Your Company Name
Employee Master File Maintenance

Work on Employee V

Please select application I
1. Add new employee records

2. Change/inquire employee records

Two
3. Delete employee records
VV()IQI( 4. Print employee records
EMPLOYEE
RECORDS

1Module Overview

9.0 (###)

Chapter

ON
MASTER

This function allows you to keep all information concerning your employees. Changes
in address, pay rates, tax exemptions, etc. may be entered here. You reach the screen
shown above by taking choice #1. Work on Employee Master Records from the Payroll Main

Options menu.
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(Your Company Name)
Add Employee Records

1. Employee # I 19. Base Pay
2. Name 20. Reg Rate
3. Address 21. Overtime Rate 2l
2. 4. City 22. Special Rate

1 5. State Explanation
6. Zip 23. State Tax Code
7. Phone 24. City Tax Code

1 g.:ex sec # 25. Exempti FWT Add new

. Soc Sec . Exemptions
10. Marital Status 26. Exemptions SWT employee
27. Exemptions CWT

11. Emp Type
12. Dept # 28. Additional FWT

2. 13. Class 29. Additional SWT Change/
14. Pension? 30. Additional CWT nquire
15. Pay Frequency
16. Date Hired 31. Withhold FICA
17. Terminated? 32. W/hold Medicare
18. Date Terminated 33. Birth Date

Review and change tax information.
Modify other information fields.
3. Delete employee records - Removes an employee item from the master file.

WARNING: We recommend that employees NEVER be deleted from this
system. Deleting an employee at termination time may make it very difficult
and, perhaps, impossible to produce the IRS Form W-2 at year end.

4. Print employee records - Prints all employee master file information. This
listing for ALL items can be quite lengthy. Use this option to:
Verify the initial entries in the employee master file when you start
up.
Review any or all employee master records.

2Responses to Employee File Maintenance Menu

To select an option, type the number that appears to the left of the option
explanation. Press any of the keys that are equivalent to [ENTER]. See Chapter One,
"Instructions for Entering Information".

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

2.
2Employee Master File Record - Screen 1
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Work on Employee Master Records

Screen 1 is the first of four (4) screens that display employee information. It
allows you to enter the employee number, name, address, personal information, ray
rates, and withholding tax information.

1Field #1. Employee #

The EMPLOYEE NUMBER is an up to four (4) digit numeric field. You must enter an
EMPLOYEE #. The Employee Number of a record can NEVER be changed. We strongly recommend
that you NOT re-use Employee Numbers.

2Field #2. Name

The EMPLOYEE NAME is an up to twenty-five (25) alphanumeric character field. For
alphabetical employee lists to print properly, vyou should enter the employee's LAST name
first, followed by a comma, followed by the FIRST name (or initial), followed by the
MIDDLE initial (or name). The total length of all this may be no more than 25 characters.

WARNING: Employee names should be entered into the Payroll system
EXACTLY as they appear on the employee's Social Security card/account and
other tax records. This name will appear on all employee tax and other
reports produced to report to governmental bodies.

3Field #3. Address

The EMPLOYEE ADDRESS is an up to twenty-five (25) alphanumeric character field.
Copyright 01/2002



Payroll Reference Manual
Default on [ENTER] is blank.

4Field #4. City

The CITY field is up to fifteen (15) alphanumeric characters in length. Default on
[ENTER] is blank.

5Field #5. State

The STATE abbreviation may be up to two (2) alphanumeric characters. Default on
[ENTER] is blank.

6Field #6. Zip

The ZIP CODE is an up to ten (10) alphanumeric character field. Default on [ENTER]
is blank.

2.

7Field #7. Phone

The PHONE NUMBER is an up to twelve (12) alphanumeric character field. Enter
dashes (-) to separate area code, prefix, and suffix of the number. Default on [ENTER]
is blank.
2.

8Field #8. Sex

Use F (female) or M (male) for the Gender entry. Default on [ENTER] is blank.
2.

9Field #9. Soc Sec #

The SOCIAL SECURITY NUMBER is nine (9) digits in length. Do NOT include dashes in
your entry, the computer will add these for you. The Social Security number MUST be
entered. There is no default value for this field.

2.

10Field #10. Marital Status

Use S (single) or M (married) for the MARITAL STATUS. You MUST enter a marital
status. There is no default value on this field.
2.

11Field #11. Emp Type
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Work on Employee Master Records
The EMPLOYEE TYPE is a one (1) digit code.

TYPES 1 - 4 are for hourly employees.
TYPES 5 - 8 are for salary employees.

Beyond that restriction, the EMPLOYEE TYPE is defined by the user. The EMPLOYEE
TYPE must be entered. There is no default value for this field.

The following is a suggested scheme to use for the employee type:

= Hourly, weekly pay

= Hourly, bi-weekly pay

= Hourly, semi-monthly pay
Hourly, monthly pay

= Salary, weekly pay

= Salary, bi-weekly pay

= Salary, semi-monthly pay
= Salary, monthly pay

0 Joy Ul WN R
Il

12Field #12. Dept #

The DEPARTMENT NUMBER may be up to two (2) alphanumeric characters in length. The
Payroll Attendance Distribution report will print total hours and total pay by department.
Default on [ENTER] is blank.

13Field #13. Class

The EMPLOYEE CLASSIFICATIONS may be up to two (2) digits in length. Descriptions of
the up to fifteen different classes are displayed on the right side of the screen when the
cursor arrives on this field. The descriptions are user definable and are entered via
choice #4. Change Tax Information & Employee Class Titles from the System Management
Functions submenu. You must enter a CLASSIFICATION from 1 - 15. There is no default
value for this field.

14Field #14. Pension?

This field is a Y (es) or N(o) query to determine whether or not the employee is part
of a PENSION plan. Default on [ENTER] is N.

2.

15Field #15. Pay Frequency

A two digit field to enter the PAY PERIOD FREQUENCY. The unit here is Number of Pay
Periods per Year. (Example: If you have a bi-weekly payroll, vyou have 26 pay periods per
year and your PAY PERIOD FREQUENCY is 26.) This field must have an entry. There is no

default value for this field.
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16Field #16. Date Hired

This field contains the DATE HIRED for each employee. Enter the date in the usual
MMDDYY format.

2.

17Field #17. Terminated?

A Y(es) or N(o) query to declare termination of employment. The default value here
is N(o). If the reason for termination is death, enter a "D" in this field (this will

allow the W-2 program to mark the "DECEASED" box on the form at the end of the year).

18Field #18. Date Terminated

Enter the DATE TERMINATED, using the usual MMDDYY format.

19Field #19. Base Pay

The BASE PAY field contains up to ten (10) digits for an entry. This is the pay a
salaried employee will receive in one pay period. Hourly employees have NO entry in this
field. Enter this amount to two (2) decimal digits, as the computer will automatically
insert the decimal point for you. (Example: Enter "100000" and the computer will
redisplay it as "1000.00".) Do NOT enter decimal points, dollar signs, commas. Default
on [ENTER] is O.

2.

20Field #20. Reg Rate

The entry for REGULAR RATE may be up to ten (10) digits in length. This entry is
the regular hourly pay rate for hourly employees. Salaried employees have NO entry in
this field. Enter this amount to three (3) decimal digits (the computer will insert a
decimal point for you). Default on [ENTER] is O.
2.

21lField #21. Overtime Rate

The OVERTIME RATE may be up to ten (10) digits in length. This entry is used as a
MULTIPLIER on the REGULAR hourly rate to produce the overtime hourly pay rate for hourly
employees. Enter this amount to three (3) decimal digits. Default on [ENTER] is 1.500
times the REGULAR RATE (see above).

22Field #22. Special Rate

A SPECIAL RATE of pay may be up to ten (10) digits in length. Enter this amount to
three (3) decimal digits. This entry is used as a MULTIPLIER on the REGULAR pay rate.
Default on [ENTER] is 2.000 times the REGULAR RATE (see above).
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23Field #23. State Tax Code

The STATE TAX CODE may be up to two (2) digits in length. This code corresponds to
the state number used to enter tax tables in the System Management Functions. You must
enter a STATE TAX CODE. An entry of "0O" means no tax table has been entered for this
state. There is no default value for this field.

24Field #24. City Tax Code

The CITY TAX CODE may be up to two (2) digits in length. This code corresponds to
the city number used in entering tax tables in the System Management Functions. You must
enter a CITY TAX CODE. An entry of "0" means no tax table has been entered for this city.

25Field #25. Exemptions FWT

This field is the NUMBER OF EXEMPTIONS for FEDERAL WITHHOLDING TAX. It may be up to
two (2) digits in length. An entry of "99" will cause no (zero) taxes to be withheld.
Default on [ENTER] is 0 exemptions (NOT the same as zero withholding).

26Field #26. Exemptions SWT

This field is the NUMBER OF EXEMPTIONS for STATE WITHHOLDING TAX. It may be up to
two (2) digits in length. An entry of "99" will cause no (zero) taxes to be withheld.
Default on [ENTER] is 0 exemptions.

27Field #27. Exemptions CWT

This field is the NUMBER OF EXEMPTIONS for CITY WITHHOLDING TAX. It may be up to
two (2) digits in length. An entry of "99" will cause no (zero) taxes to be withheld.
Default on [ENTER] is 0 exemptions.

28Field #28. Additional FWT

A field for any ADDITIONAL FEDERAL TAX to be withheld. This amount may be up to ten
(10) digits in length. This is a flat amount to be subtracted from gross pay (NOT
multiplied as a rate). Enter this amount to two (2) decimal digits. Default on [ENTER]
is 0 dollars.

29Field #29. Additional SWT
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A field for any ADDITIONAL STATE TAX to be withheld. This is a flat amount to be
subtracted from gross pay (NOT multiplied as a rate). This amount may be up to ten (10)
digits in length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O
dollars.

30Field #30. Additional CWT

A field for any ADDITIONAL CITY TAX to be withheld. This is a flat amount to be
subtracted from gross pay (NOT multiplied as a rate). This amount may be up to ten (10)
digits in length. Enter this amount to two (2) decimal places. Default on [ENTER] is O
dollars.

2.
31Field #31. Withhold FICA
A Y(es) or N(o) query to denote whether or not FICA should be withheld.
Default on [ENTER] is Y (es).
2.

32Field #32. W/hold Medicare

A Y(es) or N(o) query to denote whether or not Medicare should be withheld. Default
on [ENTER] is Y (es).

33Field #33. Birth Date

Birth Date is an eight (8) digit field. Enter data in the usual MMDDCCYY format.
The computer will insert "/" separators.

34ANY CHANGE °?

After answering the questions on Screen 1 of Add Employee Records, you are asked if
you wish to make ANY CHANGE ?. If you need to make changes, you may do so one of two
ways.

ETTHER
Answer Y(es), press [ENTER], enter the number of the field you wish to
change, ©press [ENTER] again, and make the appropriate changes,

OR
simply type the number of the field you wish to change at the ANY CHANGE °?
prompt, press [ENTER], and then make the necessary change.

If you have no changes to make to Screen 1, vyou may go on to Screen 2 by answering
N(o) to the ANY CHANGE ? prompt. Default on [ENTER] is N (o).

To select a different employee record, press the Left Arrow key from the ANY CHANGE
? prompt. The screen is erased and the cursor returns to field 1. Employee #.

Ver. 9.0



(Your Company Name) Employee: 0011

Add Employee Records DOE, JOHN Q.
1. Fee Ded 18. Paid Hours Off Due
2. Fee Amt 19. YTD PHO's Paid (Hrs)
Work on Employee Maste3 pee Left 20. PHO's Per Year
To return 21. Maximum PHO's to the Employee
Master File 4. (Definable Deduction) 22. Vacation Hours Due Maintenance
submenu, press 5. Annual Amt? 23. YTD Vacation Hrs Paid the Left Arrow
. 6. (Definable Deduction) 24 . Vacation Per Year
key with the 7. Annual Amt? 25. Maximum Vacation cursor on the 1.
EMPLOYEE # field. 8. (Definable Deduction)
9. Annual Amt? 26. MTD Overtime Hours
10. (Definable Deduction) 27. MTD Special Hours
To return 11, annual Amt? 28. MTD PHO Hours to the Payroll
Main Options 12. (Definable Deduction) 29. MTD PHO Pay menu, press the
Left Arrow key 13. Annual Amt? 30. Fiscal YTD Ovrtime HrSfor the submenu
selection. 14. (Definable Deduction) 31. Fiscal YTD Special Hrs
15. Annual Amt? 32. Fiscal YTD PHO Hours
16. (Definable Deduction)
17. Annual Amt? 33. Employee Loan amount
34. PR Loan deduction amt
2. 35. Loan current Balance
3Employee AV cEancE 2 [ Master File

Record - Screen 2

The screen shown above is the second of four (4) screens controlling information in
the Employee Master File. Screen 2 allows you to enter the employee's deductions,
vacation hours, and paid hours off (PHO's). To provide continuity from Screen 1, the
EMPLOYEE NAME and NUMBER are shown at the top of Screen 2.

1Field #1. (User Defined - “Savings Bond”) Ded

Fields #1, #2, and #3 of this screen are considered to be a set that may be used for
any deduction that takes the form of an initial commitment that is to be paid down through
payroll deductions (such as another loan, company stock being purchased, advances for some
purpose, etc.)
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The name of the deduction included in Fields #1, #2, and #3 is set up by taking Main
Options choice #15. System Management Functions, followed by choice #1. Define Data File
Locations, then proceed to Screen #2 (of 7). Item #6 of this screen has the SAVINGS BOND
LABEL and ABBREVIATION. The labels will then show here in the Employee record in Fields
#1, #2, and #3.

With these labels in place, Field #1 becomes the Deduction Amount per pay for this
deduction. Enter it assuming two decimal places. Field #2 Amt is the original committed
amount in dollars. And, Field #3 Left is the amount remaining at any point in time to be
paid by future deductions.

2Field #2. (User Defined - “Savings Bond”) Amt
See the discussion under Field #1 (above) about how this field gets its label.

This field holds the original Target Amount to realize from this deduction. The Amt
(in dollars) may be up to ten (10) digits in length. Enter this amount to two (2) decimal
digits. Default on [ENTER] is 0.00 dollars.

3Field #3. (User Defined - “Savings Bond”) Left
See the discussion under Field #1 (above) about how this field gets its label.

Left is the amount remaining at any point in time to be retired by future
deductions. Although it may have an initial entry, or be changed by some circumstance
along the way, typically this amount is calculated by the computer via payrolls in which
this deduction is included. Left may be up to ten (10) digits in length. Enter this
amount to two (2) decimal digits. Default on [ENTER] is 0.00 dollars.

4Fields #4 through #17

The next seven deductions are user definable and each such deduction uses a pair of
entry fields, the first for the deduction amount and the second to denote whether or not
the amount specified is an annual amount. The descriptions for the deductions are entered
under #1. Define Data File Locations from the System Management Functions submenu. At the
time deductions are defined, you also declare whether each deduction is a dollar or a
percentage amount. Each DEDUCTION amount may be up to ten (10) digits in length. Enter
the amount to two (2) decimal digits. Default on [ENTER] is 0.00 dollars or percent.

Then, for each special deduction defined, you must answer Y(es) or N(o) as to
whether or not the deduction amount is an ANNUAL AMOUNT. If you answer Y(es), the
deduction per pay period is calculated by dividing the DEDUCTION amount by the PAY
FREQUENCY. This deduction will be taken each pay period until the amount withheld year-
to-date equals the DEDUCTION amount. (Example: If the deduction is an annuity of $1200
per year and the pay frequency is 12, enter "120000" for the DEDUCTION amount and answer
Y (es) to the ANNUAL AMOUNT? query. The computer will calculate the deduction per pay
period. For this example, $100 will be withheld each pay period until $1200 has been
withheld for the year.) Default on [ENTER] is N(o).
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2.
S5Field #18. Paid Hours Off Due

The number of PAID HOURS OFF (PHO's) DUE the employee may be up to seven (7) digits
in length. Enter this amount to two (2) decimal digits (Example: an hour and one-half is
entered "150" and the computer changes it to 1.50 hours). Paid Hours Off are all sick
hours and other paid personal hours. It does NOT include vacation time. The default on
[ENTER] is 0.00 hours.

2.

6Field #19. YTD PHO's Per Year

The number of PHO'S PAID YEAR-TO-DATE may be up to seven (7) digits in length. Enter
this amount to two (2) decimal digits. This amount is in hours. Default on [ENTER] is
0.00 hours.
2.

7Field #20. PHO's Per Year

The number of PHO's Per Year is the total leave hours granted by your employment
policy. Paid Hours Off are separate from Vacation Time granted each employee. This may
be up to seven (7) digits in length (for a maximum of up to 99,999.99 hours). Enter this
amount to two (2) decimal digits. PHO's Due are accumulated each pay period. The

computer calculates the PHO's earned by dividing the PHO'S PER YEAR by the Pay Frequency.
(Example: If Dave White is granted a total of 80 PHO's per year and has a pay frequency of
26, he will earn 3.08 PHO's per pay period.) Default on [ENTER] is 0.00 hours.

8Field #21. Maximum PHO's

Paid Hours Off Due the employee are accumulated up to the maximum number of PHO's
permitted. Enter here the MAXIMUM NUMBER OF PHO's which the employee may accumulate.
MAXIMUM PHO'S may be up to seven (7) digits in length. Enter this amount to two (2)
decimal digits. Enter a 0 for the MAXIMUM PHO'S if there is NO limit on the accumulation
of paid hours off. Default on [ENTER] is 0.00 hours.

9Field #22. Vacation Hours Due

This field holds the total number of VACATION HOURS DUE the employee. This leave
category is separate from that of field #18. Paid Hours Off. VACATION HOURS DUE may be up
to seven (7) digits in length. Enter this amount to two (2) decimal digits. Default on
[ENTER] is 0.00 hours.

10Field #23. YTD Vacation Hrs Paid

This field holds the number of VACATION HOURS PAID YEAR-TO-DATE, which may be up to
seven (7) digits in length. Enter this amount to two (2) decimal digits. This amount is
in hours. Default on [ENTER] is 0.00 hours.
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1llField #24. Vacation Per Year

This is the total number of VACATION HOURS PER YEAR granted to the employee. It may
be up to seven (7) digits in length. Enter this amount to two (2) decimal digits.
Vacation hours due are accumulated each pay period. The computer calculates the wvacation
earned by dividing the VACATION HOURS PER YEAR by the Pay Frequency. (Example: If Dave
White receives a total of 80 hours of vacation per year and has a pay frequency of 26, he
will earn 3.08 vacation hours per pay period.) Default on [ENTER] is 0.00 hours.

12Field #25. Maximum Vacation

MAXIMUM VACATION is the maximum number of vacation hours which the employee may have
accumulated at one time. MAXIMUM VACATION hours may be up to seven (7) digits in length.
Enter this amount to two (2) decimal digits. Vacation hours due the employee are
accumulated up to the maximum number of vacation hours. Enter a 0 for the MAXIMUM
VACATION HOURS if there is NO limit on the accumulation of vacation. Default on [ENTER] is
0.00 hours.

13Field #26. MTD Overtime Hours

The number of OVERTIME HOURS used MONTH-TO-DATE, which may be up to seven (7)
digits in length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

14Field #27. MTD Special Hours

The number of SPECIAL HOURS used MONTH-TO-DATE, which may be up to seven (7) digits
in length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

15Field #28. MTD PHO Hours

The number of PHO HOURS used MONTH-TO-DATE, which may be up to seven (7) digits in
length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

16Field #29. MTD PHO Pay

The total PHO PAY received MONTH-TO-DATE, which may be up to nine (9) digits in
length. Enter this amount to two (2) decimal digits. This amount is in dollars. Default
on [ENTER] is O.
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17Field #30. Fiscal YTD Overtime Hrs

The number of OVERTIME HOURS used YEAR-TO-DATE for your FISCAL year, which may be
up to seven (7) digits in length. Enter this amount to two (2) decimal digits. Default
on [ENTER] is O.

18Field #31. Fiscal YTD Special Hrs

The number of SPECIAL HOURS used YEAR-TO-DATE for your FISCAL year. This may be up
to seven (7) digits in length. Enter this amount to two (2) decimal digits. Default on
[ENTER] is 0.

19Field #32. Fiscal YTD PHO Hours

The number of PHO HOURS used YEAR-TO-DATE for your FISCAL year. This may be up to
seven (7) digits in length. Enter this amount to two (2) decimal digits. Default on
[ENTER] is 0.

20Field #33. Employee Loan Amount

Used to record an initial amount borrowed by an employee. This can be up to an
eight (8) digit number, entered to assume two decimal digits. Default on [ENTER] is 0.00
dollars.

NOTE: This assumes a non-interest bearing loan. For interest bearing
loans, you must calculate or use an amortization table to find the TOTAL of
principal plus interest for the duration of the loan. Enter that TOTAL here.

Fields #33, #34, and #35 are similar in function to Fields #1, #2, and
#3 described earlier except that the later may have their labels created by
the user.

21Field #34. PR Loan Deduction Amt

The PR LOAN DEDUCTION AMOUNT tells the system how much you wish to subtract from
each payroll check in payment of the loan represented in field #33 above. Default on
[ENTER] is 0.00 dollars.

NOTE: Again, this assumes non-interest bearing loans. If interest is
being charged, use amortization tables to enter the total of principal plus
interest to be deducted each pay period.
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(Your Company Name) Employee: 0600

Add Employee Records White, Dave
1. QTD Gross 17. YTD Gross
2. QTD FICA 18. YTD FICA
3. QTD FWT 19. YTD FWT wal
4. QTD SWT 20. YTD SWT
5. QTD SDI 21. YTD SDI
6. QTD CWT 22. YTD CWT
7. QTD PHO 23. YTD PHO
2 8. QTD Meals 24. YTD Meals
. . 9. QTD Tips 25. YTD Tips
22F1e1d10. QTD Reimbursement 26. YTD Reimbursement #35' Loan
Current 11. QTD Hours 27. Fiscal YTD Hours Balance
12. QTD Medicare 28. YTD Medicare
This . field
contains the ~ ~7TTTTTTTTTTTTTTTTTTTTTTT YID Deduction Totals—------m--mo-mooomooooo oo LOAN CURRENT
BALANCE of an employee
13. 401K YTD 29. UNIFORMS YTD .
loan. ’!.“he 14. ROA YTD 30. CR UNION YTD system will
automatically 15, carr pLN YTD 31. RETIRMNT YTD calculate the
balance if 16. INSURANCE YTD 32. Bank $ Due Fields #33,
#34, and #35 are filled
in. (You must put the
starting balance in
BOTH field 33 and #35
Changes are not allowed to these fields. (ENTER] |} i . . #
at the beginning of
the loan.)
2.

23ANY CHANGE ?

After answering all the questions on Screen 2 of Add Employee Records, you are
asked if you wish to make "ANY CHANGE ?". If you need to make changes, you may do so one
of two ways.

ETTHER
Answer Y(es), press [ENTER], enter the number of the field you wish to
change, press [ENTER] again, and make the appropriate changes,

OR
simply type the number of the field you wish to change at the ANY CHANGE °?
prompt, ©press [ENTER], and then make the necessary changes.

If you have no changes to make to Screen 2, you may go on to Screen 3 by answering
N (o) to the ANY CHANGE ? prompt. Default on [ENTER] is N(o).

To return to Screen 1 of this set to create/change/look-up a different employee
record, press [ESC] from the ANY CHANGE ? prompt.

To return to the Employee Master File Maintenance submenu, press the Left Arrow key
with the cursor on the 1. EMPLOYEE # field of Screen 1.

To return to the Payroll Main Options menu, press the left arrow key for the
submenu selection.

4Employee Master File Record - Screen 3
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The screen shown above is Screen 3 of an Employee Master File record. It allows you
to enter the employee's Quarter-To-Date and Year-To-Date figures. The EMPLOYEE NAME and
NUMBER are shown at the top of Screen 3.

WARNING: Before leaving Screen 3, be SURE that the information is
correct. Once you exit, you may NOT change this screen except by using #8.
Manual Transaction Entry & Editing from the Payroll Main Options menu, or by
using #11. Change YTD, QTD Fields in Employee Master File from the System
Management Functions submenu.

1Field #1. QTD Gross

The QUARTER-TO-DATE GROSS, which may be up to nine (9) digits in length. Enter
this amount to two (2) decimal digits. Default on [ENTER] is O.

2Field #2. QTD FICA

The QUARTER-TO-DATE FICA may be up to nine (9) digits in length. Enter this amount
to two (2) decimal digits. Default on [ENTER] is O.

3Field #3. QTD FWT
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The QUARTER-TO-DATE FEDERAL WITHHOLDING TAX, which may be up to nine (9) digits in
length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

4Field #4. QTD SWT

The QUARTER-TO-DATE STATE WITHHOLDING TAX may be up to nine (9) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

5Field #5. QTD SDI

The QUARTER-TO-DATE STATE DISABILITY TAX, which may be up to nine (9) digits in
length. Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

6Field #6. QTD CWT

The QUARTER-TO-DATE CITY WITHHOLDING TAX may be up to nine (9) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

7Field #7. QTD PHO

The QUARTER-TO-DATE PHO PAY received may be up to nine (9) digits in length. Enter
this amount to two (2) decimal digits. Default on [ENTER] is O.

8Field #8. QTD Meals

The QUARTER-TO-DATE MEALS may be up to nine (9) digits in length. Enter this amount
to two (2) decimal digits. Default on [ENTER] is O.

9Field #9. QTD Tips

The QUARTER-TO-DATE TIPS may be up to nine (9) digits in length. Enter this amount
to two (2) decimal digits. Default on [ENTER] is O.

2.

10Field #10. QTD Reimbursement

The QUARTER-TO-DATE REIMBURSEMENT may be up to nine (9) digits in length. Enter
this amount to two (2) decimal digits. Default on [ENTER] is O.
2.
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11Field #11. QTD Hours

The QUARTER-TO-DATE HOURS WORKED may be up to seven (7) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

2.
12Field #12. QTD Medicare
The QUARTER-TO-DATE MEDICARE may be up to nine (9) digits in length. Enter
this amount to two (2) decimal digits. Default on [ENTER] is 0.
2.

13Fields #13 through #16 YTD Deduction Totals

These fields are for user defined deductions unique to your business and/or
employees. The descriptions for the deductions are entered under #1l. Define Data File
Locations from the System Management Functions submenu. Each of the DEDUCTIONS WITHHELD
YEAR-TO-DATE may be up to nine (9) digits in length. Enter the YTD DEDUCTIONS to two (2)
decimal digits. Default on [ENTER] is O.

14Field #17. YTD Gross

The YEAR-TO-DATE GROSS may be up to nine (9) digits in length. Enter this amount
to two (2) decimal digits. Default on [ENTER] is O.

15Field #18. YTD FICA

The YEAR-TO-DATE FICA may be up to nine (9) digits in length. Enter this amount to
two (2) decimal digits. Default on [ENTER] is O.

16Field #19. YTD FWT

The YEAR-TO-DATE FEDERAL WITHHOLDING TAX may be up to nine (9) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

17Field #20. YTD SWT

The YEAR-TO-DATE STATE WITHHOLDING TAX may be up to nine (9) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

18Field #21. YTD SDI

The YEAR-TO-DATE STATE DISABILITY TAX may be up to nine (9) digits in length.
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Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

19Field #22. YTD CWT

The YEAR-TO-DATE CITY WITHHOLDING TAX may be up to nine (9) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

20Field #23. YTD PHO

The YEAR-TO-DATE PHO PAY received may be up to nine (9) digits in length. Enter this
amount to two (2) decimal digits. Default on [ENTER] is O.

21Field #24. YTD Meals

The YEAR-TO-DATE MEALS may be up to nine (9) digits in length. Enter this amount
to two (2) decimal digits. Default on [ENTER] is O.

22Field #25. YTD Tips

The YEAR-TO-DATE TIPS may be up to nine (9) digits in length. Enter this amount to
two (2) decimal digits. Default on [ENTER] is O.

23Field #26. YTD Reimbursements

The YEAR-TO-DATE REIMBURSEMENTS may be up to nine (9) digits in length. Enter this
amount to two (2) decimal digits. Default on [ENTER] is O.

24Field #27. Fiscal YTD Hours

The FISCAL YEAR-TO-DATE HOURS WORKED may be up to seven (7) digits in length.
Enter this amount to two (2) decimal digits. Default on [ENTER] is O.

25Field #28. YTD Medicare

The YEAR-TO-DATE MEDICARE may be up to nine (9) digits in length. Enter this
amount to two (2) decimal digits. Default on [ENTER] is O.

26Fields #29 thru #31 of YTD Deduction Totals
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These fields are more of the user defined deductions unique to your business and/or
employees. The descriptions for the deductions are entered in #1. Define Data File
Locations from the System Management Functions submenu. Each of the DEDUCTIONS WITHHELD
YEAR-TO-DATE may be up to nine (9) digits in length. Enter the YTD DEDUCTIONS to two (2)
decimal digits. Default on [ENTER] is O.

27Field #32. Bank $ Due

Field #32. Bank $ Due deserves special mention. This is part of the feature in
Payroll Ver. 7.3 (and beyond) that permits hourly employees in highly seasonal businesses,
with seasonally fluctuating regular/overtime demand, to declare up to 50% of overtime
earned to be "BANKED" when earned, and then paid out later at times when regular hours

are reduced. This field is the accumulator for the feature. The Overtime Banking feature
is turned on via main option #15. System Management Functions, choice #1l.Define Data File
Locations, Screen #5. See Chapter Sixteen of this manual for more details on Overtime
Banking.

2.

28ANY CHANGE *?

After answering the questions on Screen 3 of Add Employee Records, you are asked if
you wish to make "ANY CHANGE?". If you need to make changes, vyou may do so one of two
ways:

ETTHER

Answer Y(es), press [ENTER], enter the number of the field you wish to

change, press [ENTER] again, and make the appropriate changes,

OR
simply type the number of the field you wish to change at the ANY CHANGE °?
prompt, ©press [ENTER], and then make the necessary changes.

If you have no changes to make to Screen 3, you may return to Screen 1 by answering

N (o) to the ANY CHANGE ? prompt.

WARNING: Before leaving Screen 3, be SURE that the information is
correct. Once you exit, you may NOT change this screen except by using #8.
Manual Transaction Entry & Editing from the Payroll Main Options menu, or by
using #11. Change YTD, QTD Fields in Employee Master File from the System
Management Functions submenu.

To return to the Employee Master File Maintenance submenu, press the Left Arrow key
with the cursor on the 1. EMPLOYEE # field.

To return to the Payroll Main Options menu, press the Left Arrow key for the
submenu selection.
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(Your Company Name) Employee Pay Rates

Emp Number 0600 White, Dave
Job
Dept Scale Regular Overtime Premium Double
1 Manual
2. 2
3
5 1 Employee
Master 5 File Record -
Screen 4 g
8
9
10
11
12
13
14
15
16
ANY CHANGE ? | __
The screen shown above is screen four of the Employee Master file record.
Each employee may be assigned pay rates in as many as sixteen (16) departments. The
departments are defined on Screen 4 (of 7) of Main Option #15. System Management
Functions, <choice #1. Define Data File Locations. When you arrive at this screen, the

defined departments will be listed down the left column of the table. Any default pay
rates that apply will be listed in the other columns across that row.

Within your organization, vyou may have a variety of Job Scales fo pay that apply at
different times to an employee (e.g., journeyman, apprentice, union, etc.) These are set
up separately in a word processing file (consult Codesmiths, Inc. for assistance with this
infrequent task).

Each departmental pay rate is represented by a row of the above screen. For each
departmental pay rate, the columns of the table define:

The department code or designator.

A Job Scale code.

A Regular pay rate.

An Overtime pay rate.

A Premium pay rate (you decide the meaning of ‘premium’).
A Double (time) pay rate.

o U b W N

When you arrive at this screen for an employee, the Departments defined and any
default pay rates will be in the table. Your cursor will be at an ANY CHANGE ? prompt at
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the bottom.

Type

Your

Your

Your

the number of a Department row you wish to modify and press [ENTER].

cursor goes to the Job Scale column of that row. Enter a job scale code for
that employee/department combination. Press [ENTER].

cursor goes to the Regular pay rate column. You either may accept the default
value already there (by pressing [ENTER] alone) or may enter a new pay rate.

cursor continues in this fashion through the Overtime, Premium, and Double pay
rate columns. In each case you either may accept the default or enter a new
value.

At the end of the row your cursor returns to the ANY CHANGE ? prompt at the bottom

of the screen.
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2.
3.
2.
4
6 5
of 6
7
8.
9
10.
11
12.
13
14.
Exampleis.
Add/Change 16.
Records - !

Ver.

(Your Company Name)
Change/Inquire Employee Records

ANY CHANGE 7

AL CIIANGLD

. Annual Amt?

Fee Ded
Fee Amt
Fee Left
401K Ded (a))

ROA Ded

. Annual Amt?

CAFE PLN Ded
Annual Amt?
INSURANC Ded

. Annual Amt?

Ded

. Annual Amt?

Ded
Annual Amt?

RETIRMNT Ded (a)

7. Annual Amt?

A

o

.00
.00

o

Z oz oz o

.00

.00

.00

Zozoz o

o
o

o
o

o
o

Employee: 0001

SMITH, JONATHAN
18. Paid Hours Off Due
19. YTD PHO's Paid (Hrs)
20. PHO's Per Year
21. Maximum PHO's
22. Vacation Hours Due
23. YTD Vacation Hrs Paid
24 . Vacation Per Year
25. Maximum Vacation
26. MTD Overtime Hours
27. MTD Special Hours
28. MTD PHO Hours
29. MTD PHO Pay
30. Fiscal YTD Ovrtime Hrs
31. Fiscal YTD Special Hrs
32. Fiscal YTD PHO Hours
33. Employee Loan amount
34. PR Loan deduction amt
35. Loan current Balance

Example of Add/Change Employee Records - Screen 2

80.

46.

80

.00 aal

Examples

.00 Add/Change
80.

Employee

.00 Records

0.
0.

O O OO oo

Employee

.00
00 Screen 1

00
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Omn (Your Company Name) Employee Pay Rates

Cha
Emp Number 0001 SMITH, JONATHAN
1. Job 65
2. Dept Scale Regular Overtime Premium Double 41
3.1 10 J4 15.000 22.500 37.500 30.000 79 aual
Example 4. 2 Hp HI 8.500 12.750 21.250 17.000 07 of Add/Change
Employee 5.3 FM F2 18.000 27.000 45.000 36.000 00 Records -
Screen 3 6. 4 00
7. 5 00
8. 6 00
9. 7 00
10.8 .00
11.9 .00
12.10 .00
11
12
13.12 .00
14.15 .00
15.16 .00
16. .00

ANY CHANGE 7 I

Changes are not allowed to these fields CR TO CONTINUE

Example of Add/Change Employee Records - Screen 4
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25

7Sample Employee Master File Listing

REPORT NAME: EMPPRT.PRT

RUN DATE: 15-0CT-01 (Your Company Name) PAGE 1
Employee Master File Print-out
NO  NAME ADDRESS CITY ST ZIP PHONE SOC-SEC-#  SEX TYP DPT
0001 POTTER, MAC 109 S. EASY ST. ANABRU IL 61820 389-1166 324-83-1234 F 1 13
cLs BASE REG-RT OVT-RT SPC-RT ST-TX CT-TX EX-F EX-S EX-C ADD-F ADD-S ADD-C FICA MCARE MARITL PENSION PAY-FREQ
3 0.00 16.500 24.750 33.000 1 0 0 0 0 0.00 0.00 0.00 Y Y S N 26
SV-DED SV-AMT SV-LFT LOAN-AMT LOAN-DED LOAN-BAL  PHO-DUE PHO-PD PHO-YR  MAX-PHO HIRE-DT  TERM-DT TERM
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 05/31/86 /o N
401K ANNUAL YTD ROA ANNUAL YTD CAFE PLN ANNUAL YTD INSURANC ANNUAL YTD
0.00 N 0.00 0.00 N 0.00 0.00 N 0.00 0.00 N 0.00
AUTO ANNUAL YTD NON-CASH ANNUAL YTD RETIRMNT ANNUAL YTD
0.00 N 0.00 0.00 N 0.00 0.00 0.00
VAC-DUE VAC-PD VAC-YR MAX-VAC MTD-OVT-HR MTD-SPC-HR MTD-PHO-HR MTD-PHO-PAY YTD-OVT-HR YTD-SPC-HR YTD-PHO-HR
52.42 106.00  80.00 0.00 0.00 0.00 . 0.00 0.00
QTD-GRS QTD-FIC QTD-FWT QTD-SWT QTD-SDI QTD-CWT QTD-PHO QTD-MLS QTD-TIP  QTD-REIM QTD-HR  QTD-MCARE
7,920.60 491.09 1,405.65 237.60 0.00 0.00 0.00 0.00 0.00 240.70 480.00 114.84
YTD-GRS YTD-FIC YTD-FWT YTD-SWT YTD-SDI YTD-CWT YTD-PHO YTD-MLS YTD-TIP  YTD-REIM YTD-HR  YTD-MCARE
23,761.92  1,473.26 4,216.96 712.80 0.00 0.00 0.00 0.00 0.00 1,105.22 1440.00 344.52
NO  NAME ADDRESS CITY ST ZIP PHONE SOC-SEC-#  SEX TYP DPT
0002 MICHAEL, DAVID 266 SALEM RD. ANABRU IL 61801 367-6173 365-12-3456 M 2 20
cLs BASE REG-RT OVT-RT SPC-RT ST-TX CT-TX EX-F EX-S EX-C  ADD-F  ADD-S  ADD-C FICA MCARE MARITL PENSION PAY-FREQ
3 0.00 6.250 9.375 12.500 1 0 1 1 1 0.00 0.00 0.00 Y Y M N 24
SB-DED SB-SIZ SB-BAL LOAN-AMT LOAN-DED LOAN-BAL  PHO-DUE PHO-PD PHO-YR  MAX-PHO HIRE-DT  TERM-DT TERM
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 11/09/87 01/01/91 Y
401K ANNUAL YTD ROA ANNUAL YTD CAFE PLN ANNUAL YTD INSURANC ANNUAL YTD

INININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININININ
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