduction 39
tips, inquiry 151
tracking
days 16
weeks 16
transaction history in Payroll
correcting manual checks 119
for void checks 131
removing 173
tracking options 15
Transaction History Report 173
transactions in Payroll
computer check 113
correcting 122
correcting computer checks 116
correcting manual checks 119
entering Analytical Accounting
information 119
entering mass 111
inquiry 142, 148
manual check 117
processing computer checks 125
retroactive employee pay 123

U

Unemployment Tax Setup window
displaying 59

setting up unemployment taxes 58

unemployment taxes
previous state wages 57
setting up 58
upgrade information, accessing on the
Web 5
user-defined fields, setting defaults 17
utilities, company 165

\"/

vacation, accruing methods 62
vacation pay types 29
Void Payroll Checks window

displaying 131

voiding Payroll checks 131
voided checks

printing 229

using Payroll Direct Deposit 209
voided visual indicators 209

W
W-2 boxes
retirement plan 85
statutory employee 85
W-2 information, entering 30
W-2 statements
benefits 49
deductions 40
editing information 195
employee type 196
printing 196
W-4 form
additional withholding 86
federal withholding 86
personal exemptions 87
withholding additional taxes 87
wages, calculating net-to-gross 170
weighted overtime, examples 10
what’s new, accessing 5
workers’ compensation codes, setting up
54
Workers” Compensation Setup window
displaying 54
setting up workers’ compensation
codes 54
workers’ compensation tax
calculation methods 53
days worked 53
expense posting account 20
fixed amount 53
number of hours/units 53
payable posting account 21
percent of gross 53
workflow types
employee onboarding 23
employee personnel maintenance 24

Y

year-end closing in Payroll, closing a
Payroll year 192
year-end history, removing in Payroll 176
year-end software updates, installing 185
Year-End Wage Report window
displaying 193
printing the year-end employee wage
report 193
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