Payroll, v. 9.0 (###)
Payroll System Management Functions
Which program do you wish to run?

1. Define Data File Locations I_
System Management 2. Create Initial Payroll Data Files
3. Expand/Reduce Size of Payroll Data Files
4. Change Tax Information & Employee Class Titles
5. Change Payroll Passwords
6. Clear MTD Fields in Employee Master File
7. Clear QTD, MTD Fields in Employee Master File
8. Clear YTD, QTD, MTD Fields and Vacation Paid
9. Clear YTD Hours for Fiscal Year
10. Rebuild Payroll Work File from Time Cards
11. Change YTD, QTD Fields in Employee Master File Chapter
Sixteen .
12. Programmer/Analyst Functions
13. Work on User Sign-On Records
14. Backup/Restore Payroll Files ON-LINE
15. Edit Company Name for Reports SYSTEM
16. Edit Time Card History
16.

1Module Overview

The System Management Functions screen is shown above. System Management Functions
allow access to the privileged operations of the Payroll module. These operations are an
integral part of initializing the software system when you purchase it, and in
maintaining stable operation as you use the software. NO portion of System Management
should be used without the assistance of a System Operator. If you do not understand ANY
option, do NOT use it. Contact your System Operator or a System Support person.
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IMPORTANT: Running certain programs in System Management can DESTROY

valuable information!! Be SURE you need to run a program before selecting it!
If you have any doubts or questions, first contact your System Support
person!

Because of the potential dangers mentioned above, the Payroll System Management
Functions option is password protected. When you choose #15. System Management Functions
from the Payroll Main Options menu, vyou first encounter the prompt:

Please enter password

You would type the password at this prompt. Asterisks (**%*) will show as you type.
If the wrong password is entered, the program will return you to the Payroll Main Options
menu.

If no password has been defined for System Management Functions (as would be the
case when you initially install the software), vyou will see the prompt:

You do not currently have a password established.
Do you want to set one now (Y/N) ? |

The default value here is N (o).

It is important to establish a password on the Payroll System Management Functions
access.

16.
1 Explanation of System Management Functions

1. Define Data File Locations - This option controls the assignment of all disk
locations used by the Omni Payroll system and the modules to which it
interfaces. Also, it is the control point of employee number and class
assignments and related default settings, definition of payroll
deduction types, definition of printers, definition of department
posting codes and declaration of G/L posting accounts to use, colors to
be used on color display screens, declaration of G/L posting accounts
to use, and other payroll defaults.

2. Create Initial Payroll Data Files - Use this option to enter the size of every
file used by the Payroll system in terms of the maximum number of
records. At the time of initializing the system, this option creates
all the files declared with greater than zero records.

3. Expand/Reduce Size of Payroll Data Files - Use this option to expand or reduce
the size of any system file after initialization.

4, Change Tax Information & Employee Class Titles - Use this option to define

Ver. 9.0



3

System Management Functions

10.

11.

12.

13.

14.

15.

16.

employee classes, to enter necessary tax rates and tax maximums, and
to define state tax tables for states where your employees reside.

Change Payroll Passwords - Controls access passwords to all sections of the
Payroll system that may be password protected.

Clear MTD Fields in Employee Master File - Clears the monthly accumulating
totals in each employee record. Use this option as part of your month
beginning procedure to set all monthly accumulators to zero.

Clear QTD, MTD Fields in Employee Master File - Clears both quarterly and
monthly accumulating totals in each employee record. Use this option as
part of your quarter beginning procedure to set all quarterly and
monthly accumulators to zero.

Clear YTD, QTD, MTD Fields and Vacation Paid - Clears all yearly, quarterly,
and monthly accumulating totals as well as the yearly total of vacation
paid. Use this option as part of your year beginning procedure to set
all yearly, quarterly, monthly and the vacation paid accumulators to
zZero.

Clear YTD Hours for Fiscal Year - Clears the Fiscal Year accumulators for
overtime hours, special hours, and paid hours off. Use this option at
the beginning of your Fiscal Year to set the overtime, special, and
paid hours off totals to zero.

Rebuild Payroll Work File from Time Cards - Use this option to recover from
the Payroll Work File becoming corrupted by faulty data. This can
happen under even the most meticulous data entry processes.

Change YTD, QTD Fields in Employee Master File - This option permits you to
edit the QTD and YTD fields of employee records in the Employee Master
File. ©Normally, these fields are restricted from change by your
Payroll Clerks. These changes are placed where they may be password
protected under System Management Functions to insure that there are
VERY good reasons for making such changes before they take place.

Programmer/Analyst Functions - This option is used to build or re-build all of
the index files used to control access to the data files of the Payroll
system.

Work on User Sign-On Records - Used to create and manage independent sign-ons
for each user of the Payroll module.

Backup/Restore Payroll Files ON-LINE - Use this option to define disk
locations where back-ups of your important files will be housed. Also,
use this option to institute the back-up or restore operations. These
are temporary on-line back-ups of files, NOT to be confused with the
VERY IMPORTANT daily off-line back-ups you should make of your data.

Edit Company Name for Reports - Permits entry/change of company name, address
information.

Edit Time Card History - Permits direct changes to already posted (and

Copyright 01/2002



4
Payroll Reference Manual
presumably paid) Time Cards now residing in a history file.

16.
2 Responses to the Payroll System Management Functions Menu

To select an option, type the number located to the left of that option
description. Then press [ENTER].

To return to the Payroll Main Options menu, press [ESC] or the Left Arrow key.

l6.
2Disk Space Requirements

On some computer systems, to create or expand data files requires CONTIGUOUS disk
space. That means that all of the disk blocks used to create a file must be in the same
place on the physical device. On such a system, you may have plenty of free disk space
and still not be able to create a data file because the space is fragmented - there only
are little bits of space all over the disk.

For Alpha Micro users specifically, there is no AMOS command that will tell you the
number of contiguous blocks available on any disk. However, the Alpha Micro Users
Society, has a public domain program FRE.LIT that is available to all Alpha Micro
users. We recommend that you install FRE or a similar utility from your software support
organization.

Install FRE.LIT on DSKO:[1,4]. To use FRE, simply type "FRE" at an AMOS dot
prompt. You will see a display like:

Device Size Free In use Contig Label

DSKO 56640 12599 (22) 44041 (77) 2120

DSK1 56640 5735 (10) 50905 (89) 459

DSK2 56640 18780 (33) 37860 (66) 4995

DSK3 56640 27127  (47) 29513 (52) 3886

DSK4 56640 21862 (38) 34778 (61) 3068

Total 283200 86103 (30) 197097 (69)

The "Contig" column is the important one for this discussion. This tells you the

size in computer disk blocks of the largest file you can create. The number of data

records you can create depends on how many records fit in a computer disk block. This
will vary depending upon the amount of information contained in each record.

l6.

3#1. Define Data File Locations
This function allows you to specify several parameters for the Payroll module.

REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!




System Management Functions
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Screen 1 of 7
Define Payroll System Parameters

Enter Device Specifications For Each File

wal

1. EMPMAS e 9. PRDATA

2. EMPIDX e 10. TSINTR

3. TMCARD P 11. CONAME

4. TMCIDX e 12. REPORTS

5. PAYWRK e 13. TEMPS

6. WRKIDX P 14. PRHIDX

7. MANTRX e 15. PAYUSR

8. PRHIST

16. How many terminals are on the system?
17. PPN used for interface to G/L is .......
18. Enter start/stop times on time cards?

20. Background color
21. Foreground color
22. Reduced Intensity
23. Reverse video

ANY CHANGE ? | _

The screen shown above is Screen 1 of the seven (7) that comprise all Payroll system
parameters. On this screen you are declaring disk locations for the necessary system
files, the number of terminals on your system, whether or not time cards will have
start/stop times recorded on them, and data to control colors and other graphic features
of your workstation displays.

16.
1 Procedure for #l1. Define Data File Locations - Screen 1

1. From the Payroll Main Options menu, select #15. System Management Functions.
Press [ENTER].

2. System Management Functions may be protected by a password. Respond to the
request for entering the correct password.

° If no password is being used, Jjust press [ENTER].

° If you enter the correct password, you will continue to the System
Management submenu.

° If you don't enter the correct password, vyou will return to the Payroll
Main Options menu.

3. At the System Management submenu, select #1. Define Data File Locations.
Press [ENTER].

4., You will see Screen 1 of 7 (shown above).
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5. Respond to the ANY CHANGE ? prompt to enter/change the data of any entry on

this screen.

° For the file locations listed in the upper portion of the screen, enter
the four character device specification for each file listed. (Example:
Enter "DSK1" if the file is to be assigned to disk unit 1.) If device

6.

specifications have already been entered, you are allowed to make any
changes.

For item #16, enter the number of terminals (workstations) you have on
your system.

For item #17, enter the project/programmer number (PPN) for the General
Ledger interface file (TSINTR.DAT).

For item #18, specify Y or N as to whether or not you want to enter

start/stop times when entering time cards. The default entry here is

Y (es) .

If you answer Y (es) to the "Enter start/stop times" question, you will
see item #19. Round time cards to nearest 15 minutes. If this is not

satisfactory, vyou need to choose item #19 and enter the least number of
minutes paid. (Example: If you round hours worked to the nearest 15
minutes, enter "15". When the start and stop times are entered for a
time card, the computer will calculate the hours worked and round it to
the nearest 15 minutes.)

For items 20 to 23, enter the numerical codes of the colors to use for
the listed visual effects.

Background Color - the color of the screen where no writing is present.

Foreground Color - the color used to write on the screen.

Reduced Intensity - the color used when a program selects to display
with reduced intensity. On monochrome screens, this will produce
a true reduced intensity of the chosen foreground color.

Reverse video - the color to use in the background with the chosen
background color used for writing. On monochrome screens, this
merely interchanges the foreground and background colors.

COLOR CODES used:
0 = Black

White

= Blue

Magenta

Red

Yellow

= Green

= Cyan

o U WN
Il

When all entries on Screen 1 are satisfactory, press [ENTER] alone in

response to the ANY CHANGE ? prompt. You will be taken to Screen 2 of the six

in this series.
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Screen 2 of 7

Define Payroll System Parameters

1. SPOOL reports after closing? . ual

PRINTERS NAME SYMBOLIC NAME FORM FEED Procedure for

.................. . #1. Define

.................. . Data Flle
Locations -
Screen 2

a b w N

6. Savings Bond Label & Abbreviation ..........  .......
/N deduction group
8. Wage Assignment ANNUAL Exempt Wage
Used with payroll deduction WAGE ASG.
9. Garnishment ANNUAL Exempt Wage
Used with payroll deduction GARNISH
10. Left margin adjust for checks
11. Enable department passwords?
12. Activate User Sign-On/Security?
13. Century to append to all dates

ANY CHANGE 7 I

The screen shown above is Screen 2 of the Define Data File Locations series. This

screen is concerned with printer definitions and information about some standard
deductions for payroll.

Ver.

You enter Screen 2 from Screen 1.

Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.

Specify Y(es) or N(o) as to whether or not the reports are to be spooled
(printed) automatically. If you answer N(o), none of the screens which
ask where (what printer) you want to print reports will come up for your
selection.

Enter the following printer information for each printer on the system.

Enter the system PRINTER NAME, which may be up to six (6) alphanumeric
characters. You will find the printer name in the printer .INI file on
DSKO:[1,4].

Enter a SYMBOLIC NAME which may be up to twelve (12) alphanumeric
characters. This is the name which will display on the screens for
choosing printers. You create these names to be suggestive to your



9

System Management Functions
workers of the corresponding printer.

Specify Y(es) or N(o) as to whether or not the printer has hardware
forms control. Default on [ENTER] is Y(es). Today, most printers have
this feature.

° ITtem #6 suggests a deduction for “Savings Bonds” but this really is a
placeholder for a user defined deduction. Enter an up to twelve (12)
character label (name YOU wish to use) for the “Savings Bond” deduction.
Press [ENTER]. Then enter an up to eight (8) character abbreviation for
this name. Press [ENTER] again.

° (Item #7) Enter the DEDUCTION FREQUENCY for the “SAVINGS BONDS”
deduction. See the explanation of deduction frequency codes later in
this chapter.

o Enter the Wage Assignment Annual Exempt Wage amount. In some states, a
minimum wage/week (calculated at 40 times the Federal Minimum wage) 1is
protected from a deduction for Wage Assignment. In this field, enter
the ANNUAL minimum wage (weekly minimum multiplied by 52) that is used
(if any). If your state has no such protected minimum wage, enter the
default value of 0.00. Allow for two decimal digits for cents on this
entry.

° Enter the Garnishment Annual Exempt Wage amount. In some states, a
minimum wage/week (calculated at 40 times the Federal Minimum wage) is
protected from a deduction for Garnishment. In this field, enter the
ANNUAL minimum wage (weekly minimum multiplied by 52) that is used (if
any). If your state has no such protected minimum wage, enter the
default value of 0.00. Allow for two decimal digits for cents on this
entry.

(] Enter a left-right adjustment for printing on your check stock. This
adjustment is a number of characters out of line. If printing on the
check is too far left, enter a positive number to adjust. If printing
is too far right, enter a negative number to adjust.

° For Item #11, ©respond Y(es) or N(o) whether you wish passwords enabled
by departments.

° For Item #12, respond Y(es) or N(o) whether you wish User Sign-ons and
Security enabled. When enabled, users may be permitted /prevented to
enter various parts of the Payroll system. After being enabled here,
access privileges for each user are set up under System Management
Function #13. Work on User Sign-On Records.

° For Item #13, enter a two digit century prefix to use in eight digit
date formats (e.g., 20).
3. When all entries are satisfactory, press [ENTER] alone in response to the ANY

CHANGE ? prompt. You will be taken to Screen 3 of the six in this series.
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Screen 3 of 7
Define Payroll System Parameters

Deduction Ded s - Subtract from GROSS before calculating ----- nual
16 Descr Group Ded? FWT FICA SWT CWT DISABL FUN SUN MCARE
3 Procedure for

1. 401K 1 Y Y N Y N N N N N #1 Define
Data File

2. ROA 2 N N N N N N N N N Locations -
Screen 3

3. CAFE PLN 1 N Y N N N N N N N

4. INSURANC 1 N Y N N N N N N N

5.

6. NON-CASH 9 N N N N N N N N N

7. RETIRMNT 3 Y N N N N N N N N

ANY CHANGE ? |

Shown above is Screen 3 of the seven under System Management choice #1. Define Data
File Locations. Use this screen to define the non-standard, but regular, payroll
deductions unique to your business. Elsewhere in the Payroll System you may define up to
sixteen (16) temporary (one-time) deductions for each employee.

The screen above includes some sample entries. Each deduction is a complete row
across the table for which you must enter data. All but the first two data fields are
simple Yes/No queries to define the point in time that the deduction may be calculated
(i.e., Dbefore or after other tax related deductions).

1. Make a list of all Payroll deductions your employees will need (beyond the
standard taxes, FICA, savings bonds, etc. that are defined elsewhere in the
system. Group these deductions according to the frequency with which each
deduction is to be made (those for every payroll together, monthly ones
together, «quarterly ones together, one-time-only ones together, etc.)

2. Make up a single character FREQUENCY CODE for each group or type of deduction
you have defined. These may be letters or numerals. The point is that each
deduction of a particular frequency (weekly, monthly, etc.) should be assigned
the SAME FREQUENCY CODE.

3. For each deduction. determine whether it is a percentage or an amount
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transaction.

4. For each deduction defined, determine whether or not (Yes or No) it may
legally be deducted from Gross Wages BEFORE each of the following standard
deductions is calculated:

Federal Withholding Tax

FICA

State Withholding Tax

City Withholding Tax

Disability Wages

Federal Unemployment deductions
State Unemployment deductions
Medicare withholding

5. You enter Screen 3 from Screen 2.

6. Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.
Each deduction is a complete line of data fields across the display screen.
You may enter these deductions in any convenient order in the list. The
FREQUENCY CODE is the information used to select a particular deduction for
payroll.

The default value for each field of a deduction line is the previous value
entered.

At the ANY CHANGE ? prompt, type the number of the deduction line you wish to
enter/change. Press [ENTER].

(] Enter a description for the deduction in column #1 (the left-most).
This may be up to eight (8) alphanumeric characters. These descriptions
will appear on documents (checks, etc.) related to payroll deductions.

You will wish to make these descriptions as familiar as possible.

To completely remove a deduction from the list, enter eight dashes (-)
as the description.

Press [ENTER] when finished. The cursor will continue across the fields
of the row, or (in the case of deleting the deduction) will go back to
the ANY CHANGE ? prompt.

° Enter the one character FREQUENCY CODE you have assigned to this
deduction. BE SURE all deductions occurring with the same frequency
have the same Frequency Code. Press [ENTER].

° Respond Y/N for whether or not this deduction is a percentage one.
Press [ENTER].

(] For each of the next eight fields, <respond Y/N for whether or not the
line deduction being defined is to be subtracted from Gross Earnings
BEFORE calculating the deduction at the top of that column. Example: a
deduction for 401K's would have a "Y" in column four (FWT) because 401K
deductions should be made BEFORE calculating Federal Withholding taxes.

After each entry is made, press [ENTER]. The cursor continues with the
next field of that row.
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[ENTER] at the right-most field takes the cursor to the ANY CHANGE ?

prompt.
7. When all deduction entries are satisfactory, press [ENTER] alone in response
to the ANY CHANGE ? prompt. You will be taken to Screen 4 of the six in this
series.
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Screen 4 of 7
Define Payroll System Parameters
Department/Posting Account Table

Dept ID Default G/L Account
System Management Fun 1. 10 6250-000
16. 2. 01 1000-000
4 3. AB 1111-000 Procedure for
#1. é' cb 2222-000 Define Data File

6: B Locations -
7. - Screen 4
8. -
9. -
10. -
11. -
12. -
13. -
14. -
15. -
16. -

The default payroll expense account speeds up time card entry.
ANY CHANGE ? I

Screen 4 of System Management Function #1. Define Data File Locations is shown
above. On this screen you declare groups of your employees as Departments, give each
Department an ID code, and declare a default (the MOST LIKELY) General Ledger account to
which salaries for the department are to be posted.

1. Make a list of the department groupings your business organization supports
and the General Ledger payroll expense account to which salaries for this
group most often will be recorded. Create a one or two character Department
ID for each such department.

2. You enter Screen 4 from Screen 3.

3. Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.

Each line of the screen is a different department. All fields of a line refer
to the same department.

All fields default to the previous entry of the field.

To erase the entire list of Department Codes, enter * as the Dept ID of Line
#1.
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Department Payroll Earnings Bank

Dpt Bank Rate
ID Active Mult
. 110 Y 0.5000
2 01 N 0.0000
3 AB N 0.0000
4 CD N 0.0000
5 * N 0.0000
6
7
8
9
° 10
11
12
13
14
15
16
ANY CHANGE ? |
°
four digits,
again.
°

When all line entries are satisfactory,

the ANY CHANGE ? prompt.

Emp

Max/Yr

500.
0.

0
0.
0

00
00
.00
00
.00

Liability
Acct (CR)

2100-000

Screen 5 of 7

Expense
Acct (DR)

0300-000

Enter the default General Ledger account number to use.
press [ENTER],

The cursor returns to the ANY CHANGE ? prompt.

nual

Type the
number of the
line you wish
to
enter/change.
Press [ENTER]

Enter the
two character
Department
ID. Press
[ENTER] when
finished.

Type the first
enter the last three digits,

press [ENTER]

press [ENTER] alone in response to

Procedure for #l1. Define Data File Locations - Screen 5

Screen 5 of System Management Function

16.
above.
Ver. 9.0

You will be taken to Screen 5 of this series.

#1. Define Data File Locations is shown
This is the screen where you declare which departments are to participate in
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Overtime Banking, and the allowed deposit Rate and Maximum to use.

l6.
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 employers/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 on the screen shown above. 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, Dbanking 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.

16.
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
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06/15/01 BI 00999 6110 6110-000 2.906 14.00 40.68

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
06/15/01 2 00999 6110 6110-000 5.813 14.00 81.38
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 1is
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, thedivision of the total overtime does not come out evenly
($11.625 does not reduce by 50% EVENLY within the digits allowed, Dbut the
computer takes care of the adjustments automatically between the present
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16.

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
$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.

3 How Overtime Banking Works - Bank Out
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 Jjumps 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.

Procedure:

1. Make a list of the Department ID's used by your company and defined elsewhere
in this software.

2. Determine the pay rate multiplier to be used in each Department for overtime
banking.

3. You enter Screen 5 from Screen 4.

4, Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.

[ Type the number of a line you wish to enter/change. Press [ENTER].
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Ver.

Define Payroll System Parameters

Temporary Deduction Codes/Accounts

Code Description

1. BK BOOKKEEPING CHARGE 4370-000
2. TA TRIP ADVANCE REPMT 7010-000
3. PH TELEPHONE CHARGE 8410-000
4. LT LOST TOOL CHARGE 8440-000
5. UW UNITED WAY CONTRIB 2360-000
6. MD MISCELLANEOUS DED. 2360-000
7. CP COMPANY PURCHASE 6020-000
8. -
9. -
10. -
11. -
12. -
13. -
14. -
15. -
16. -
ANY CHANGE ? ||
(] The cursor goes to the Bank Active column
you desire.
[ In the Rate Multiplier column, enter the

you will permit people in this department

G/L Account

Screen 6 of 7

of that line. Enter Y or N as

fraction of the total overtime
to bank. Enter the fraction

assuming four decimal digits (e.g., 2500 to achieve a banking rate
of 25%).

° Enter the Maximum Amount per Year of pay that each employee of the
department may defer (need not be the same for all departments). Enter

this amount assuming two decimal digits.

(] Enter a liability G/L account number for the account in which the banked

time is to accrue until paid.
of four digits, [ENTER],

Use the usual G/L account number format
three digits.

° Enter an expense G/L account number for the account to be used to post

the pay expense when it finally is paid.

° Your cursor returns to the

ANY CHANGE ?

prompt.

When all finished, press [ENTER] alone at the ANY CHANGE ? prompt. You will
continue to Screen 6 of this series.

Procedure for #l1. Define Data File Locations - Screen 6
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Screen 6 of System Management Function #1. Define Data File Locations series is
shown above. On this screen you record the up to sixteen (16) Temporary Deduction Codes
and G/L Accounts.

1. Make a list of the codes, descriptions, and G/L posting accounts to be used
for Temporary Deductions.

2. You enter Screen 6 from Screen 5.

3. Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.
° Type the number of a line you wish to enter/change. Press [ENTER].
(] The cursor goes to the Code column of that line. Enter the two-digit

Code you will use to denote this Temporary Deduction. Press [ENTER].

o In the Description column, enter an up to 20 character title for this
Temporary Deduction. Press [ENTER].

° Enter a G/L account number for the account to which deductions of this
type are to be posted. Use the usual G/L account number format of four
digits, [ENTER], three digits.

° Your cursor returns to the ANY CHANGE ? prompt.

4, When all finished, press [ENTER] alone at the ANY CHANGE ? prompt. You will
return to the Payroll System Management Functions menu.
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Screen 7 of 7
Define Payroll System Parameters

Set Additional Device Specifications

16 1. EMPDPT DSK04
7 2. EMPDPX DSK04 Procedure
3. TMCHST DSK04
4. TMCHDX DSK04 for #1.
Define
Data File
Locations
- Screen
7

ANY CHANGE 7 I

Screen 7 of System Management Function #1. Define Data File Locations series 1is

shown above. On this screen you record disk locations for files there was no room to
include on Screen #1 of this series. You do this exactly as you did for Screen #1
(above) .
Procedure:
1. You enter Screen 7 from Screen 6.
2. Respond to the ANY CHANGE ? prompt to enter/change any entries on this screen.
° For the file locations listed in the upper portion of the screen, enter
the four character device specification for each file listed. (Example:
Enter "DSK1" if the file is to be assigned to disk unit 1.) If device
specifications have already been entered, you are allowed to make any
changes.
° Your cursor returns to the ANY CHANGE ? prompt.

Ver. 9.0
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3. When all finished, press [ENTER] alone at the ANY CHANGE ? prompt. You will
return to the Payroll System Management Functions menu.
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l6.
442.

Data

This
allows you
initialize
data files
Payroll

Initialize Payroll Data Files

Please enter the max # records al
to allow for each file below:
1. Employee Master I Creat.:e
2. Time Card Initial
3. Manual Transaction
4. Payroll History Paerll
5. User Sign-ons Files
6. Pay Rates by Dept function
to
7. Time Card History all of the
in the
8. Time Card Adjustments Pay Work File module.
9. Time Card Adjustments Time Card File IMPORTANT
Using this
function
will
potentially
delete
(COMPLETELY ERASE) all of the information stored in the Payroll module. BE
VERY CAREFUL!! CONTACT YOUR SYSTEM SUPPORT PERSON BEFORE SELECTING THIS
FUNCTION!!

16.

Ver. 9.0

9.0 (###)

Procedure for #2. Create Initial Payroll Data Files - Screen 1
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Screen 1 of System Management option #2. Create Initial Payroll Data Files is shown
above. There are four screens in this series.

1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

2. Respond to the Password entry query.

3. You come to the Systems Management Functions submenu.

4. Choose #2. Create Initial Payroll Data Files. Press [ENTER].

5. You will see Screen 1 (shown above). The cursor will begin at Field #1. You
may exit from here by pressing [ESC] (or pressing the Left Arrow key). Enter
the number of records you wish to reserve for each of the items shown. Typing
"O0" (zero) or pressing [ENTER] alone will leave the file unchanged.

REMEMBER: This will erase all data stored in the files and
rebuild them to the number of records you specify.

6. When all finished specifying new sizes, respond to the ANY CHANGE ? prompt.
Make any necessary changes. Default on [ENTER] is N(o). You will continue to
Screen 2 of this series.

16.
2 Procedure for #2. Create Initial Payroll Data Files - Screen 2
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9.0 (###)
Initialize Payroll Data Files

lal

Are paid hours off (PHO's) exempt from FICA? I_

Is this payroll for a restaurant?

Screen 2 of the System Management Function #2. Create Initial Payroll Data Files

series is shown above.

16.

Ver.

Screen 2 1is reached from Screen 1 of this series.
The initial cursor position is on the query:
Are paid hours off (PHO's) exempt from FICA?

Specify Y(es) or N(o) as to whether or not Paid Hours Off are exempt from
withholding FICA. Default on [ENTER] is N (o).

You will see the query:
Is this payroll for a restaurant?

Specify Y(es) or N(o) as to whether or not this payroll is for a restaurant.
Default on [ENTER] is N (o).

You will continue to Screen 3 of this series.

Procedure for #2. Create Initial Payroll Data Files - Screen 3



9.0 (###)
Initialize Payroll Data Files

System Managemen

Special entry: L et

Enter any special ID no. required for your company, e.g. an SSA no. on a W2.
* * * Be SURE your entry is in EXACT format required. Don't guess. * * *

ANy cHANGE ? ||
ANY CHANGE ? |

Screen 3 of the System Management Function #2. Create Initial Payroll Data Files
series is shown above.

1. Screen 3 is reached from Screen 2 of this series.

2. Enter your company name. It may be up to thirty (30) alphanumeric characters
in length. The company name will be printed at the top of reports and also
will be displayed on the Payroll Main Options menu.

3. Respond to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will continue to Screen 4 of this series.
16.
4 Procedure for #2. Create Initial Payroll Data Files - Screen 4
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Screen #4 of the Create Initial Payroll Data Files series is shown above. This

prompt is to record any special SSA number that might be required of your company to
appear on employee W-2 forms.

Ver.

Screen 4 is reached from Screen 3 of this series.

Enter the special ID number which may be up to thirty (30) alphanumeric
characters in length. This ID number will be printed on employee W-2 forms
when they are generated. You MUST have this entry in the exact format
required for it to properly appear.

Respond to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will return to the System Management Functions sub-menu.

Press [ESC] or press the Left Arrow key to return to the Payroll Main Options
menu.



Your Company Name 9.0 (###)
Expand/Contract Size of the Payroll Data Files

System Management

16. Which file do you wish to expand or contract? I_
5#3.
1. Employee Master
2. Time Card
3. Manual Transaction
4. Payroll History
5. Payroll Sign-ons

6. Employee Dept Pay Rates
7. Time Card History
8. Time Card Adjustments

9. Time Card Adjustment Pay Work File

Expand/Reduce Size of Payroll Data Files

This function allows you to make the data files smaller or larger. You use this
function when the FILE INFORMATION table on the Payroll Main Options menu shows that a
particular file has very little unused space LEFT for new information. You also use this
function when you have received a "FILE FULL" message while running the Payroll module.

REMEMBER: 1If vyou do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!
16.
1 Procedure for #3. Expand/Reduce Size of P/R Data Files - Screen 1
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Your Company Name 9.0 (###)
Expand/Contract Size of the Payroll Data Files

lal
Employee Master File
Current maximum # of records is 20.
Number of records in use is 10.
What do you want as the new maximum # of records? I
Screen 1 of the
choice #3.
Expand/Reduce Size of Payroll Data Files series is shown above. There are two screens in
this series.
1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].
2. Respond to the Password entry query.
3. You come to the Systems Management Functions submenu. Choose
#3. Expand/Reduce Size of Payroll Data Files. Press [ENTER].
4, You will see Screen 1 (shown above). You may exit from here by pressing [ESC]
(or pressing the Left Arrow key).
5. Select the file which you wish to increase or decrease. Press [ENTER].
will continue to Screen 2.
16.
2 Procedure for #3. Expand/Reduce Size of P/R Data Files - Screen 2
NOTE: For this example, we are assuming that one Screen 1 of this series you chose

to work on the Employee Master file.

Ver. 9.0



Your Company Name 9.0 (##4#)
Define Company Address and ID #'s

COMPANY NAME ittt it ittt eieiannen
ADDRESS 1 i e e e
ADDRESS 2 i i e e e
ADDRESS 3 i i i e e e e

System Managemen

Sw N

5. FICA MAXIMUM  .........
6. EMPLOYEE'S FICA PERCENT

7. EMPLOYER'S FICA PERCENT e
8. MEDICARE MAXIMUM  .........
9. EMPLOYEE'S M'CARE PERCENT

0

10. EMPLOYER'S M'CARE PERCENT e

EMPLOYEE CLASSIFICATIONS
11, oo 19, (i
120 i 200 oo
13, i N
14, i 220 e
15, i 230 i e
160 it 24, oo,
170 i 250 oo
I8. it

ANY CHANGE 7 I

Screen 2 of the Expand/Reduce Size of Payroll Data Files series is shown above. A
similar screen (with a different file title) appears no matter which choice you make on
Screen 1 of this series.

1. Screen 2 is reached from Screen 1. You are shown the current size of the file
you have chosen. Enter the new maximum number of records to allow for this
file.

2. If you want to return to Screen 1 (and not continue), press [ESC] (or press

the Left Arrow key).

16.
6#4. Change Tax Information & Employee Class Titles

This function allows you to create or change the tax tables and employee
classification descriptions. This is for both Federal and state tax tables.

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!
16.
1 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 1

Company Information Associated with Deductions

Copyright 01/2002
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Screen 1 of the choice #4. Change Tax Information & Employee Class Titles series is
shown above.

1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

2. Respond to the Password entry query.

3. You come to the Systems Management Functions submenu. Choose #4. Change Tax
Information & Employee Class Titles. Press [ENTER].

4, If you haven't entered your tax tables, vyou will be asked to enter all of the
following information. If you are changing the tax tables, you will arrive
on Screen 1 at the ANY CHANGE ? prompt. From there, choose the field you
wish to change by typing the number to the left of the description.

° Enter the COMPANY NAME which may be up to thirty (30) alphanumeric
characters. This name is printed on W-2's and other tax forms.

° Enter ADDRESS LINE 1 which may be up to thirty (30) alphanumeric
characters.

° Enter ADDRESS LINE 2 as you did Address line 1.

° Enter ADDRESS LINE 3 as you did Address line 1.

° Enter the FICA MAXIMUM which may be up to ten (10) digits in length.

Enter this amount allowing for two (2) decimal places. The FICA MAXIMUM
is the maximum amount of wages subject to FICA.

Ver. 9.0



System Management

° Enter the
EMPLOYEE'S
FICA PERCENT
which may be
up to four
(4) digits in
Enter Table # [ length.
NOTE: #52 = (deduction 1) Company Expense Enter this
#53 = (deduction 2) Company Expense amount
#54 = (deduction 3) Company Expense .
#55 = (deduction 4) Company Expense allowing for
#56 = (deduction 5) Company Expense two (2)
#57 = (deduction 6) Company Expense decimal
#58 = (deduction 7) Company Expense places. The
EMPLOYEE'S
#59 = Earned Income Credit FICA PERCENT
#60 = Federal Tax Table is the FICA
tax rate for
employees.

° Enter the EMPLOYER'S FICA PERCENT as you did the employee's FICA
percent.

° Enter the MEDICARE MAXIMUM which may be up to ten (10) digits in length.
Enter this amount allowing two decimal digits. The MEDICARE MAXIMUM is
the maximum amount of wages subject to Medicare. When there is no
maximum (ALL wages are subject to this tax) fill this field with 9's
(999999.99) .

° Enter the EMPLOYEE'S M'CARE PERCENT which may be up to four (4) digits
in length. Enter this amount allowing for two (2) decimal digits. The
EMPLOYEE'S M'CARE PERCENT is the Medicare rate for employees.

° Enter the EMPLOYER'S M'CARE PERCENT which may be up to four (4) digits
in length. Enter this amount allowing for two (2) decimal digits. The
EMPLOYER'S M'CARE PERCENT is the Medicare rate paid by employers.

° Enter the EMPLOYEE CLASSIFICATIONS definitions which may be up to
fifteen (15) alphanumeric characters in length. The system supports up
to fifteen (15) Employee Classifications.

5. When all entries/changes have successfully been made, respond to the ANY

(Your Company Name) 9.0 (###)
Tax Tables/Company Expenses Tables

CHANGE ? prompt by pressing [ENTER] alone. You will continue to Screen 2 of
this series.

16.

2 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 2
Tax Table Selection Screen
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(Your Company Name) 9.0 (###)

State Tax Tables State # 1
1. STATE ID #  .......... 11. EMPLOYER SDI MAX ....vvun...
lal

2. STATE NAME .......... 12. EMPLOYER SDI %  .....
3. STATE TAX? . 13. UNEMPLOYMENT MAX ..........
4. % OF FED W/T  ..... 14. UNEMPLOYMENT %  .....
5. AMT PER EXEMPT 15. G/L ACCT FOR W/T R
6. EMPLOYEE SDI MAX 16. G/L ACCT FOR SDI R
7. EMPLOYEE SDI % 17. G/L ACCT FOR UNEMP ....-...
---CALC TAX ON NET AFTER 18. TAX CREDIT/EXEMPT

8. FED W/T ? . (ANNUAL)

9. FICA ?

10. MEDICARE °?

ANY CHANGE 7 I

Screen 2 of #4. Change Tax Information & Employee Class Titles is used to initiate

building of payroll tax tables for all states in which you have employees resident. It
also is used to define company expenses tables related to company sponsored benefits that
result in deductions, to define the Federal tax tables, and credits tables for Earned
Income Credits.

16.

Ver.

You enter Screen 2 of this series from Screen 1.

Enter the TABLE NUMBER which may be up to two (2) digits in length. This
number is the same as the STATE TAX CODE used in the Employee Master file.
Typically, Table #1 is for the "home" state. Enter "60" for the federal tax
tables, and use "59" for Earned Income Credits tables. The list displayed on
the screen tells what Table number to use for each deduction.

° If you enter a Table number for a state, vyou will continue to Screen 3.

° If you enter "60" for the Federal tax tables, vyou will continue to
Screen 7 (below).

° If you enter "59" for Earned Income Credits tables, you will continue
to Screen 11 (below).

° If you enter a number between 52 and 58, vyou will go to Screen 12
(below) .

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 3
State Tax Information Screen
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Screen 3 of choice #4. Change Tax Information & Employee Class Titles is used to
enter the rates and parameters for the payroll tax table of a single state in which you

have employees.

1. You enter Screen 3 of this

2. If you haven't entered the
enter all of the following
you will enter this screen

series from Screen 2.

tax tables for this state, vyou will be asked to
information. If you are changing the tax tables,
at the ANY CHANGE ? prompt.

° Enter the STATE ID NUMBER which may be up to ten (10) alphanumeric

characters in length.

(] Enter the STATE NAME which may be up to ten (10) alphanumeric characters
in length.
(] For field #3, specify Y(es) or N(o) as to whether or not this state has

a state withholding tax.

° If the state withholding tax is calculated as a percent of the federal
withholding tax, enter the % OF FED W/T in field #4. This may be up
to five (5) digits in length. Enter this amount assuming two (2)
decimal digits. If the state tax isn't calculated as a percent of the

federal tax, enter

"O" in field #4.

° In field #5, enter the Annual Withholding Allowance Per Exemption as

the AMT PER EXEMPT.

This may be up to ten (10) digits in length. Enter

this amount to two (2) decimal places.

° In field #6, enter the EMPLOYEE STATE DISABILITY MAXIMUM (SDI) which

may be up to ten (10)

digits in length. Enter this amount allowing for
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two (2) decimal digits.

) In field #7, enter the EMPLOYEE STATE DISABILITY PERCENT which may be
up to five (5) digits in length. Enter this amount allowing for two (2)
decimal digits.

° In field #8, specify Y(es) or N(o) as to whether or not the state tax
should be calculated on the net pay after withholding the federal tax
(FED W/T) .

(] In field #9, specify Y(es) or N(o) as to whether or not the state tax

should be calculated on the net pay after withholding FICA.

[ In field #10, specify Y(es) or N(o) as to whether or not the state tax
should be calculated on the net pay after withholding MEDICARE.

) In field #11, enter the EMPLOYER STATE DISABILITY MAXIMUM which may be
up to ten (10) digits in length. Enter this amount allowing for two (2)
decimal digits.

° In field #12, enter the EMPLOYER STATE DISABILITY PERCENT which may be
up to five (5) digits in length. Enter this amount allowing for two (2)
decimal digits.

° In field #13, enter the STATE UNEMPLOYMENT MAXIMUM which may be up to
ten (10) digits in length. Enter this amount allowing for two (2)
decimal digits.

° In field #14, enter the STATE UNEMPLOYMENT PERCENT which may be up to
five (5) digits in length. Enter this amount allowing for two (2)
decimal digits.

° In field #15, enter the GENERAL LEDGER ACCOUNT NUMBER for STATE
WITHHOLDING TAX. This is a liability account for the accrued state
withholding tax. The ACCOUNT NUMBER is entered in two stages. Enter
the first four digits. Press [ENTER]. The computer will now display a
hyphen. Enter the last three digits. Press [ENTER] again. Default
entry for the last three digits on [ENTER] alone is 000.

° In field #16, enter the GENERAL LEDGER ACCOUNT NUMBER for STATE
DISABILITY TAX as you did for the state withholding tax. This is a
liability account for the accrued state disability tax.

° In field #17, enter the GENERAL LEDGER ACCOUNT NUMBER for STATE
UNEMPLOYMENT as you did for the state withholding tax. This is an
expense account for the employer's unemployment tax.

° In field #18, enter the TAX CREDIT/EXEMPT (ANNUAL) amount. This is a
standard Tax Credit per exemption that applies ONLY to the State of
California. Other states will have zero entered in this field.

When all entries are made on this screen, or after each change that you make,
you will return to the ANY CHANGE ? prompt. Make any necessary changes.
Default on [ENTER] alone is N(o). You will continue to Screen 4 of this
series.



(Your Company Name) 9.0 (###)
Tax Tables/Company Expenses Tables State # .. (state name)
1. SINGLE EXEMPT WAGES  ..........

System Managemel
ANNUAL TAX TABLE - SINGLE

16.
WAGES AMOUNT + % OF REMAINDER
4 Procedure
for #4.

20 i 3. . 4. ... ch P
5 . 6 . 7., ange fax
8. . 9. ... 10, ..... Info & Emp.
11, v, 120 v 13. ..... Cls. Titles
ié. .......... 12. .......... ig. ..... - Screen 4
200 i 21, il 22. ... State Tax
230 .. 240 Lol 25. ... Single
2600 i 2 28. ... Person Rates
20, i 300 b 31. ..... Screen

ANY CHANGE 7 l

Screen 4 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the payroll tax table of a single state in

which you have employees. Screen 4 is the withholding table for a Single employee in this
state.
1. You enter Screen 4 of this series from Screen 3.
2. If you haven't entered the tax tables for this state, vyou will be asked to
enter all of the following information. If you are changing the tax tables,

you will enter Screen 4 at the ANY CHANGE ? prompt.

° On Line 1, enter the WAGES which are EXEMPT from withholding tax for a
SINGLE PERSON in this state. This amount may be up to ten (10) digits
in length. Enter this amount to two (2) decimal digits.
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(Your Company Name) 9.0 (###)
Tax Tables/Company Expenses Tables State # .. (state name)
1. MARRIED EXEMPT WAGES ..........

nual
ANNUAL TAX TABLE - MARRIED

WAGES AMOUNT + % OF REMAINDER
2. i 3. e 4. ...,
5. oo, 6. ... To oo
8. ... 9. .. 10. .....
1. oo, 12, ..ol 13. .....
14, ... 15, ...l 16. .....
17. oo, 18. ... 19. ...,
200 ool 2 22, ...,
23,0 oo, 24, ... 25. ...,
260 v, 270 e, 28. ...,
29. ..ol 300 e 31. ...,

ANY CHANGE ? ||
NOTE: This is not the same as the allowance given per exemption (for
California) entered on Screen 3 above.

° In fields 2 through 31, enter the ANNUAL WITHHOLDING TAX TABLE for a
SINGLE PERSON. The tax table is entered from the largest wages to
the smallest.

° Enter the WAGES in the first column of each row, which may be up to ten
(10) digits in length. Enter this amount to two (2) decimal digits.

° Enter the base TAX AMOUNT in column two of each row on the wages just
entered in column one. This amount may be up to ten (10) digits in
length and must be entered to two (2) decimal digits.

° Enter in column three the TAX PERCENT on the excess over the wages just
entered. This amount may be up to five (5) digits in length and must be
entered to two (2) decimal digits.

3. When all data has been entered (or after each field change you make), you
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] alone is N(o). You will continue to Screen 5.
16.
5 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 5

State Tax Married Person Rates Table
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Screen 5 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the payroll tax table of a single state in

which you have employees. Screen 5 is
this state.

1. You enter Screen 5 of this

2. If you haven't entered the
enter all of the following
you will enter Screen 5 at

the withholding table for a Married employee in

series from Screen 4.

tax tables for this state, vyou will be asked to
information. If you are changing the tax tables,
the ANY CHANGE ? prompt.

° On Line 1, enter the WAGES which are EXEMPT from withholding tax for a
MARRIED PERSON in this state. This amount may be up to ten (10) digits
in length. Enter this amount assuming two (2) decimal digits.

NOTE: This is not the same as the allowance given per exemption (for
California) entered on Screen 3 above.

[ In fields 2 through 31, enter the ANNUAL TAX TABLE for a MARRIED
PERSON. The tax table is entered from the largest wages to the
smallest.

° Enter the WAGES in the first column of each row, which may be up to ten
(10) digits in length. Enter this amount assuming two (2) decimal
digits.

° In column two of each row, enter the TAX AMOUNT on the wages just
entered in column one. This amount may be up to ten (10) digits in

length and must be entered to two (2) decimal digits.

° Enter in column three the TAX WITHHOLDING PERCENT on the excess over the

wages just entered.

This amount may be up to six (6) digits in length

and must be entered allowing for (3) decimal digits.

3. When all data has been entered (or after each field change you make), you
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on

[ENTER] is N(o). You will

continue to Screen 6.
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(Your Company Name) 9.0 (##4#)

Classification Tax Rates State # .. (state name)
Manual
l6. Clerical 1. oo,
6 Sales 20 e Procedure for
#4. Technical z. ....... Change Tax Info
& 5. . Emp. Cls.
6. . Titles - Screen
6 T e
LOIREERRRE State Tax
9. L......
10, Ll Employee
11, eeenn.. Classifications
12, ... Screen
13, ...,
14, .......
15, ...

ANY CHANGE 7 l

Screen 6 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the payroll tax table of a single state in
which you have employees. Screen 6 is the table of tax rates for each employee
classification.

1. You enter Screen 6 of this series from Screen 5.

2. If you haven't entered the tax tables for this state, vyou will be asked to
enter all of the following information. If you are changing the tax tables,
you will enter this screen at the ANY CHANGE ? prompt.

3. Enter/change any TAX RATE that applies to an EMPLOYEE CLASSIFICATION by typing
the number of that classification. This amount may be up to seven (7) digits
in length. Enter the tax rate allowing for FOUR (4) decimal digits.

Names of the EMPLOYEE CLASSIFICATIONS are entered via Screen 1 of this series
(see above).
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(Your Company Name)

Tax Tables/Company Expenses Tables State # 1
1. STATE ID # 123456 11. EMPLOYER SDI MAX
System Managemen
4 2. STATE NAME Illinois 12. EMPLOYER SDI %
3. STATE TAX? Y 13. UNEMPLOYMENT MAX
4. % OF FED W/T 0.00 14. UNEMPLOYMENT %
5. AMT PER EXEMPT 1,000.00 15. G/L ACCT FOR W/T
6. EMPLOYEE SDI MAX 0.00 16. G/L ACCT FOR SDI
7. EMPLOYEE SDI % 0.00 17. G/L ACCT FOR UNEMP
-—--CALC TAX ON NET AFTER 18. TAX CREDIT/EXEMPT
8. FED W/T 2 N (ANNUAL)
9. FICA 2 N
10. MEDICARE ? N
16 ANY CHANGE ? I
7 Examples of Screens 3, 4, 5, and 6 - State Taxes
SAMPLE: SCREEN 3

9.0 (###)

9,000.00

5.40

2320-000

2360-000

8160-000

You return
to the ANY
CHANGE ?
prompt.
Make any
other
necessary
changes.
Default on
[ENTER] is
N(o). You
will return
to Screen 2
of this
series.

Copyright 01/2002



(Your Company Name) 9.0 (###)
Tax Tables/Company Expenses Tables State # 1 Illinois
1. MARRIED EXEMPT WAGES 0.00

nual
ANNUAL TAX TABLE - MARRIED

WAGES AMOUNT + % OF REMAINDER
2. 0.00 3 0.00 4 3.000
5. 0.00 6 0.00 7. 0.000
8. 0.00 9. 0.00 10. 0.000
11. 0.00 12. 0.00 13. 0.000
14. 0.00 15. 0.00 16. 0.000
17. 0.00 18. 0.00 19. 0.000
20. 0.00 21. 0.00 22. 0.000
23. 0.00 24. 0.00 25. 0.000
26. 0.00 27. 0.00 28. 0.000
29 0.00 30. 0.00 31. 0.000

ANY CHANGE ? ||
SAMPLE: SCREEN 4

The Illinois tax rate is a flat 3.0%. Notice how this is recorded in Screen 4
(above) and Screen 5 (below).

SAMPLE: SCREEN 5

Ver. 9.0
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Ver.

Payroll, v. 9.0 (###)

Tax Tables/Company Expenses Tables State # 60 USA
1. ID # e 4. UNEMPLOYMENT MAX ..........
2. FED TAX? . 5. UNEMPLOYMENT %  .....
3. AMT PER EXEMPT  .......... 6. G/L ACCT FOR W/T R

7. G/L ACCT FOR UNEMP ....-...

ANY CHANGE ? ||
SAMPLE: SCREEN 6

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 7
Federal Taxes Information Screen

lal
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Screen 7 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the payroll tax tables. Screen 7 is the
first part of the tables of tax rates for Federal Tax Withholding.

1. You enter Screen 7 of this series from Screen 2 (see above) by typing "60" as
the Table Number.

2. If you haven't entered the federal tax tables, vyou will be asked to enter all
of the following information. If you are changing the tax tables, vyou will

enter this page at the ANY CHANGE ? prompt.

Enter the FEDERAL ID NUMBER for your company which may be up to ten (10)
alphanumeric characters in length.

Specify Y(es) or N(o) as to whether or not there is a federal
withholding tax.

Enter the Annual Withholding Allowance Per Exemption (AMT PER EXEMPT)
which may be up to ten (10) digits in length. Enter this amount
assuming two (2) decimal digits.

Enter the FEDERAL UNEMPLOYMENT MAXIMUM which may be up to ten (10)
digits in length. Enter this amount to two (2) decimal digits.

Enter the FEDERAL UNEMPLOYMENT PERCENT which may be up to five (5)
digits in length. Enter this amount to two (2) decimal digits.

Enter the GENERAL LEDGER ACCOUNT NUMBER for FEDERAL WITHHOLDING TAX.
This is a liability account for the accrued federal withholding tax.
The ACCOUNT NUMBER is entered in two stages. Enter the first four
digits. Press [ENTER]. The computer will now display a hyphen. Enter
the last three digits. Press [ENTER] again. Default on pressing

Copyright 01/2002
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Payroll, v. 9.0 (###)
Tax Tables/Company Expenses Tables State # 60 USA

1. SINGLE EXEMPT WAGES  ..........

al
ANNUAL TAX TABLE - SINGLE
WAGES AMOUNT + % OF REMAINDER
20 e 3. e 4. ...
5. e 6o e T e
8. .. 9r e 10, .....
11 eeeennn. 120 oo, 13. ...
14, oveennn... 15, ceeiiinnn. 16. .....
170 e S T 19. .....
200 i P I 22, ...
230 ool 24, ool 25. ...
260 i 270 e 28. .....
29, i 300 i 31. ...
ANY CHANGE ? ||
[ENTER] alone is 000.
° Enter the GENERAL LEDGER ACCOUNT NUMBER for FEDERAL UNEMPLOYMENT as you

did for the federal withholding tax. This is an expense account for the
employer's unemployment tax.

When all entries have been made (or after each change) you will return to the
ANY CHANGE ? prompt. Make any necessary changes. Default on [ENTER] alone is
N(o). You will continue to Screen 8 of this series.

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 8
Federal Taxes Single Person Withholding Table



Payroll, v. 9.0 (###)
Tax Tables/Company Expenses Tables State # 60 USA
1. MARRIED EXEMPT WAGES ..........
System Managemel
ANNUAL TAX TABLE - MARRIED
WAGES AMOUNT + % OF REMAINDER
Screen 2. . 3. i 4. ... 8 of choice
#4. Change 5. i [ Te o Tax
Information ?1 .......... ?2 .......... ig ..... & Employee
Class Titles 14, 15, i, 6. ..... is used to
continue 170 e, 18, .. 19. ..... entering the
rates and 200 oo 2 22, ..., parameters
for the ;2 .......... 53 .......... ;2 ..... payroll tax
tables. 2o, LT Sel s Screen 8 is
the SINGLE PERSON table
of tax rates for Federal
tax withholding.

ANY CHANGE ?

1. CHANG L You enter
Screen 8 of this series from Screen 7.

2. If you haven't entered the federal tax tables, you will be asked to enter all
of the following information. If you are changing the tax tables, vyou will
enter this screen at the ANY CHANGE ? prompt.

° Enter the WAGES which are EXEMPT from withholding tax for a SINGLE
PERSON. This amount may be up to ten (10) digits in length. Enter this
amount assuming two (2) decimal digits.

Note: This is NOT the same as the allowance given per exemption (for
California) on Screen 7 (see above).

(] Enter the ANNUAL TAX TABLE for a SINGLE PERSON. The tax table is
entered from the largest wages to the smallest.

(] Enter the WAGES which may be up to ten (10) digits in length. Enter
this amount assuming two (2) decimal digits.

° Enter the TAX AMOUNT on the wages just entered. This amount may be up
to ten (10) digits in length and must be entered assuming two (2)
decimal digits.

° Enter the TAX PERCENT on the excess over the wages just entered. This
amount may be up to five (5) digits in length and must be entered
assuming THREE (3) decimal digits.

3. When all entries are complete (or after each change you make), vyou will
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will continue to Screen 9 of this series.

16.
10 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 9

Federal Taxes Married Person Withholding Table

Copyright 01/2002
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Screen 9 of choice #4. Change Tax Information & Employee Class Titles is used to

continue entering the rates and parameters for the payroll tax tables. Screen 9 is the
MARRIED PERSON table of tax rates for Federal tax withholding.

Ver.

1. You enter Screen 9 of this series from Screen 8.
2. If you haven't entered the federal tax tables, you will be asked to enter all
of the following information. If you are changing the tax tables, vyou will

enter this screen at the ANY CHANGE ? prompt.

° Enter the WAGES which are EXEMPT from withholding tax for a MARRIED
PERSON. This amount may be up to ten (10) digits in length. Enter this
amount assuming two (2) decimal digits.

Note: This is NOT the same as the allowance given per exemption (for
California) on Screen 7 (see above).

(] Enter the ANNUAL TAX TABLE for a MARRIED PERSON. The tax table is
entered from the largest wages to the smallest.

(] Enter the WAGES which may be up to ten (10) digits in length. Enter
this amount assuming two (2) decimal digits.

° Enter the TAX AMOUNT on the wages just entered. This amount may be up
to ten (10) digits in length and must be entered assuming two (2)
decimal digits.

° Enter the TAX PERCENT on the excess over the wages just entered. This
amount may be up to five (5) digits in length and must be entered
assuming THREE (3) decimal digits.



Payroll, v. 9.0 (###)
Classification Tax Rates State # 60 USA

System Managemen

Clerical 1. o......
1 20 oo
3. icheniical 3. o Afte].: all
4. ..., entries are
5. ... made (or
B e after each
8. tein... change is
9. ... complete),
10, ... you will
TR return to
13, oo, the ANY
14, co..... CHANGE *?
15, ..., prompt.
Make any
necessary
changes.
aNY cHANGE ? [ Default on
[ENTER] is
N(o). You will continue to Screen 10 of this series.
16.
11 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 10
Federal Taxes Employee Classifications Table
Screen 10 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the payroll tax tables. Screen 10 is for

the tax rates by Employee Classification for Federal Tax withholding.

Copyright 01/2002
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You enter Screen 10 of this series from Screen 9.

If you haven't entered the federal tax tables, you will be asked to enter all
of the following information. If you are changing the tax tables, vyou will
enter this screen at the ANY CHANGE ? prompt.

° Enter the TAX RATE for each EMPLOYEE CLASSIFICATION. This amount may be
up to seven (7) digits in length. Enter this tax rate assuming FOUR (4)
decimal digits.

When all entries are completed (or after each change you make), you will
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will return to Screen 2 of this series (see above).



Tax Tables/Company Expenses Tables

1. SINGLE EXEMPT WAGES

System Managemel

16.

12

ANY CHANGE 7

ANY CHANGE 7

WAGES
2. 299,000.
5. 138,400.
8. 62,200.
11. 28,700.
14. 2,650.
17.
20.
23.
26.
29.
| I

L

0.

0
0.
0.
0

Payroll, v. 9.0 (###)

0.

State # 60

00

ANNUAL TAX TABLE - SINGLE

12.
15.
18.
21.
24.
27.

AMOUNT +

92,022.50
35,812.50
12,952.50
3,907.50
0.00

O O O oo
o
(e}

SAMPLE: SCREEN 7

SAMPLE: SCREEN 8

USA

10.
13.
16.
19.
22.
25.
28.
31.

REMAINDER

.600
.000
.000
.000
.000
.000
.000
.000
.000
.000

Examples of
Screens 7,
8, 9, and
10 - Federal
Tax Tables
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Classification Tax Rates

System Managemel

Clerical
Salesperson
Technical

ANY CHANGE 7 I
ANY CHANGE °? l

Payroll,
State

@ ~Jo U b WN

R el el
G WN P OV

SAMPLE :

SAMPLE :

v. 9.0 (###)
# 60 USA

.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000
.0000

O OO OO ODODODOOOOOoO oo

SCREEN 9

SCREEN 10

Copyright 01/2002
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Payroll, v. 9.0 (###)
Tax Tables/Company Expenses Tables State # 59

1. STATE ID # N/A 11. EMPLOYER SDI MAX 0.00
System Managemen
16 2. STATE NAME Adv EIC PD 12. EMPLOYER SDI % 0.00
13 Procedure
3. STATE TAX? N 13. UNEMPLOYMENT MAX 0.00 for #4
Change Tax
4. $ OF FED W/T 0.00 14. UNEMPLOYMENT % 0.70 Info & Emp.
Cls. Titles
5. AMT PER EXEMPT 0.00 15. G/L ACCT FOR W/T 2320-000 - Screen 11
Earned
6. EMPLOYEE SDI MAX 0.00 16. G/L ACCT FOR SDI 2360-000 Income
Credit
7. EMPLOYEE SDI % 0.00 17. G/L ACCT FOR UNEMP 2360-000 Tables
Information
---CALC TAX ON NET AFTER 18. TAX CREDIT/EXEMPT Screen

8. FED W/T ?
9. FICA ?
10. MEDICARE ?

(ANNUAL) 0.00

zZ =z 2z

ANY CHANGE 7 I

Screen 11 of Change Tax Information & Employee Class Titles is used to enter the
rates and parameters for the Federal Earned Income Credits. Notice that this is treated
as an extra tax table (Table # 59). The screen shown above is filled in with sample data
to aid the discussion presented below.

1. You enter Screen 11 of this series from Screen 2 by selecting Table # 59.
2. If you haven't entered the Earned Income tax tables, you will be asked to
enter all of the following information. If you are changing the tax tables,

you will enter this screen at the ANY CHANGE ? prompt.

° Enter the STATE ID NUMBER which may be up to ten (10) alphanumeric
characters in length. For Earned Income Credits, this is Not
applicable. Enter something like N/A.

Copyright 01/2002



Payroll, v. 9.0 (###)

Tax Tables/Company Expenses Tables State # 59 Adv EIC PD
1. SINGLE EXEMPT WAGES 0.00 11
L] Enter
ANNUAL TAX TABLE - SINGLE for the
STATE NAME
WAGES AMOUNT + $ OF REMAINDER something
like "Adv
2. 0.00 3 - 0.00 4 0.000 EIC PD".
5. 0.00 6 - 0.00 7. 0.000
8. 0.00 9. 0.00 10. - 0.000
11. 0.00 12. 0.00 13.  0.000 ° Answer
14. 0.00 15. 0.00 16. 0.000 N (o) for
SO A A ivem 43
23. 0.00 24. 0.00 25.  0.000 about this
26. 0.00 27. 0.00 28. 0.000 state having
29. 0.00 30. 0.00 31. 0.000 a state
withholding
tax.
L] For
each of
ANY CHANGE ?
L Items #4,
#5, #6, and #7 enter the default value 0.00.
[} Answer N(o) for each of the following:
8. FED W/T 2
9. FICA ?
10. MEDICARE *?
° For each of Items #11, #12, #13, and #14, enter the default value 0.00.
° Enter the GENERAL LEDGER ACCOUNT NUMBER for WITHHOLDING TAX. This is a
liability account for the accrued state withholding tax. The ACCOUNT
NUMBER is entered in two stages. Enter the first four digits. Press

[ENTER]. The computer will now display a hyphen. Enter the last three
digits. Press [ENTER] again.

The default entry on [ENTER] alone is 000.

° There is no STATE DISABILITY TAX or UNEMPLOYMENT associated with Earned
Income Credits. But fields #15 and #16 expect to have an account number
entered for proper operation. Enter an unused account number for this
purpose.

° Enter the TAX CREDIT/EXEMPT (ANNUAL) amount as the default value 0.00.

3. When all entries are made on this screen, or after each change that you make,
you will return to the ANY CHANGE ? prompt. Make any necessary changes.

Default on [ENTER] alone is N(o). You will continue to Screen 12 of this

series.

16.
14 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 12

Earned Income Credits Single Person Table

Ver. 9.0
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Screen 12 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for the Earned Income Credits. Screen 12 is
the table for a SINGLE employee for this tax item. Consult the recent version of IRS
Publication 15 for appropriate data to enter.

1. You enter Screen 12 of this series from Screen 11.
2. If you haven't entered the tax tables for Earned Income Credits, you will be
asked to enter all of the following information. If you are changing the tax

tables, vyou will enter Screen 12 at the ANY CHANGE ? prompt.

The source for the tax tables in this case is IRS Publication 15. The
examples we have used are from version January, 1994.

° On Line 1, enter the WAGES which are EXEMPT from withholding tax for a
SINGLE PERSON.

° In fields 2 through 31, enter the ANNUAL TAX TABLE for a SINGLE PERSON.
The tax table is entered from the largest wages to the smallest.

° Enter the WAGES in the first column of each row, which may be up to ten
(10) digits in length. Enter this amount assuming two (2) decimal
digits.

° Enter the Earned Credits in column two of each row on the wages just
entered in column one. This amount may be up to ten (10) digits in

length and must be entered assuming two (2) decimal digits.

NOTE: Because these are CREDITS at this point, they MUST be entered
as negative numbers.

Copyright 01/2002



Payroll, v. 9.0 (###)
Tax Tables/Company Expenses Tables State # 59 Adv EIC PD

1. MARRIED EXEMPT WAGES 0.00

ANNUAL TAX TABLE - MARRIED

al
L] Enter
in column

WAGES AMOUNT + % OF REMAINDER three any
Earned
2. 5,500.00 3. 611.00 a. 9.588 Credits
5. 3,815.00 6. 611.00 7. 15.780 t that
8. 0.00 9. 0.00 10.  0.000 percen a
11. 0.00 12. 0.00 13. 0.000 applies to
14. 0.00 15. 0.00 16. 0.000 this salary
17. 0.00 18. 0.00 19. 0.000 category
20. 0.00 21. 0.00 22. 0.000 . £
23. 0.00 24. 0.00 25.  0.000 jus
26. 0.00 27. 0.00 28. 0.000 entered.
29. 0.00 30 0.00 31. 0.000 This amount
may be up to
five (5)
digits in
length and
must be
ANY CHANGE ? | entered
assuming THREE (3) decimal digits.

3. When all data has been entered (or after each field change you make), you
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] alone is N(o). You will continue to Screen 13.

16.
15 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 13

Earned Income Credits Married Person Table

Screen 13 of Change Tax Information & Employee Class Titles is used to continue

entering the rates and parameters for the Earned Income Credits.
Ver. 9.0

Screen 13 is the table



System Manageme
for a
employee for
item. The
is filled
data from
Publication
data may be
recent

IRS

16.
16

Payroll, v. 9.0 (###)
Classification Tax Rates State # 59 Adv EIC PD
n
Clerical 1. 0.0000 MARRIED
Salesperson 2. 0.0000 this tax
Technical 3. 0.0000 screen above
4. 0.0000 .
5. 0.0000 with sample
6. 0.0000 IRS
7. 0.0000 15. Current
8. 0.0000 found in the
9. 0.0000 )
10. 0.0000 equivalent
11. 0.0000 publication.
12. 0.0000
13. 0.0000
14. 0.0000
15. 0.0000 You enter
Screen 13 of
this series
from Screen
ANY CHANGE ? |} 12.

If you haven't entered the tax tables for Earned Income Credits, vyou will be
asked to enter all of the following information. If you are changing the tax
tables, you will enter Screen 13 at the ANY CHANGE ? prompt.

The source for the tax tables in this case is IRS Publication 15.
examples we have used are from version January, 1994.

The

On Line 1, enter the WAGES which are EXEMPT from withholding tax for a
MARRIED PERSON. The default wvalue is 0.00.

In fields 2 through 31, enter the ANNUAL TAX TABLE for a MARRIED
PERSON. The tax table is entered from the largest wages to the
smallest.

Enter the WAGES in the first column of each row,
(10) digits in length. Enter this amount assuming two
digits.

which may be up to ten
(2) decimal

Enter the Earned Credits in column two of each row on the wages Jjust
entered in column one. This amount may be up to ten (10) digits in
length and must be entered assuming two (2) decimal digits.

NOTE: Because these are CREDITS at this point,
as negative numbers.

they MUST be entered

Enter in column three any Earned Credits percent that applies to this
salary category just entered. This amount may be up to five (5) digits
in length and must be entered assuming THREE (3) decimal digits.

When all data has been entered (or after each field change you make),
return to the ANY CHANGE ? prompt. Make any necessary changes.
[ENTER] is N(o). You will continue to Screen 14.

you
Default on

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 14
Earned Income Credits Employee Classification Table
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Payroll, v. 9.0 (###)

Company Expenses Tables Deduction 1 401K
1. EXPENSE ACTIVE? Y 10. G/L DEBIT ACCT 8090-000
aal
2. G/L REFERENCE 401 (K) EXP 11. G/L CREDIT ACCT 2360-000
3. POST TO A/P? N

A/P VENDOR ID

4. % OF EMPLOYEE DED 0.00
5. AMT PER EXEMPT 0.00
6. EXP MAX/EMPLOYEE 0.00
(ANNUAL)
---CALC EXP ON EARNINGS AFTER 12. EXP CREDIT/EXEMPT

7. FED W/T 2
8. FICA ?
9. MEDICARE ?

(ANNUAL) 0.00

zZ =z 2z

ANY CHANGE °? l

Because Earned Income Credits do not relate to any Employee Classifications you may
have defined, this table is filled with the default values in each case of 0.0000.

1. You enter Screen 14 of this series from Screen 13.
2. If you haven't entered the Earned Income Credits tables, you will be asked to
enter all of the following information. If you are changing the tax tables,

you will enter this screen at the ANY CHANGE ? prompt.

° Since Earned Income Credits are not related to specific Employee
Classifications, enter the default TAX RATE for each EMPLOYEE
CLASSIFICATION. This is the amount 0.0000.

3. When all entries are completed (or after each change you make), vyou will
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will return to Screen 2 of this series (see above).
16.
17 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 15

Company Benefits Expenses Information Screen

Ver. 9.0
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Screen 15 of Change Tax Information & Employee Class Titles is used to enter the
rates and parameters for the Company Expenses Tables associated with various employee
benefits deductions. Notice that these are treated as extra tax tables (Tables # 52 thru
#58) . The screen shown above is filled in with sample data for Deduction #1 (the 401K) to
aid the discussion presented below.

1. You enter Screen 15 of this series from Screen 2.
2. If you haven't entered the Company Expenses tables, vyou will be asked to
enter all of the following information. If you are changing the tables, you

will enter this screen at the ANY CHANGE ? prompt.

[} Respond Y (es) or N(o) to the #1. EXPENSE ACTIVE? query. "Yes" makes
these expenses tables active during payrolls involving this employee
deduction.

[ Enter for the G/L REFERENCE a phrase that will identify the

corresponding expense. You have up to 10 characters for this.

[ Respond Y(es) or N(o) for item #3. POST TO A/P? "Yes" causes
deductions from this source to be sent to the Accounts Payable module to
become a payment.

° For Item #4. % OF EMPLOYEE DED, enter up to five digits for a
percentage, allowing for two decimal digits. This field represents the
Employer's contribution (if any) to the benefit being defined. For
example, when the employer must match the employee's contribution, the
entry in this field is 100%. The employer must, in this case,

contribute the same amount as the employee.

° Field #5. AMT PER EXEMPT is present here mostly to maintain a parallel
structure with all other tax tables. For most Company Expense tables
associated with an employee benefit, the entry here will be zero. If a

benefit does have the concept of "exemption" attached to it, enter it
here allowing for two decimal digits.
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Company Expense Tables Deduction 1 401K 401 (K) EXP
1. SINGLE EXEMPT WAGES 0.00
1al
° ANNUAL COMPANY EXPENSE TABLE - SINGLE Field #6.
EXP
WAGES AMOUNT + % OF REMAINDER MA.X/EMPLOYEE
is to
2. 0.00 3 0.00 4 2.000 establish a
5. 0.00 6 0.00 7. 0.000 Maxi
8. 0.00 9. 0.00 10.  0.000 aximum
11. 0.00 12. 0.00 13.  0.000 Expense per
14. 0.00 15. 0.00 16.  0.000 Employee on
17. 0.00 18. 0.00 19.  0.000 the
20. 0.00 21. 0.00 22.  0.000 1 ,
23. 0.00 24. 0.00 25.  0.000 €mp-_oyer s
26. 0.00 27. 0.00 28. 0.000 obligation
29 0.00 30. 0.00 31.  0.000 for the
benefit.

This is the
total limit

annually.
ANY CHANGE ?
° l" Answer
Y (es) or N(o) for each of Fields 7, 8, and 9 depending upon whether the
expense is to be deducted before or after the mentioned withholding. 1In

this example, since a 401K plan is a tax exempt one, all answers would
be "No" to deduct the 401K contribution BEFORE calculating withholdings.

7. FED W/T 2
8. FICA ?
9. MEDICARE ?
° Enter any GENERAL LEDGER ACCOUNT NUMBER needing to be debited. This

would be the expense-type account where the employer's costs are
charged. The ACCOUNT NUMBER is entered in two stages. Enter the first
four digits. Press [ENTER]. The computer will now display a hyphen.
Enter the last three digits. Press [ENTER] again.

° Enter any GENERAL LEDGER ACCOUNT NUMBER needing to be credited. This
would be the accrual-type account where the employee's contributions are
collected together. The ACCOUNT NUMBER is entered in two stages. Enter
the first four digits. Press [ENTER]. The computer will now display a
hyphen. Enter the last three digits. Press [ENTER] again.

The default entry on [ENTER] alone is 000.

° Field #12. EXP CREDIT/EXEMPT is for any direct credit allowed against
the calculated amount of the expense for this benefit. This field will
mostly be used in other tax withholding situations, not with company
expenses associated with benefits. So, usually this field will be
zZero.

3. When all entries are made on this screen, or after each change that you make,
you will return to the ANY CHANGE ? prompt. Make any necessary changes.
Default on [ENTER] alone is N(o). You will continue to Screen 16 of this
series.

16.
18 Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 16

Company Benefits Expenses Single Person Table

Ver. 9.0
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Screen 16 of choice #4. Change Tax Information & Employee Class Titles is used to
continue entering the rates and parameters for Company Expenses associated with employee
benefits. Screen 16 is a table for a SINGLE employee for this expense item if such
applies. The sample data is filled in to illustrate a flat 2% deduction.

1. You enter Screen 16 of this series from Screen 15.
2. If you haven't entered the tables for Comany Expenses, vyou will be asked to
enter all of the following information. If you are changing the tables, you

will enter Screen 16 at the ANY CHANGE ? prompt.

° On Line 1, enter the WAGES which are EXEMPT from expense calculations
for a SINGLE PERSON. If this concept doesn't apply, enter zero.

° In fields 2 through 31, enter the ANNUAL EXPENSE TABLE for a SINGLE
PERSON. The table is entered from the largest wages to the
smallest.

° Enter the WAGES in the first column of each row, which may be up to ten
(10) digits in length. Enter this amount assuming two (2) decimal
digits.

[ Enter the base amount of expense in column two of each row on the wages
just entered in column one. This amount may be up to ten (10) digits in

length and must be entered assuming two (2) decimal digits.

° Enter in column three the percent that applies to any excess over the
amount of wages entered in column 1. This amount may be up to five (5)
digits in length and must be entered assuming THREE (3) decimal digits.
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16.

entering the rates and parameters for Company Expenses related to benefits.

19

Company Expense Tables

1. MARRIED EXEMPT WAGES

ANNUAL COMPANY EXPENSE TABLE -

Payroll, wv.
Deduction

0.

00

1

9.0 (###)

401K

MARRIED

WAGES AMOUNT
2. 0.00 3. 0.00
5. 0.00 6. 0.00
8. 0.00 9. 0.00
11. 0.00 12. 0.00
14. 0.00 15. 0.00
17. 0.00 18. 0.00
20. 0.00 21. 0.00
23. 0.00 24. 0.00
26. 0.00 27. 0.00
29 0.00 30. 0.00

ANY CHANGE ? |}
N(o). You will continue to Screen 17.

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 17

10.
13.
16.
19.
22.
25.
28.
31.

loNoNoNeoNoNeNoNeNoN N

Company Benefits Expenses Married Person Table

401 (K)

REMAINDER

.000
.000
.000
.000
.000
.000
.000
.000
.000
.000

EXP

aal

When all
data has
been entered
(or after
each field
change you
make), you
return to
the ANY
CHANGE ?
prompt.
Make any
necessary
changes.
Default on
[ENTER]
alone 1is

Screen 17 of Change Tax Information & Employee Class Titles is used to continue

the table for a MARRIED employee for this expense item if such applies.
illustrates a flat 2% deduction.

Ver.

9.

0

Screen 17 is

The sample data



Payroll, v. 9.0 (###)
Classification Tax Rates Deduction 1 401K 401 (K) EXP

System Managemen

16.

20

Clerical 1. 0.0000
Salesperson 2. 0.0000
Technical 3. 0.0000
4. 0.0000 You enter
5. 0.0000 Screen 17 of
S‘ 8%888 this series
g 0.0000 from Screen
9. 0.0000 16.
10. 0.0000
11. 0.0000
12. 0.0000 If you
13. 0.0000 haven't
14. 0.0000
15, 0.0000 entered the
tables for
Company
Expenses
related to
ANY CHANGE ? |} this
benefit, vyou will be asked to enter all of the following information. If you

are changing the tax tables, vyou will enter Screen 17 at the ANY CHANGE ?
prompt.

° On Line 1, enter the WAGES which are EXEMPT from expense calculations
for a MARRIED PERSON.

[ In fields 2 through 31, enter the ANNUAL EXPENSE TABLE for a MARRIED
PERSON. The tax table is entered from the largest wages to the
smallest.

° Enter the WAGES in the first column of each row, which may be up to ten
(10) digits in length. Enter this amount assuming two (2) decimal
digits.

° Enter the base expense deduction in column two of each row on the wages
just entered in column one. This amount may be up to ten (10) digits in

length and must be entered assuming two (2) decimal digits.

° Enter in column three any expense percent on the excess over the wages
amount in column 1 that applies to this salary category. This amount
may be up to five (5) digits in length and must be entered assuming
THREE (3) decimal digits.

When all data has been entered (or after each field change you make), you
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will continue to Screen 18.

Procedure for #4. Change Tax Info & Emp. Cls. Titles - Screen 18
Company Benefits Expenses Employee Classification Screen

Copyright 01/2002
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The Employee Classifications screen will only be used for Company Expenses if the
corresponding benefit applies differently to the classes of employees you have. If not,
this table is filled with the default values in each case of 0.0000.

1. You enter Screen 18 of this series from Screen 17.
2. If you haven't entered the tables, you will be asked to enter all of the
following information. If you are changing the expense tables, you will

enter this screen at the ANY CHANGE ? prompt.

° Since 401K Plans are not related to specific Employee Classifications,
enter the default RATE for each EMPLOYEE CLASSIFICATION. This is the
amount 0.0000.

3. When all entries are completed (or after each change you make), you will
return to the ANY CHANGE ? prompt. Make any necessary changes. Default on
[ENTER] is N(o). You will return to Screen 2 of this series (see above).

Ver. 9.0



System Managemen

l6.
T#5.

This
used to
passwords
entry into
Main Options
into #15.
Management
It is not a
leave a
a blank.

your new
once you
them!

16.

1 Procedure for #5. Change Payroll Passwords

do NOT use it!

Payroll, v. 9.0 (###)

Payroll System Management Functions

Your passwords are

System Management none
Payroll Menu none
Password for System Management I .....

Password for Payroll Menu  ......

Change
Payroll
Passwords

function is
change the
that control
the Payroll
menu and
System
Functions.
good idea to
password as
REMEMBER
passwords
have changed

REMEMBER: If you do not understand what this function does,

Contact your System Operator or System Support person first!

Copyright 01/2002
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1. From the Payroll Main Options menu, select #15. System Management Functions.
Press [ENTER].

2. You will come to the System Management Functions sub-menu. Choose #5. Change
Payroll Passwords. Press [ENTER].

3. You will come to the Change Payroll Passwords screen (shown above). The
current passwords will be displayed on the screen.

4, Enter the password for System Management access. This may be up to six (6)
alphanumeric characters in length. If you want to leave the password
unchanged, press [ESC] (or press the Left Arrow key).

5. Enter a new password for access to the Payroll Module main menu. This may be
up to six (6) alphanumeric characters in length. If you want to leave the
password unchanged, type "END" (or press the Left Arrow key). You will

automatically return to the System Management Functions sub-menu.

16.
8#6. Clear MTD Fields in Employee Master File

This function allows you to zero the month-to-date fields in the employee master
file. You should clear the month-to-date fields once at the end of each month after the
last payroll has been run and after all reports have been printed.

REMEMBER: If you do not understand what this function does, do NOT
use it! Contact your System Operator or System Support person first!

16.
1 Procedure for #6. Clear MTD Fields in Employee Master File

1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

2. Respond to the password request screen.

3. Choose #6. Clear MTD Fields in Employee Master File. Press [ENTER].

Ver. 9.0
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4. You are asked:

Are you sure you want to clear these fields?

Answer Y(es) or N(o). Default on [ENTER] alone is N(o). If you answer N(o),
the fields are left unchanged. If you answer Y (es) some processing will occur
and the MTD fields of each employee record WILL be erased.

5. In both cases, vyou will return to the Payroll System Management Functions
sub-menu.

16.
9#7. Clear QTD, MTD Fields in Employee Master File

This function allows you to zero both the month-to-date and quarter-to-date fields
in the employee master file. You should clear the month-to-date and quarter-to-date
fields once at the end of each quarter after the last payroll has been run and after all
reports have been printed.

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!
16.
1 Procedure for #7. Clear QTD, MTD Fields in Enployee Master File
1. From the Payroll Main Options menu, choose #15. System Management Functions.

Press [ENTER].

2. Respond to the password request screen.
3. Choose #7. Clear QTD, MTD Fields in Employee Master File. Press [ENTER].
4. You are asked:

Are you sure you want to clear these fields?

Answer Y(es) or N(o). Default on [ENTER] is N(o). If you answer N(o), the
fields are left unchanged. If you answer Y (es) some processing will occur and
all the QTD, and MTD fields of each employee record WILL be erased.

5. In both cases, vyou will return to the Payroll System Management Functions
sub-menu.

Copyright 01/2002
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16.

10 #8. Clear YTD, QTD, MTD Fields and Vacation Paid

This function allows you to zero the month-to-date, quarter-to-date, and year-to-
date fields in the employee master file. You should clear the month-to-date, quarter-to-
date, and year-to-date fields once at the end of each year after the last payroll has

been run and after all reports have been printed.

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!
16.
1 Procedure for #8. Clear YTD, QTD, MTD Fields and Vacation Paid
1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].
2. Respond to the password request screen.
3. Choose #8. Clear YTD, QTD, MTD Fields and Vacation Paid. Press [ENTER].
4. You will see the message and prompt:
YTD hrs are cleared separately.
Are you sure you want to clear these fields?
Answer Y(es) or N(o). Default on [ENTER] is N(o). If you answer N(o), the
fields are left unchanged. If you answer Y (es) some processing will occur and
all the QTD, and MTD fields of each employee record WILL be erased.
5. In both cases, you will return to the Payroll System Management Functions
sub-menu.
16.

11 #9. Clear YTD Hours for Fiscal Year

This function allows you to zero the fiscal year-to-date hours in the employee
master file. You should clear the fiscal year-to-date hours once at the end of each
fiscal year after the last payroll has been run and after all reports have been printed.

REMEMBER: If you do not understand what this function does, do
NOT use it! Contact your System Operator or System Support person first!
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16.
1 Procedure for #9. Clear YTD Hours for Fiscal Year
1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].
2. Respond to the password request screen.
3. Choose #9. Clear YTD Hours for Fiscal Year. Press [ENTER].
4. You will see the message and prompt:
Other YTD's are cleared separately.
Are you sure you want to clear these fields?
Answer Y(es) or N(o). Default on [ENTER] is N(o). If you answer N(o), the
fields are left unchanged. If you answer Y (es) some processing will occur and
all the QTD, and MTD fields of each employee record WILL be erased.
5. In both cases, vyou will return to the Payroll System Management Functions
sub-menu.
16.

12 #10. Rebuild Payroll Work File from Time Cards

This function will rebuild the payroll work file from the time cards.

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!
16.
1 Procedure for #10. Rebuild Payroll Work File from Time Cards
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(Your Company Name)
Change/Inquire Employee Records

1. Employee # e 19. Base Pay
2. Name 20. Reg Rate
3. Address 21. Overtime Rate 2l
1. 4. City 22. Special Rate From the
5. State .
Payroll Main
6. Zip 23. State Tax Code y,
7. Phone 24. City Tax Code Options
8. Sex menu,
9. Soc Sec # 25. Exemptions FWT choose #15.
10. Marital Status 26. Exemptions SWT
27. Exemptions CWT System
11. Emp Type Management
12. Dept # 28. Additional FWT Functions.
13. Class 29. Additional SWT Press
14. Pension? 30. Additional CWT [ENTER]
15. Pay Frequency :
16. Date Hired 31. Withhold FICA
2. 17. Terminated? 32. W/hold Medicare Respond to
18. Date Terminated the password
request
?
ANY CHANGE 2 I screen.
3. Choose #10. Rebuild Payroll Work File from Time Cards. Press [ENTER].
4. Some processing will occur.
5. You will return to the Payroll System Management Functions sub-menu.

16.
13 #11. Change YTD, QTD Fields in Employee Master File

This function allows you to change the year-to-date and quarter-to-date fields for
individual employee records in the employee master file without entering Manual
Transactions. This function does not produce an audit trail.

REMEMBER: If you do not understand what this function does, do NOT use
it! Contact your System Operator or System Support person first!

16.
1 Procedure for #11. Change YTD, QTD Fields ... - Screen 1

Ver. 9.0



(Your Company Name) Employee: 0011

Change/Inquire Employee Records DOE, JOHN Q.

1. Savings Bond Ded 18. Paid Hours Off Due

2. Savings Bond Size 19. YTD PHO's Paid (Hrs)
System Manageny  gsavings Bond Bal 20. PHO's Per Year

21. Maximum PHO's

4. CO FICA Ded (%) 22. Vacation Hours Due

5. Annual Amt? 23. YTD Vacation Hrs Paid

6. CO SUC Ded (%) 24 . Vacation Per Year

7. Annual Amt? 25. Maximum Vacation

8. Ded

9. Annual Amt? 26. MTD Overtime Hours

10. Ded 27. MTD Special Hours

11. Annual Amt? 28. MTD PHO Hours

12. Ded 29. MTD PHO Pay

13. Annual Amt? 30. Fiscal YTD Ovrtime Hrs

14. Ded 31. Fiscal YTD Special Hrs

15. Annual Amt? 32. Fiscal YTD PHO Hours

16. Ded

17. Annual Amt? 33. Employee Loan amount

34. PR Loan deduction amt
35. Loan current Balance
ANY CHANGE *? I

1. From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

2. Respond to the password request screen.
3. Choose #11. Change YTD, QTD Fields in Employee Master File. Press [ENTER].
4. You will see Screen 1 of this series (shown above). Enter the EMPLOYEE # for

the record you wish to see/change. Press [ENTER]. The first part of that
employee's data will be shown on Screen 1.

5. Respond to the ANY CHANGE ? prompt to make any changes necessary. You may
make any necessary changes except you may NOT change the EMPLOYEE #.

6. When all changes have been made on Screen 1, respond N (o) to the ANY CHANGE °?
prompt. Screen 2 of this series will be displayed. Default on [ENTER] alone
is N(o).

7. To return to the System Management Functions sub-menu, press [ESC] (or press

the Left Arrow key) in response to the EMPLOYEE # prompt.

16.
2 Procedure for #11. Change YTD, QTD Fields ... - Screen 2
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(Your Company Name)
Change/Inquire Employee Records

Employee: 0011

Doe, John Q.

1. QTD Gross 17. YTD Gross

2. QTD FICA 18. YTD FICA

3. QTD FWT 19. YTD FWT 2l

4. QTD SWT 20. YTD SWT

5. QTD SDI 21. YTD SDI

6. QTD CWT 22. YTD CWT

7. QTD PHO 23. YTD PHO

8. QTD Meals 24. YTD Meals

9. QTD Tips 25. YTD Tips

10. QTD Reimbursement 26. YTD Reimbursement

11. QTD Hours 27. Fiscal YTD Hours

12. QTD Medicare 28. YTD Medicare
————————————————————————— YTD Deduction Totals------—-————————————————————

13. 401K YTD 29. UNIFORMS YTD

14. ROA YTD 30. CR UNION YTD

15. CAFE PLN YTD 31. RETIRMNT YTD

16. INSURANCE YTD 32. Bank $ Due

ANY CHANGE ? |}

1. Screen 2 of
this series (shown above) is reached from Screen 1. The second part of the
employee's data will be shown on Screen 2.

2. Respond to the ANY CHANGE ? prompt to make any changes necessary.

3. When all changes have been made on Screen 2, respond N(o) to the ANY CHANGE ?
prompt. Screen 3 of this series will be displayed. Default on [ENTER] alone
is N(o).

16.
3 Procedure for #l1. Change YTD, QTD Fields ... - Screen 3
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(Your Company Name) ** SIGN ON NOT ACTIVE **
User Sign-On File

System Management Func:

1. Screen 3 of this

series (shown
above) 1s reached

from Screen 2. The

third Please select application I part of the
employee's data

will 1. Add User Sign-Ons be shown on
Screen 3.

2. Change/Inquire User Sign-Ons

2‘ 3. Delete User Sign-Ons Respond to the
ANY CHANGE ? prompt
to 4. Print List of User Sign-Ons make any changes

necessary.

3. When all changes have
been made on Screen 3,

respond N(o) to
the ANY CHANGE ?
prompt. Default on [ENTER] alone is N (o).

4, You will return to Screen 1 of this series with the cursor in the EMPLOYEE #
field. Type another Employee Number to continue working, or press [ESC] (or
the Left Arrow key) to return to the System Management Functions sub-menu.

5. Press [ESC] again (or press the Left Arrow key) to return to the Payroll Main

Options menu.

16.

14 #12. Programmer/Analyst Functions

This function is for use by programmers only. No instructions for its use will be
given here. Contact your software support source for details.
16.

15 #13. Work on User Sign-On Records
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When you choose Payroll System Management Functions choice #13. Work on User Sign-On

Records, vyou come to the User Sign-On Enter/Edit menu shown above. This is a standard
enter/edit array of options of the add, change/inquire, delete, and print a list
variety.

The upper-right corner of the User Sign-On Enter and Edit menu shows the current
status of sign-ons in the Payroll module. You may have sign-ons defined through this
entry/editing option but they still will not be recognized until you activate them. To
activate all sign-ons (present and future ones), take Payroll System Management choice
#1. Define Data File Locations, go to Screen 2 (of 7) in this series, and change the
setting for choice #12. Activate User Sign-On/Security from N(o) to Y(es).

REMEMBER: If you do not understand what this function does, do NOT use it! Contact
your System Operator or System Support person first!

16.

1 Procedure for #13. Work on User Sign-On Records - #1. Add User Sign-Ons

Preparation:

A. Make a list of the people you wish to establish as Payroll module users and of
the names they wish to use as sign-ons. Names may be no longer than eight (8)
characters.

B. For each person, have them decide a three character initials they wish to
use, and an up to eight (8) character password they wish to use with their
sign-on.

C. For each user, decide from the following list what access privileges they are
to have:

1) Work on Employee Master Records
2) Print Employee Lists

3) Time Card Entry/Editing

4) Print Time Card Reports

5) Calculate the Payroll

6) Print Payroll Checks

7) Calculate Manual Payroll Check
8) Manual Transaction Entry & Editing
( 9) Print Quarterly Reports

(10) Print W-2 Forms

(11) Print Payroll History

(12) Print Overtime/PHO Report

(13) Display QTD and YTD Totals

AN N N N N~~~
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(Your Company Name) ** SIGN ON NOT ACTIVE **

1. User Name I 2. Initials 3. Password
4. ACCESS
Work on Employee Master Records
Print Employee Lists
Time Card Entry/Editing
Print Time Card Reports
Calculate the Payroll
Print Payroll Checks
Calculate Manual Payroll Check
Manual Transaction Entry & Editing
Print Quarterly Reports
Print W-2 Forms
Print Payroll History
Print Overtime/PHO Report
Display QTD and YTD Totals
Display/Print Payroll Reports
System Management Functions
Allow EXIT to C/S Main Menu

N -

System Management

e
AU WN P O W©W-do Ul W

(14) Display/Print Payroll Reports
(15) System Management Functions
(16) Allow EXIT to C/S Main Menu

Procedure:

D. From the Payroll Main Options menu, choose #15. System Management Functions.

Press [ENTER].

2. Respond to the password request screen.
3. Choose #13. Work on User Sign-On Records. Press [ENTER].
4, You will see the Enter/Edit User Sign-Ons menu (shown above). Select #1. Add

User Sign-Ons. Press [ENTER].

5. You come to the User Sign-On Entry/Edit screen (shown below). The cursor will

be on field 1. User Name.
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16.

Ver.

10.

11.

12.

(Your Company Name) ** SIGN ON NOT ACTIVE **
1. User Name I 2. Initials 3. Password
4. ACCESS
Work on Employee Master Records
Print Employee Lists
Time Card Entry/Editing aual
Print Time Card Reports
Calculate the Payroll
Print Payroll Checks
Calculate Manual Payroll Check
Manual Transaction Entry & Editing
Print Quarterly Reports
Print W-2 Forms
Print Payroll History
Print Overtime/PHO Report
Display QTD and YTD Totals
Display/Print Payroll Reports
System Management Fupctions Enter the
Allow EXIT to C/S Main Menu

N -

e
AU WN P O W©W-do Ul W

user name

Enter an up
to three

Enter an up

Field 4. ACCESS and its list of access privileges are all initialized to
N(o). Your cursor goes to the bottom screen prompt:

R)everse all yes/no selections, E)nd select, # to change one setting.

Go down the list of access privileges, setting Y(es) or N(o) on whether this
user 1s to have that privilege. When all privileges are as you wish, press
[E] to end selection. Your cursor becomes an ANY CHANGE ? prompt.

When all entries have been confirmed for this user, respond N (o) to the ANY
CHANGE ? prompt. Default on [ENTER] alone is N(o).

The cursor returns to field 1. User Name to start entry of another User Sign-
On.

When all finished entering new User Sign-Ons, press [ESC] from the field 1.
User Name. You return to the User Sign-On Entry/Editing menu.

Procedure for #13. Work on User Sign-On Records - #2. Change/Inquire User
Sign-Ons

From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

Respond to the password request screen.

Choose #13. Work on User Sign-On Records. Press [ENTER].

You will see the Enter/Edit User Sign-Ons menu (shown above). Select #2.
Change/Inquire User Sign-Ons. Press [ENTER].

You come to the User Sign-On Entry/Edit screen (shown below). The cursor will
be on field 1. User Name.



System Management

16.

(Your Company Name) ** SIGN ON NOT ACTIVE **
1. User Name I 2. Initials 3. Password

4. ACCESS

Work on Employee Master Records

Print Employee Lists

Time Card Entry/Editing

Print Time Card Reports

Calculate the Payroll

Print Payroll Checks

Calculate Manual Payroll Check

Manual Transaction Entry & Editing

Print Quarterly Reports

Print W-2 Forms

Print Payroll History

Print Overtime/PHO Report

Display QTD and YTD Totals

Display/Print Payroll Reports

System Management Functions

Allow EXIT to C/S Main Menu

N -

e
AU WN P O W©W-do Ul W

Enter the user name of a User Sign-On you wish to change/inspect. Press
[ENTER] .

From the ANY CHANGE ? prompt, make any changes necessary. When all finished
with this Sign-On record, respond N(o) to the ANY CHANGE ? prompt. The
cursor returns to the field 1. User Name to start another look-up.

Procedure for #13. Work on User Sign-On Records - #3. Delete User Sign-Ons

From the Payroll Main Options menu, choose #15. System Management Functions.
Press [ENTER].

Respond to the password request screen.

Choose #13. Work on User Sign-On Records. Press [ENTER].

You will see the Enter/Edit User Sign-Ons menu (shown above). Select #3.
Delete User Sign-Ons. Press [ENTER].

You come to the User Sign-On Entry/Edit screen (shown below). The cursor will
be on field 1. User Name.
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6. Enter the user name you wish to delete. Press [ENTER].
7. Respond to the prompt:
Correct record?

Respond Y (es) to confirm that this Sign-On record is to be deleted. Respond

N(o), or just press [ENTER] alone to prevent deleting of this record.
8. The cursor returns to the field 1. User Name to start another look-up.
9. Press [ESC] to return to the User Sign-On Entry/Editing menu. Continue

pressing [ESC] to return to the Payroll Main Options menu.

16.
4 Procedure for #13. Work on User Sign-On Records - #4. Print List of User Sign-
Ons
1. From the Payroll Main Options menu, choose #15. System Management Functions.

Press [ENTER].

2. Respond to the password request screen.
3. Choose #13. Work on User Sign-On Records. Press [ENTER].
4, You come to the User Sign-On Entry/Editing menu. Choose #4. Print List of

User Sign-Ons. Press [ENTER].

5. You may see the prompt:
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PR SYSTEM BACKUP/RESTORE DATA FUNCTIONS

System Managemel

le.

16

Please enter selection number: [

1. Create/Change data BACKUP function

2. Run BACKUP function (Backup files)

3. Create/Run data RESTORATION function
(replace in-use data with backed up files)

Do you wish to sort the file?

When you have been adding new users, the file is out of order. Printing may
be done either sorted or not, the result will just be out of order when not
sorted.

Respond to the usual printer selection prompt.
Respond to the prompt:

How many copies do you want?
The default value is one (1) copy.

Processing will take place preparing the report. You will have the usual
opportunity to view the report on your workstation screen and/or to save the
report for future printing.

You return to the User Sign-On Entry/Editing menu. Continue pressing [ESC] to
return to the Payroll Main Options menu.

#14. Backup/Restore Payroll Files ON-LINE
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PR SYSTEM DATA FILE BACKUP

In Use
Data File Name Location Location
1 . EMPMAS DSK4 DSK4
aual
2 . EMPIDX DSK4 DSK4
3 . TMCARD DSK4 DSK4
4 . TMCIDX DSK4 DSK4
5 . PAYWRK DSK4 DSK4
6 . WRKIDX DSK4 DSK4
7 . MANTRX DSK4 NOT BACKED UP
8 . PRHIST DSK4 DSK4
9 . PRDATA DSK5 DSK5
10 . PRHIDX DSK5 DSK5

ANY CHANGE 7 l

The screen shown above is the Backup/Restore Data Functions screen. These options
permit you to backup (make duplicate copies of) just the Payroll data files. This would
be in addition to any regular backup you make of the entire computer storage device.

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!

16.
1 Procedure for #14. Backup/Restore Payroll Files ON-LINE - #1. Create/Change

data BACKUP function

1. From the Payroll Main Options menu, select #15. System Management Functions.
Press [ENTER].

2. Respond to the Password Request prompt.

3. From the System Management Functions sub-menu, select #14. Backup/Restore
Payroll Files ON-LINE. Press [ENTER].

4, From the Backup/Restore Data Functions screen, select #1. Create/Change data
BACKUP function. Press [ENTER].

5. You will see the following screen:
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The above screen has three columns. In the left column is listed every data
file of the Payroll system that would need to be backed up. In the middle
column is listed the disk location where that file currently resides.

If you are using this option for the first time, the bottom of the above
screen will show the message:

No backup command file exists. Do you want to create one (Y/N)
Respond Y (es) to start a new command file.

You make entries in the right column to specify where on the disk the backup
copies of each file are to be saved, or that the file need not be backed up.

These backup files may be on the same or a different disk from that of the
original data file. The backup files are saved with an extension of .SAV.

NOTE: For users having PC-type computers or networks, the above screen may
show that all your files and activity takes place on a single disk, probably

DSKO:. For you, no changes are necessary or possible here.

6. Respond to the ANY CHANGE ? prompt by typing the number of the file you wish
to change. Record in the right column a disk location to use for a backup
copy of the corresponding file, or to specify no back up for the file.

7. When all finished specifying backup locations, respond N(o) to the ANY CHANGE
? prompt.

8. You will be returned to the Payroll Main Options menu.

16.
2 Procedure for #14. Backup/Restore Payroll Files ON-LINE - #2. Run BACKUP
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REPLACEMENT OF IN-USE DATA FILES WITH BACKUP COPIES

In Use Backup Restore
Data File Name Location Location File?
1 . EMPMAS DSK4 DSK4 N
Manual
2 . EMPIDX DSK4 DSK4 N function
3 . TMCARD DSK4 DSK4 N
4 . TMCIDX DSK4 DSK4 N From the
Payroll Main
5 . PAYWRK DSK4 DSK4 N
Respond to the
6 . WRKIDX DSK4 DSK4 N
From the System
7 . MANTRX DSK4 NOT BACKED UP N  Management
8 . PRHIST DSK4 DSK4 N
From the
9 . PRDATA DSK5 DSK5 y Backup/Restore
You 10 . PRHIDX DSK5 DSK5 N Will receive

ANY CHANGE 7 l

This function will backup PR data files
No one else should be doing anything in PR which would alter the contents of any file
while this backup is in progress.

If you do not wish to do the backup now, type CTRL C to stop this function and then
RUN PRMENU to resume the PR main menu.
If you are ready to backup files, simply type [ENTER].

ETTHER:
Press [ENTER] to continue the backup. Follow the directions on the
screen. You will be informed when the operation is complete.

OR:
Press [CTRL] and [C] together to exit without doing the backup.

Procedure for #14. Backup/Restore Payroll Files ON-LINE - #3. Create/Run data
RESTORATION function

From the Payroll Main Options menu, select #15. System Management Functions.
Press [ENTER].

Respond to the Password Request prompt.

From the System Management Functions sub-menu, select #14. Backup/Restore
Payroll Files ON-LINE. Press [ENTER].

From the Backup/Restore Data Functions screen, select #3. Create/Run data
RESTORATION function. Press [ENTER].

You will see the following screen:
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The above screen has four columns. The first three tell (from left to right)
the data file name, the disk location of the primary copy of the file, the
disk location of the backup copy (if any).

You make Yes/No entries in the right hand column to specify which files to
restore from the backup copy.

NOTE: For users having PC-type computers or networks, the above screen may
show that all your files and activity takes place on a single disk, probably
DSKO:. For you, no changes are necessary or possible here.

6. Respond to the ANY CHANGE ? prompt by typing the number of the file you wish
to change. Record in the right column a Y(es) or N(o) to tell whether or not
to restore the corresponding file.

7. When all finished specifying which files to restore, respond N(o) to the ANY
CHANGE ? prompt.

8. If files are tagged to be restored, you get the following WARNING and LAST
CHANCE exit:

This function will replace current PR data files with backup copies.

This means that ANY changes made to those files since they were backed up
WILL BE LOST.

Unless you are CERTAIN that you want to do this, type CTRL C to stop this function and
then RUN PRMENU to resume the PR main menu. If you do want to restore the backup
files, simply press [ENTER].

Copyright 01/2002



EDIT COMPANY NAME

CHANGE
ual
9. 1. CO. NAME (Your Company Name) EITHER:
2. SPECIAL P/R ID # SSA: 111736

ANY CHANGE ? |
Press [ENTER] to continue the restore. Follow the directions on the
screen. You will be informed when the file restoration is completed.
OR:
Press [CTRL] and [C] together to exit without doing the backup.

l6.

17 #15. Edit Company Name for Reports

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!

Ver. 9.0
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The screen above is reached by choosing #15. Edit Company Name for Reports of the
Payroll System Management Functions sub-menu.

Item #2 of this screen is a special Federal Tax ID code for cities and other tax
exempt bodies. This number (when used) prints as line four (4) of the Employer
Name/address box of the Federal W-2 tax form to indicate that employer's exemption from
certain employer tax contributions.

WARNING: The entry in this field MUST begin with the
characters "SSA:" in order to be acceptable and to print on the W-2 forms.

16.
1 Procedure for #15. Edit Company Name for Reports

1. From the Payroll Main Options menu, select #15. System Management Functions.
Press [ENTER].

2. Respond to the Password Request prompt.

3. From the System Management Functions sub-menu, select #15. Edit Company Name
for Reports. Press [ENTER].

4, Respond to the ANY CHANGE ? prompt. Type the number of a field you wish to
change. Press [ENTER]. Make the entry/change you wish. Press [ENTER] again
to record the entry.

The company name may be up to fifty (50) alphanumeric characters in length.

The SPECIAL P/R ID # must begin with the letters "SSA:" followed by the number
assigned. No other combination of symbols will print on W-2 forms.

5. When both entries are satisfactory, respond N(o) to the ANY CHANGE ? prompt.
This is the default value at this prompt.

Copyright 01/2002
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6. You will be returned to the Payroll System Management Functions menu.

7. Press [ESC] (or press the Left Arrow key) to return to the Payroll Main
Options menu.

le.

18 #16. Edit Time Card History

REMEMBER: If you do not understand what this function does,
do NOT use it! Contact your System Operator or System Support person first!

The purpose of this option is to permit editing of the Time Card History. One
reason you might wish to do this is the movement of time already reported (and paid) from
one job to another in cases where cost overruns may have occurred. The major trick of
such movements of time is that the TOTAL TIME FOR THE PERSON MUST STILL BALANCE AS IT DID
BEFORE YOU MOVED ANY OF IT. So, for each amount of time you enter a “negative time card”
to remove from one job/account for an employee, you must enter another “positive time
card” for that employee FOR THAT PAY PERIOD in the SAME AMOUNT OF TIME but to a different
job/account.

The data entry mechanics of this time movement are Jjust like the original entry of
time cards. See Chapter Four of this manual for those details of time card entry/change.

Ver. 9.0



