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The main options screen of #3. Time Card Entry/Editing is shown above.  This option 
consists of seven functions which allow you to handle time cards.  The normal use of these
functions is to enter new time cards,  to print an edit list,  to make any necessary 
corrections or deletions,  and to post the time cards.

The payroll will be calculated on the time cards which are currently in the 
computer.  Therefore,  time cards should only be entered for the next payroll to be run.

4.
1Explanation of Time Card Entry/Editing Options

1. Add time cards - Collects information recorded on current time cards into a 
Time Card work file.  Employee record for each time card may be retrieved 
either by employee number or by partial/full name.

2. Change time cards - Allows you to update/revise existing time card information
in the Time Card work file.  Look up or retrieve an employee record by either 
employee number or by partial/full name.

3. Delete time cards - Removes a single time card from an employee time card 
record in the Time Card work file.  Employee records may be retrieved either 
by employee number or by employee partial/full name.

4. Print time card edit list - Produces a proof copy of current time card entries
in the Time Card work file.  Proof copy includes only those employees with 
time card entries for the current pay period.

5. Post time cards - Posts payroll data for this period to the General Ledger.  
This does NOT clear the time cards from employee records.  Clearing of time 
cards is an automatic step under choice  #6. Print Payroll Checks of the 
Payroll Main Options menu.

6. Clear time cards - Start Over  -  This option is ONLY used if you make a very 
large mistake in entering time cards.  This literally erases all time cards 
currently on file for all employees.  After doing this you must re-enter all 
time cards since the last payroll processing.

7. Create time cards for salaried employees - Permits you to select salaried 
employees by Employee Type,  Department,  Pay Frequency,  and/or Employee 
Number.  Time cards are created for those fitting the categories you choose.

4.
2Preliminary Questions to Time Card Entry/Editing

When you take choice  #3. Time Card Entry/Editing from the Payroll Main Options 
menu,  you first will traverse a pair of screens that ask two preliminary questions about 
the time card actions you are about to take.  The first of these questions is:

The pay period ending date is MM/DD/CCYY
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Do you wish to change this date?  █__

The default response here is N(o).  If you wish a different pay period ending date 
than shown,  respond Y(es).  You will be asked to enter a new pay period ending date.  Do 
this in the usual MMDDYY format.

The second preliminary question is:

The labor overhead is #.## .

Do you wish to change this amount ?  █__

Again,  the default response is N(o).  If the labor overhead rate needs to be 
changed,  respond Y(es) and enter the new rate,  allowing for two decimal digits. (enter 
"450" for 4.50 )

After responding to these questions,  you will come to the main options screen for 
Time Card Entry/Editing.

Copyright 01/2002
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4.
2 Employee 
Time Card 

Information Screen

The Employee Time Card Information screen is shown above.  This is the main screen 
from which all time card information for each employee is entered,  altered or consulted.

At the top of the Employee Time Card Information screen,  there are four rows of 
information.  The left side of the top line echoes the pay period ending date you have 
chosen.  The right side of line two shows the employee number/name you have chosen (line 
2).  Line 3 shows cumulative totals for Total Hours worked and Advance Vac Periods for 
this employee.  Advance Vac Periods are vacation time awarded BEFORE it has been earned by
the employee (if company policy permits such).  Lines 4 and 5 display cumulative totals 
(in hours) of the various pay code categories (Regular,  Overtime,  Special,  Paid Hours 
Off,  Vacation,  Holidays,  and overtime Banked hours [Bnk In]).

Line 6 of the Employee Time Card Information screen contains column headings for the
information to be entered for each time card.  Starting on line 7,  time card entries are 

Ver. 9.0

Period Ends: 11/20/2001                                                    9.0(###)
Add new time cards                     Employee: 0600 White, Dave              
Total Hours:           Advance Vac Periods:                                   
                                                              Bnk In:
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made,  one per line,  and are numbered automatically in the left-hand column.

At the bottom left corner of this screen, you are told that pressing [TAB] when the 
cursor is in the Date column of a line will enter the Period Ending Date currently in use.
Otherwise, you may type whatever date you wish.

4.
1Employee Name/Number

When you choose to Add/Change/Delete time cards from the options screen of Time Card
Entry/Editing,  you first pass a screen with the following prompt:

Employee Name/Number: █.................

At this spot you are declaring the employee for which time card activity is to be 
recorded.  Of course,  each such employee must first have been entered into the Employee 
Master File via choice #1. Work on Employee Master Records of the Payroll Main Options 
menu.

You may declare an employee either by employee number or by partial/full name.  If 
using employee number,  enter that number and press [ENTER].  If declaring an employee by 
name,  enter part or all of the last name  (e.g., to find the record for employee 
Degerolimo,  type something like "Deg" or "Deger").  Press [ENTER] when finished with the 
entry.

The computer will look through the Employee Master File for a match to your entry.  
For employee number,  there can be only one match.  If using partial name entry,  you will
be shown the first alphabetically in the file.  In both cases,  you will be shown the full
name AND employee number of the match found.  The bottom of your screen will ask you to 
confirm the selection by the query:

Right employee (Y)?

The default response here is Y(es).  If an incorrect match has been shown first 
(e.g. the first of several "Smith" records),  respond N(o) and the computer will seek the 
next best matching record and will repeat this confirming process.

NOTE:  This matching process is NOT case sensitive,  meaning capital 
letters need not be present/absent in precisely the same places as in the 
Employee Master File record. (e.g., Asking for "smith" whose record originally
was entered as "SMITH"  will be successful.)

If you reject all possible matches,  you will see the message at the 
bottom of the screen:

Employee is not on file.             CR TO CONTINUE

This message is telling you that either the employee has not been entered in the 
Employee Master File,  has been entered but with a different employee number or name 
spelling than you have used,  or that you have made a typographical error in entry 
somewhere.

4.
2Time Card Line Number

Copyright 01/2002
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The first column of each time card entry line is for the relative line number on 
your screen.  Time card entries are displayed fifteen (15) at a time on the screen.  In 
Add Time Cards mode,  if you have added fifteen time cards for one employee,  and start to
add a sixteenth,  the first fifteen will disappear from your screen and entry will 
continue again at line 1.  Don't worry about this,  the data has been properly stored in 
the proper records and files.  In Change Time Cards mode,  you page through the current 
time cards fifteen at a time.  On each such screen the lines are numbered from 1 to 15.

In Add Time Cards mode,  you only will see the time card lines entered this session.
You will NOT see time card entries for this employee from previous entries of this pay 
period.  To see all entered time cards of an employee (since the last payroll was run),  
use the Change Time Cards option.

4.
3Time Card Date

The second column of each time card entry line is for the TIME CARD DATE. Default on
[ENTER] will repeat the last date entered.  The default date that will be used is 
displayed on the bottom line of the screen.

4.
4Time Card Pay Code (Cd)

Column 3 of each Time Card entry is for the TIME CARD PAY CODE.  The codes to use 
are displayed on the bottom two lines of the screen.  The codes are:

0 = Salary  (Base pay;  used for salaried employee)
1 = Regular Hrs (regular hourly rate)
2 = Overtime Hrs (overtime hourly rate)
3 = Special Hrs (user defined special hourly rate)
4 = Taxable $ (other payments that are taxable)
5 = Non-taxable $ (other payments not taxable)
6 = Reimbursement
7 = Holiday Hrs
8 = PHO Hrs  (Paid Hours Off;  other than vacation)
9 = Vacation Hrs
10 = Advanced Vac
BI = Banked Hrs In (retained, unpaid hours of overtime)
BO = Bank $ Paid (draw from banked overtime in dollars)

Make your selection by typing the number or letters corresponding to the Pay Code 
that applies.

NOTE:  You only will see the BI and BO choices if you have activated 
the Overtime Banking feature for the DEPARTMENT of this employee.  To activate
Overtime Banking for a department,  use Main Option  #15. System Management 
Functions,  choice #1. Define Data File Locations,  Screen #5.  See Chapter 
Sixteen for details of setting up this Overtime Banking feature.

4.

Ver. 9.0
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1 How Overtime Banking Works - Overview

Overtime Banking is a concept useful to companies that experience extreme employment
fluctuations from season to season.  In one season,  employees may be working as much 
overtime as regular time;  in another season you may be faced with lay-offs due to no 
business.  With Overtime Banking,  the employees may elect to spread out the cash flow 
they earn to equalize their income season to season.

Some beginning assumptions. Overtime Banking is activated department by department. 
When activated for a department,  the employer (or a committee) makes the decision as to 
what percent of overtime each pay period may be allocated to the "Bank" (called the Rate 
Multiplier) and the maximum dollar amount per employee that may be banked for the year.  
These settings are entered for each department by taking Main Option #15. System 
Management Functions,  then choice #1. Define Data File Locations,  and then continue to 
Screen 5 of 6.  Chapter Sixteen of this manual contains more detail of this process.  A 
very important part of this assumption is that when a department has been designated as an
Overtime Banking department,  ALL employees of the department must participate -- it is an
everyone or no one option.

Another assumption concerns "What is banked?"  In this software,  Overtime Banking 
converts time worked into dollars,  and then stores the dollar amounts.  There are several
reasons that this must be the case.  First,  actual hours worked must always be "real" for
purposes of reporting to Workmen's Compensation and for other "hour" based reports created
by the system.  But,  when banking pay for the future,  dollar-value today is the 
important concept.  Between today and the time the employee decides to draw out the banked
pay some months from now,  the employees pay rate may change due to a raise given in 
between.  In this case,  banking hours rather than original dollar value would give wrong 
answers at draw-out time.  So,  remember,  all Overtime time cards and all Bank In time 
cards MUST report ACTUAL HOURS WORKED.  The Rate Multiplier of the Overtime Banking 
process takes care of the rest for you.

The following section gives some specific examples of the Overtime Banking process.

4.
2 How Overtime Banking Works - Bank In Examples

EXAMPLE 1:

Your company decides that the department that includes all service drivers is 
to institute an Overtime Banking option in which each driver  defers 25% of 
their overtime each pay period,  up to a maximum of $5000.00,  to be drawn out
and paid in the slow season.  For a particular pay period,  driver Mac Potter 
earns 14 hours of overtime pay.  Normally,  Mac Potter's overtime pay rate is 
$11.625 per hour.

Mac Potter's time card(s) for this pay period would show a total of 14 hours 
of overtime.  The current dollar value of this overtime is $162.75  ($11.625 X
14).

The Time-Card Entry clerk would enter the following for Mac Potter on the Time
Card Entry/Editing screen:

Ln Date     Code   Job     Task   G/L Acct     Rate      Hours           Total 
1  06/15/01   2    00999   6110   6110-000     8.719     14.00          122.07
2  06/15/01  BI    00999   6110   6110-000     2.906     14.00           40.68

Copyright 01/2002
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For this example of Overtime Banking,  the important columns in the above 
table are Code,  Rate,  Hours  and Total.  When the Entry Clerk declares Code 
2 (Overtime) as the type of pay for entry Line 1,  the system already knew 
that the allowed banking rate was 25%.  So,  Mac Potter's Overtime Pay Rate 
AUTOMATICALLY is reduced by 25% to separate the dollar value to be banked from
the dollar value to be paid now.  But Hours are entered as the TRUE 14 hours 
worked.  So,  the Total to be paid now for this overtime is $122.07.

Now,  look at Line 2 above.  This line represents the Time Card that records 
the Overtime Banking for Mac Potter.  When the Entry Clerk declares Code BI 
(Bank In) as the type of pay entry for Line 2,  the system still knows that 
the allowed banking rate is 25%.  So,  Mac Potter's pay rate for this Bank In 
entry AUTOMATICALLY is reduced by 75%,  making it 25% of the Overtime earned, 
or $2.906 per hour.  The Hours entry is 14 so that work time is reflected 
accurately.  The Total in dollars to be banked for future use is $40.68.

NOTICE:  Overtime paid now ($122.07) plus Overtime banked ($40.68) total to 
$162.75,  the Total Earned.  And the Time Card Entry person had to do no 
calculations to achieve it!

EXAMPLE 2:

Your company decides that the department that includes all service drivers is 
to institute an Overtime Banking option in which each driver  defers 50% of 
their overtime each pay period,  up to a maximum of $5000.00,  to be drawn out
and paid in the slow season.  For a particular pay period,  driver Mac Potter 
earns 14 hours of overtime pay.  Normally,  Mac Potter's overtime pay rate is 
$11.625 per hour.

Mac Potter's time card(s) for this pay period would show a total of 14 hours 
of overtime.  The current dollar value of this overtime is $162.75  ($11.625 X
14).

The Time-Card Entry clerk would enter the following for Mac Potter on the Time
Card Entry/Editing screen:

Ln Date     Code   Job     Task   G/L Acct     Rate      Hours           Total 
1  06/15/01   2    00999   6110   6110-000     5.813     14.00           81.38
2  06/15/01  BI    00999   6110   6110-000     5.812     14.00           81.37

For this example of Overtime Banking,  the important columns still are Code,  
Rate,  Hours  and Total.  When the Entry Clerk declares Code 2 (Overtime) as 
the type of pay for entry Line 1,  the system already knew that the allowed 
banking rate was 50%.  So,  Mac Potter's Overtime Pay Rate AUTOMATICALLY is 
reduced by 50% to separate the dollar value to be banked from the dollar value
to be paid now.  But Hours are entered as the TRUE 14 hours worked.  So,  the 
Total to be paid now for this overtime is $81.38.

Now,  look at Line 2 above.  This line represents the Time Card that records 
the Overtime Banking for Mac Potter.  When the Entry Clerk declares Code BI 
(Bank In) as the type of pay entry for Line 2,  the system still knows that 
the allowed banking rate is 50%.  So,  Mac Potter's pay rate for this Bank In 
entry AUTOMATICALLY is reduced by 50%,  to $5.812 per hour.  Notice that,  in 
this case,  the division of the total overtime does not come out evenly 
($11.625 does not reduce by 50% EVENLY within the digits allowed,  but the 
computer takes care of the adjustments automatically between the present 
overtime rate and the banked rate).  The Hours entry is 14 so that work time 
is reflected accurately.  The Total in dollars to be banked for future use is 
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$81.37.

Overtime paid now ($81.38) plus Overtime banked ($81.37) total to $162.75,  
the Total Earned.  Again the Time Card Entry person had to do no calculations.

4.
3 How Overtime Banking Works - Bank Out Example

The basic assumption behind the Bank Out option of Overtime Banking is that 
the employee has deposited some overtime IN the bank sometime earlier this 
year.  If no such deposits have been made,  the Time Card Entry clerk gets a 
warning message.

Taking pay from the Overtime Bank is initiated by the employee saying they 
wish to do so,  and how much.

The Time Card Entry person then makes an entry of the following type:

Ln Date     Code   Job     Task   G/L Acct     Rate      Hours           Total 
1  12/15/01   BO    00999   6110   6110-000                             200.00

The important columns in this type of entry are Code and Total.  When the 
Entry person types BO (for "Bank Out") in the Code column,  line 4 at the top 
of the Time Card Entry screen shows the message:

Bnk $ Remaining  ###.##

If the employee has no time banked at all,  entering Code BO result in the 
message:

Employee has used. No unpaid dollars remaining.

After you enter Job,  Task,  and G/L information,  the cursor jumps all the 
way to the Total field,  where you enter the amount to be drawn from the 
Overtime Bank.  Obviously,  this amount must be NO GREATER than the amount the
employee has banked.

That's all there is to it.

4.
5Department Code

Column 4 of the Time Card Entry table is for the Department Code in which the work 
for this Time Card is to be allocated.  When the cursor arrives at this field of the line,
the list of defined Department Codes is displayed at the bottom left corner of your 
screen.

4.
6Job and Task Numbers

Columns 5 and 6 of each time card entry line contain the Job Number (if using Job 
Costing) and an associated Task Number.  The Job Number may be up to six (6) digits in 
length.  Press [TAB] and a window of defined jobs will pop up on the screen.  You can 
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choose one by typing the number of the job in the list.  The corresponding job description
will be displayed on line six of the screen just above the column headings of the time 
card entry table.  

You will then be asked to enter the Task Number.  The Task Number may be up to four 
(4) digits in length.  This field also has a [TAB] look-up window you may consult to 
choose the proper task code.  Once the Task has been chosen, the computer enters the 
General Ledger expense account number associated with this Job/Task combination and the 
cursor goes to the Hourly Rate field (no heading).

When the cursor arrives at the Hours column,  you enter the number of hours 
represented by this Time Card.  Notice that hours are entered assuming two (2) decimal 
digits (i.e., to get 1.5 hours you enter “150").

If this time card isn't associated with a Job Number,  press [ENTER] alone and you 
will then be asked to enter a G/L account number.  CAUTION: If a default Job Number shows 
from the previous entry,  you first must press [CTRL] + [Y] to erase the default.  

If your Payroll isn't interfaced to Job Costing,  the computer will ask for neither 
the Job Number nor the Task Number.

4.
7G/L Account Number

Column 7 (no heading) of each time card entry line contains the G/L Account number 
to which that payroll transaction is to be posted.  [ENTER] alone defaults to the G/L 
Account number shown on the bottom line of the screen.  The G/L Account number is seven 
(7) digits in length.  This is entered in two stages.  Enter the first four digits and 
press [ENTER].  The computer will then insert a hyphen (dash).  Enter the last three 
digits.  Default on [ENTER] is 000.  The corresponding G/L account description will be 
displayed on line six of the screen.

NOTE:  For a Salaried Employee,  this is the last field you will record.  The 
salary amount is entered automatically from the data in the Employee Master File record 
for this employee,  field # 19. Base Pay.  The cursor returns to column 2 (Date) of the 
next time card row.

4.
8Hourly Rate

Column 8 (also no heading) holds the HOURLY RATE of pay for an hourly employee.  The
HOURLY RATE is entered for each hourly employee when their employee record is initialized 
through  #1. Work on Employee Master Records  of the Payroll Main Options menu.  The 
HOURLY RATE for an employee will be displayed as the default when the cursor arrives at 
this field of the Employee Time Card Information screen.  If you wish to accept the rate 
displayed,  simply press [ENTER].  If you wish to use another rate,  you may press the 
[BACKSPACE] key (or [RUBOUT]  or [DELETE]).  Then enter a new rate,  allowing three (3) 
decimal digits ("7500" for $7.500).  Press [ENTER] when finished.

Both the HOURLY RATE and HOURS WORKED fields are skipped when the employee is 
defined as salaried.

4.
9Hours Worked

Ver. 9.0
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Column 9 holds the 
HOURS WORKED by this 
employee on this time 
card.  The HOURS WORKED 
may be up to six (6) 
digits in length.  
Enter the HOURS with 
two decimal digits. 

4.
10Total Wages

The last column of each time card entry line contains the TOTAL WAGES earned by the 
work reported on that time card.  The computer will calculate and display the TOTAL WAGES 
for that time card.  Press [ENTER] when finished.  The total hours will be added to the 
accumulated totals at the top of the screen.

The cursor will return to column 2 (Date) of the next time card entry line.  You may
now enter another time card for this employee.

When you have entered all the time cards for this employee,  press [ESC] (or type 
"END" or press the Left Arrow key) for the DATE.  You will get the following What Next 
prompt:

[#]=change Ln #, [TAB]=summary, [ENTER]=save, [ESC]=new employee

4.
11Temporary Deductions

When all time cards have been entered and corrected for an employee,  you respond to
the What Next prompt with [ENTER] alone as described above.  You next will see the 
following Temporary Deductions screen:

Copyright 01/2002

Period Ends: 11/20/2001                                            9.0(###)
Add new time cards                    Employee: 0001 POTTER, MAC
Total Hours:     3.00  Advance Vac Periods:  0
                                                              Bnk In:
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 Temporary Deductions
  TOTAL=               1.
                0.00   2.
                       3.
                       4.
                       5.
                       6.
                       7.
                       8.
                       9.
                      10.
                      11.
                      12.
                      13.
                      14.
                      15.
                      16.

[#]=change Ln #, [TAB]=summary, [ENTER]=save, [ESC]=new employee          █__
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The What Next prompt is at the bottom of the screen.   Respond [ENTER] alone to 
ignore this screen completely.

Temporary Deductions are one time only transactions.  These are NOT related to the 
Standard Deductions like FICA,  etc.  At any one time you may have up to sixteen (16) 
Temporary Deductions active.  Each of these is assigned by you a two-character code as 
well as a longer description (which prints on the Payroll check stub),  and a General 
Ledger posting account for the proceeds of the deduction.  These all are defined under 
Payroll Main Menu choice #15. System Management Functions,  sub-menu choice #1. Define 
Data File Locations,  Screen 6 (out of 6).  See Chapter Sixteen of this manual for details
on defining the list of Temporary Deductions.

To include such deduction(s) respond to the What Next prompt on the above screen 
with the line number (between 1 and 16) on which you wish to record a Temporary Deduction.
Press [ENTER] and the cursor goes to that line.  At the same time along the bottom of your
screen,  a line of two-character Temporary Deductions codes is displayed.  Type the two-
character code of the Temporary Deduction you wish to attach to this employee for this 
payroll (remember,  these are ONE TIME transactions).  Press [ENTER].  The longer name of 
the Temporary Deduction chosen is displayed beside the two-character code and the cursor 
moves to the right to an amount field.  Enter the amount of the Temporary Deduction.  It 
may be up to ten (10) digits.  Allow two decimal digits.  Press [ENTER] when finished.  
The cursor returns to the What Next prompt at the bottom of the screen where you may enter
another temporary deduction on a different line,  or just press [ENTER] to continue.  Your
cursor will go to the Check Stub Note field at the bottom of the screen.

4.
12Check Stub Note

Each time card has a 25-character field called Check Stub Note in which you may 
enter clarification information to the employee.

4.
3#4. Print a Time Card Edit List

After entering a set of time cards it is a good idea to verify the data entered.  To
do this,  use choice #4. Print a time card edit list of the Time Card Entry/Editing 
options screen.

First will be a printer selection screen.  All printers defined on your computer 
system will be displayed along with the choice to Print Report Later.  Choose the printer 
you wish to use for the Edit List by typing the number to the left of its name.

If you choose to save the report to print later,  it will be saved in file 
TMCEDT.PRT as shown on the screen.

Depending upon the size of your master file,  you may briefly see a screen that 
says:

Ver. 9.0
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PRINTING OCCURRING ... PLEASE WAIT

After a few moments,  the bottom of the screen will display the following 
information:

File:  TMCEDT.PRT        Printer: (name)       Display to SCREEN? N

The left most piece of information is the name of the file in which the report has 
been saved.  The middle piece of information is your choice of printer to produce the 
report.  At the right is a prompt to permit you to preview the report on the screen.

If you choose to preview the report on the screen,  press [ESC] when you are 
finished to resume at this spot.

When you respond N(o) to the Display to SCREEN? query,  you are next shown a prompt 
at the lower right of the screen that asks:

Print file? Y

The default here is Y(es).  Pressing only [ENTER] selects this default and initiates
printing of the report.  If you wish not to print the report,  press "N" (for No).

You will be returned to the Time Card Editing/Editing options screen.

4.
4#5. Post Time Cards

Use this function to post time cards to the General Ledger and to Job Costing. Time 
cards must be posted before calculating the payroll.

When you choose this option you first are asked for a POSTING DATE.  This is the 
date that will be recorded for the posting in the General Ledger.  Normally, this will be 
the ending date of the payroll period being processed.  Enter this date in the usual 
MMDDCCYY format.

Next you are asked BY WHOM the time cards are being POSTED.  This field may be up to
thirty (30) alphanumeric characters in length.  You must enter something in this field.

Respond to the ANY CHANGE ? prompt in the usual fashion.  When all changes are 
complete,  respond N(o) or just press [ENTER].

You next will see the printer selection list.  Enter the number of the printer where
you want to print the "Payroll Time Card Register".  Or take choice #5 to print the report
later.  In this case the report will be saved in file PSTTMC.PRT. You may print the report
later by using choice #14. Display/Print Payroll Reports from the Payroll Main Options 
menu.

The Time Cards will be posted and the report will print automatically. You will 
return to the Time Card Entry/Editing options menu.

4.
5#6. Clear Time Cards - Start Over
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WARNING:  This option should be used only in case you have made a very
large error in entering a set of time cards.  This is NOT a step in any 
standard time card procedure.

When you choose this option,  ALL time card entries for ALL 
employees will be erased.  This means ALL time cards entered since you ran 
your last payroll.  When you choose this option even the Pay Period Ending 
Date is erased -- you REALLY are starting over.

4.
6#7. Create time cards for salaried employees

The previous discussion all has centered around processing Time Cards for hourly 
employees.  In this section (and the corresponding option) you process "time cards" to 
initiate payroll for salaried employees.

4.
1Procedure for Create Time Cards for Salaried Employees

1. From the Payroll Main Options Menu,  select  #3. Time Card Entry/Editing.  
Press [ENTER].

2. Respond to the query:

The pay period ending date is MM/DD/CCYY

Do you wish to change this date ?  (N)

To accept the ending date shown,  press [ENTER] alone.

To enter a new Pay Period Ending date,  respond "Y" followed by [ENTER].  Then
enter a new ending date in MMDDYY format.  Press [ENTER] again.  Respond to 
the usual  ANY CHANGE ?  prompt after you review/confirm your date entry.

3. Respond to the query:

The labor overhead is  x.xx %

Do you wish to change this amount ?  (N)

To accept the labor overhead amount shown,  press [ENTER] alone.

To enter a new Labor Overhead rate,  respond "Y" followed by [ENTER].  Then 
enter a new Labor Overhead rate,  allowing for two decimal digits.  (To have a
10% Labor Overhead rate,  enter "1000")  Press [ENTER] again. 

Respond to the query:

Calculate/post overhead on non-job entries?

The default response here is "N".
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Respond to the usual  ANY CHANGE ?  prompt after you review/confirm your Labor
Overhead entries.

4. You come to the Time Card Entry/Editing menu.  Select #7. Create time cards 
for salaried employees.  Press [ENTER].

5. You come to the following selection list for Salaried Employees.  Your cursor 
is at an  ANY CHANGE ?  prompt at the bottom of the screen.

1. Employee Types:    ALL
STARTING:
ENDING:

2. Departments:    ALL
STARTING:
ENDING:

3. Pay Frequencies:    ALL
STARTING:
ENDING:

4. Employee Numbers:    ALL
STARTING:
ENDING:

Specify the salaried employees for whom you are making Time Cards by altering 
the selections in this list.  The default on each attribute is ALL.  To change
this,  type the number of the attribute,  and then enter a STARTING and ENDING
value for a range of selections to make.  Press [ENTER] after each entry.  To 
enter a range for just one value (like a range that only will select employee 
#0001) make that value (001) both the STARTING and the ENDING value of the 
range.

6. When you leave the selections screen (described in the previous step),  the 
Time Cards for the employees selected are created and put in the Time Card 
work file.  You may use choice #4. Print a time card edit list to verify the 
creations.  Any you don't like may either be changed or deleted.  When all are
verified as correct,  you must do choice #5. Post time cards.

Copyright 01/2002
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4.
7Sample Time Card Edit List

REPORT NAME:  TMCEDT.PRT

RUN DATE: 16-OCT-01                      (Your Company Name)                                                         PAGE   1

Payroll Time Card Edit List 8.0(###)

For Period Ending 09/16/2001                                                                                 Overhead =   0.00%
Codes: 0=Salary, 1=Reg, 2=Overtime, 3=Special, 4=Tax., 5=Non Tax., 6=Reimburse, 7=Holiday, 8=Paid Hrs Off, 9=Vacation, 10=Adv. Vac.
Codes: BI=Payroll Bank In, BO=Payroll Bank $ Paid

----------- EMPLOYEE -----------
NO    NAME                         DATE    CODE      JOB    TASK   G/L ACCT DPT       RATE      HOURS          AMOUNT      W/OVERHEAD

0001   POTTER, MAC              09/05/2001   7        000999 6615   6355-000 JY     16.500       8.00         132.00          132.00
                               09/06/2001   1        000284 6250   6250-000 JY     16.500       5.25          86.63           86.63
                               09/06/2001   1        000425 6255   6250-000 JY     16.500       1.00          16.50           16.50

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                               09/09/2001   1        000218 6253   6250-000 JY     16.500       1.00          16.50           16.50
                               09/09/2001  BI        000999 6610   6350-000 *       5.812 *     5.00 BNK     29.06     TO PAY LATER
                                           EMPLOYEE TOTALS TO BE PAID THIS PERIOD            40.00         660.03          660.03
                                                           TO BE PAID LATER                   5.00          29.06
                                                                                          ========    ===========    =============
                                                    TOTALS                                   45.00         689.09           660.03

                 SUMMARY OF HOURS      REGULAR:    32.00        OVERTIME:     0.00    SPECIAL:      0.00
                                       HOLIDAY:     8.00    PAID HRS OFF:     0.00    VACATION:     0.00    ADV.VACATION:   0
                                       BANK IN:     5.00

0003   CAVENDISH, HENRY         09/05/2001   7        000999 6615   6355-000 10     15.150       8.00         121.20          121.20
                               09/06/2001   1        000999 6254   6250-000 10     15.150       2.50          37.88           37.88

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

REPORT TOTALS =======================================================================================================================
   5 EMPLOYEES                                               TO BE PAID THIS PERIOD         163.50         2,289.91        2,289.91
HASH OF EMPLOYEE NUMBERS:     1234                            TO BE PAID LATER                 5.00            29.06
                                                                                          ========      ===========     ===========
                                                                                            168.50         2,318.97        2,289.91

            SUMMARY OF HOURS     REGULAR:   131.50        OVERTIME:     0.00    SPECIAL:      0.00
                                 HOLIDAY:    32.00    PAID HRS OFF:     0.00    VACATION:     0.00
                                 BANK IN:     5.00

                   P/R 'BANK'    PAID IN      29.06
                                PAID OUT       0.00
                                         ===========
                              NET CHANGE      29.06

         * * * GENERAL LEDGER DISTRIBUTION TOTALS * * *

G/L ACCT   ACCOUNT DESCRIPTION                DEBIT       CREDIT
--------   ------------------------------   ----------   ----------
6355-000   Pre-installation Salaries/Wages      483.95
6250-000   Programming A/M Salaries/Wages       608.01
6350-000   Salaries/Wages-Administrative        657.32
6240-000   Post-install Salaries/Wages          197.88
6230-000   Training Salaries/Wages               24.75
6310-000   Salaries/Wages-prelim. contact       318.00
2350-000   Accrued Wages/Reimbursements                    2,289.91
                                           ----------   ----------
                     TOTALS TO SEND TO G/L   2,289.91     2,289.91
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4.
8Sample Payroll Time Card Register

REPORT NAME:  PSTTMC.PRT

RUN DATE: 16-OCT-01                      (Your Company Name)                                                         PAGE   1

Payroll Time Card Register

For Period Ending 09/16/2001            Posted on 09/20/2001  by JRD                                  CHK REC BATCH:  123456
Codes: 0=Salary, 1=Reg, 2=Overtime, 3=Special, 4=Tax., 5=Non Tax., 6=Reimburse, 7=Holiday, 8=Paid Hrs Off, 9=Vacation, 10=Adv. Vac.
Codes: BI=Payroll Bank In, BO=Payroll Bank $ Paid

----------- EMPLOYEE -----------
NO    NAME                         DATE    CODE      JOB    TASK   G/L ACCT DPT       RATE      HOURS          AMOUNT      W/OVERHEAD

0001   POTTER, MAC               09/05/2001   7       000999 6615   6355-000 JY      16.500       8.00         132.00          132.00
                                09/06/2001   1       000284 6250   6250-000 JY      16.500       5.25          86.63           86.63
                                09/06/2001   1       000425 6255   6250-000 JY      16.500       1.00          16.50           16.50

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

                                09/08/2001  BI  PST  000999 6610   6350-000 *     5.812 *     5.00 BNK      29.06     TO PAY LATER
                                                                                            -------    ----------     ------------
                                           EMPLOYEE TOTALS TO BE PAID THIS PERIOD            40.00         660.03          660.03
                                                           TO BE PAID LATER                   5.00          29.06
                                                                                          ========    ===========    =============
                                                    TOTALS                                   45.00         689.09           660.03

                 SUMMARY OF HOURS      REGULAR:    32.00        OVERTIME:     0.00    SPECIAL:      0.00
                                       HOLIDAY:     8.00    PAID HRS OFF:     0.00    VACATION:     0.00    ADV.VACATION:   0
                                       BANK IN:     5.00

0003   CAVENDISH, HENRY           09/05/2001   7      000999 6615   6355-000 10    15.150      8.00         121.20          121.20
                                 09/06/2001   1      000999 6254   6250-000 10    15.150      2.50          37.88           37.88

/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\/\

REPORT TOTALS ======================================================================================================================
   5 EMPLOYEES                                               TO BE PAID THIS PERIOD         163.50         2,289.91        2,289.91
HASH OF EMPLOYEE NUMBERS:     1234                            TO BE PAID LATER                 5.00            29.06
                                                                                          ========      ===========     ===========
                                                                                            168.50         2,318.97        2,289.91

            SUMMARY OF HOURS     REGULAR:   131.50        OVERTIME:     0.00    SPECIAL:      0.00
                                 HOLIDAY:    32.00    PAID HRS OFF:     0.00    VACATION:     0.00
                                 BANK IN:     5.00

                   P/R 'BANK'    PAID IN      29.06
                                PAID OUT       0.00
                                         ===========
                              NET CHANGE      29.06

         * * * GENERAL LEDGER DISTRIBUTION TOTALS * * *

G/L ACCT   ACCOUNT DESCRIPTION                DEBIT       CREDIT
--------   ------------------------------   ----------   ----------
6355-000   Pre-installation Salaries/Wages      483.95
6250-000   Programming A/M Salaries/Wages       608.01
6350-000   Salaries/Wages-Administrative        657.32
6240-000   Post-install Salaries/Wages          197.88
6230-000   Training Salaries/Wages               24.75
6310-000   Salaries/Wages-prelim. contact       318.00
2350-000   Accrued Wages/Reimbursements                    2,289.91
                                           ----------   ----------
                     TOTALS TO SEND TO G/L   2,289.91     2,289.91
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