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1Module Overview

The Omni Payroll Main Options menu
by the Payroll module.

In addition,
modules:

(shown above)

summarizes the functions performed

the Payroll module may be set to interface with the following OMNI
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General Ledger - to record expenses to financial statement accounts
Job Cost - to record production costs
Check Reconciliation - to manage cash in bank accounts

These interface options are controlled through the P/R Systems Management Functions
and through the General Ledger OMNI Interface. (See the OMNI General Ledger Manual for
more information on the interface.)

The P/R module is a multi-user application. All file access is controlled by the
AMOS LOKSER utility.

Ver. 9.0
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1. Work on Employee Master Records

Please select application .47 2. Print Employee Lists
Function Overview, [ESC] to exit
1. 3. Time Card Entry/Editing
(Your Company Name) 4. Print Time Card Reports
2 FILE INFORMATION —---- Reports
FILE PST USED LEFT 5. Calculate the Payroll Produced by
EMPMAS 6 9 6. Print Payroll Checks
TMCARD *** 100 160 Payroll
System PAYWRK *** 4 71 7. Calculate Manual Payroll Check
PAYUSR 6 4 8. Manual Transaction Entry & Editing
MANTRX 0 5
The PRHIST 292 258 9. Print Quarterly Reports Omni Payroll
EMPDPT 11 100 10. Print W-2 Forms
mOdule, TMCHST 0 200 11. Print Payroll History produces the
following  _____ Version 9.0 (###) ---- 12. Print Overtime/PHO Report reports:
13. Display QTD and YTD Totals
1. Employee
Master File 14. Display/Print Payroll Reports Print-0Out
17. P/R 15. System Management Functions Attendance
Distribution
2. Alphabetical Employee List 18. Manual Transaction Edit List
3. Employee Alphabetical Phone List 19. Manual Transaction Register
4. Employee Date Hired List 20. F941A - Standard
5. One Page Employee Summary 21. F941A with detail
6. Time Card Edit List 22. Quarterly Tax Report
7. Time Card Register 23. Quarterly Deduction Report
8. Time Card Report by Employee 24. W-2 Alignment Form
9. Time Card Report by Job 25. Employee W-2 Forms
10. P/R Register 26. Overtime & PHO Report
11. P/R Deduction Register 27. P/R History Deductions Report
12. P/R Check Alignment Form 28. P/R History Earnings Report
13. Employee Payroll Checks 29. P/R History Hours Report
14. P/R Check Register 30. P/R History Earnings/Tax Report
15. Savings Bond Register 31. P/R History by Employee Class
le6. P/R - G/L Interface Report 32. P/R History by Department
33. P/R Forms Grid
1.

3A look at the Main Menu
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Please enter password

aual

The Payroll Main
Options menu contains
fifteen (15) selections
which allow you to enter,
edit, look at, and
print all employee and
payroll information.

General Main menu
instructions:

° Select the
function
desired from
the Payroll

Main menu. An example of the Payroll Main menu is shown above.

(] Some selections will have submenus and you will have to select again from the
submenu. The titles of the functions are given at the top of each page of
instructions.

° Enter the appropriate information requested for each function.

° Instructions for each function are given within this manual. You may wish to
read through the "General Instructions for Entering Information" (later in
this chapter) before you begin.

° To return to a submenu, vyou may generally press (or press the left
arrow key) at the uppermost cursor position on the screen.

° To return to the Payroll Main menu, press [ESC] (or press the left arrow
key) when asked for the submenu selection.

1.

lEntering a Password
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° The Payroll Module can be protected by a password. Then, when you initiate
the Payroll module, vyou first will come to the Password Entry screen shown
above. Enter the correct password.

° If you do not enter the correct password, you will be exited from the module.
If you enter the correct password, you will continue to the Payroll Main
Options menu.

° When no password has been defined, this screen will be bypassed. The
password may be entered/changed at any time by taking choice #15. System
Management Functions of the P/R Main Options menu, and choosing option #5.

Change Payroll Passwords.

2File Information

The FILE INFORMATION section is located on the lower left portion of the Payroll
Main Options menu, and contains the following:

FILE - the computer data file name

EMPMAS - The employee master file

TMCARD - The time card work file

PAYWRK - The payroll work file

MANTRX - The manual transactions file

PRHIST - The payroll history file

EMPDPT - The employee pay rates by department file

TMCHST - The time card history file
PST - a ** indicates that a file contains entries that should be posted
to a permanent file. (e.g. TMCARD file has entries that should be posted to
PAYWRK)
USED - the number of entries currently in each file.
LEFT - the number of new records that may be added to the file without
expanding the file's size.

3Main Menu Options Available

Work on Employee Master Records - Maintains the Payroll records. Use this option
to:
Add new employee records
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Look at an employee record
Change an employee record
Delete an employee record
Print employee records

Print Employee Lists - Allows you to review employee information. Use this option
to:
Print information on All employees (active and terminated)
Print information only on active (non-terminated) employees
Print information only on terminated employees

Time Card Entry & Editing - Allows you to control all time card activity and
transactions. Use this option to:

Add new time cards

Change a time card already entered

Delete a time card

Print a time card verification list (edit list).

Post time cards in preparation for doing a payroll.

Clear all time cards entered to start entry from beginning. You NEVER should
do this unless a major mistake has been made on many time cards entered.

Create time cards for salaried employees.

Print Time Card Reports - Allows you to review time card information. Use this
option to:
Print time card report by employee.
Print time card report by job.
Print time card report by department.
Print time card summary of hours by job.
Print time card history by employee.
Print time card history by job.
Print time card history by department.
Print time card history summary of hours by job.

Calculate the Payroll - Allows you to produce the periodic payroll. This option may
be repeated many times as you find and correct errors in time cards or deductions. Use
this option to:

Select employee group(s) to be paid (hourly or salaried).
Select the appropriate deductions for this payroll run.
Process pay information for these employees.

Produce check writing information for these employees.

Print Payroll Checks - Allows you to print the checks produced by the previous
selection. Use this option to:
Select and prepare the printer to be used to produce checks.
Declare check numbers and dates to be used for checks.
Print the payroll checks selected.
Verify checks written.
Produce payroll related reports.

Calculate Manual Payroll Check - Allows you to calculate special payroll events one
employee at a time. Use this option to:
Calculate a payroll transaction (like a termination check) for an individual
employee.

Manual Transaction Entry & Editing - Allows you to manually manipulate payroll
transactions without posting them to General Ledger. Entering data this way does NOT
include automatic calculation of tax deductions. You first may use the Calculate Manual
Payroll Check option and include the results in your entry. Use this option to:

Ver. 9.0
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Enter, change, delete new payroll transactions.

Print a transaction edit (verify) list.

Post such transactions to the payroll history file. (REMEMBER: these are not
posted to G/L -- you must make manual Journal entries in G/L if
required.)

Create and/or restore a backup work file.

Print Quarterly Reports - Prints necessary quarterly payroll tax and related
reports. These reports are generated by summarizing the Payroll History file data, NOT
from the QTD and YTD fields in each Employee Master file record. Use this option to:

Create and print the IRS-941 report for a specified date range.

Print a more detailed IRS-941 report, including wages detail.

Print a quarterly tax summary report.

Print a quarterly deductions summary report for a specified date range.
Create and print the IRS-941 report in the Tennessee OCR format.

Create and print the IRS-941 report by department.

Print W-2 Forms - Allows you to print employee IRS Form W-2 reports. You may
produce these on single-wide continuous stock, double-wide continuous stock, or laser
stock depending upon your printer. 1In either case you may do it with or without a
Magnetic Medium submission option. In each case, a suggestion of source for commercial
stock (and stock number) is provided. TUse this option to:

Declare type of form and printer to be used for reports.
Print IRS Form W-2 reports for employees.
Produce diskette medium for electronic submission of forms.

Print Payroll History - Allows printing of a variety of payroll history reports for
a specified period of time. Use this option to:
Select time period of report.

Print a Payroll History Earnings report.

Print a Payroll History Hours report.

Print a Payroll History Earnings/Tax Register.

Print a Payroll Summary by Employee Class.

Print a Payroll Summary by Employee Department.

Print a Payroll History Company Expenses report.

Print a Payroll History Deductions Report from user defined PRSYS deductions.

Print Overtime/PHO Report - Allows you to create and produce a summary report of
overtime and paid hours off (PHOs). Use this option to:
Select a printer to produce the report
Print a summary report by departments of employee MTD and YTD total overtime,
PHOs, pay for PHOs, and Time Bank balances.

Display QTD and YTD Totals - Provides a workstation display summary of payroll and
tax totals by quarter and year to date. Use this option to consult QTD and YTD summaries
of gross payroll, Federal withholding, state withholding, FICA, and Medicare
deductions.

Display/Print Payroll Reports - Allows you to reprint the last version of any report
stored on the computer disk. Use this option to reprint any report last created in the
Payroll module. This option does not create the report. It simply sends the LAST COPY
stored on the computer to a printer or to your terminal. (See earlier in this chapter for
a complete list of the reports available.)

System Management Functions - a password protected option that provides access to
the more technical functions that are needed to maintain the Payroll system properly. Use
this option to:

Define data file locations on your disk storage device, and initialize all
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operating parameters and settings for the payroll module.
Create the initial Payroll data files.
Expand/reduce the size of Payroll data files.
Change Federal, state, or local tax information and employee class titles.
Create/change passwords to the Payroll system.
Clear MTD Fields in Employee Master File.
Clear QTD and MTD fields in Employee Master File.
Clear YTD, QTD and MTD fields and vacation paid totals in Employee Master
File.
Clear YTD hours for fiscal year.
Rebuild the payroll work file from time cards.
Change YTD or QTD fields in employee master file.
Go to Programmer/Analyst Functions.
Work on user sign-on records.
Backup or Restore Payroll files on-line.
Edit COMPANY Name for reports.
Edit time card history.

4Start Up Procedures

After transferring the P/R programs to your system, you must do the following to

activate the P/R module:

° For users with an Alpha Microsystems main computer or network server, the
OMNI P/R module requires the following subroutines supplied by Micro Sabio:
INFLD.SBR, INMEMO.SBR. In addition Micro Sabio's EZSPL.SBR greatly enhances
the P/R module. And, users with PC computers or network servers will require
the software ASHELL from Micro Sabio. Make sure you have appropriate
documentation and that these routines have been added to the AMOSL.INI or to

AMOS32.INI.
[ For Alpha Microsystems customers, use the AMOS SYSACT command to create PPN's
for the data files. If you are going to put the data files on more than one

disk, be sure to create parallel PPN's on all of the disks you intend to use.
For more information on the SYSACT command, see the AMOS System Operators

Guide. (For PC users, this step will have been done for you by the
installation.)
(] Make certain that you have the following information (for PC users, all disk
locations are DSKO) :
a. The disk location for TSINTR.DAT - the OMNI interface file
b The disk location for GLSYS.DAT - the OMNI G/L system file
C. The PPN for TSINTR.DAT - the OMNI G/L interface file
d The disk location for JCSYS.DAT - the OMNI Job Cost system file. This

is not needed if you don't have the Job Cost module.

e. The printer names for P/R functions.

f. All rates and/or tables for any applicable Federal, state, county
and/or city payroll taxes.

° Log to the P/R data file PPN.
° Bring up the P/R menu (type: RUN PRMENU ).
° Select option #15. System Management Functions.
g. Set a system management password if you want one.
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h. Press [ENTER] to bring up the system management functions.

i. Use option #1. Define Data File Locations to set all of the file
locations and system defaults.

j Use option #2. Create Initial Payroll Data Files to create empty data
files.

k. Use option #4. Change Tax Information & Employee Class Titles to enter

all applicable payroll tax parameters and to define your different
employee classes.

L. Use option #5. Change Payroll Passwords to set a password to control
access to sensitive parts of the payroll system.

m. Use option #15. Edit Company Name to set the company information used
for reports.

n. Exit from the P/R Main Options menu. Re-enter to activate all the

settings just made.

° If you are using a master SHELL or other master applications menu, add an
option for Payroll.

° Make sure that the AMOS subroutine COMMON.SBR is loaded into each user's
memory. (LOAD BAS:COMMON.SBR)

° Return to the P/R Main Options Menu.

° From the P/R Main Options menu, select #l1. Work on Employee Master Records to
add all of your employees to the initial data file.

° Use P/R Main option #2. Print Employee Lists to verify the contents of the
Employee Master file and make any necessary corrections.

° You are ready to enter time cards.

5Daily/Weekly Procedures

You decide the frequency of the Payroll tasks. You may enter and post Time Cards as
often as you wish during a pay period.

We strongly recommend that you enter time card information regularly on at least a
weekly basis.

lEntering Time Cards

From option #3. Time Card Entry/Editing on the P/R Main Options menu:

d. Enter the pay period ending date for the pay period of the time cards now in
hand. Use the MMDDCCYY format for this date.

b. You will be shown the default Labor Overhead Rate (in percent form) and asked
whether you wish to change the overhead rate. Responding Y (es) will give you
a prompt to enter a new overhead rate. Enter the percent assuming two (2)
decimal digits. (Example: for 5.00 percent, enter "500") Then, respond
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Y (es) or N(o) on whether to calculate/post overhead on non-Jjob entries.

Choose #1. Add time cards to enter the batch in hand.

Choose #4. Print time card edit 1list to verify that all time cards have been
entered correctly.

Choose #2. Change time cards to correct any entry errors.

2Running Payroll

When ready to run a payroll, do the following:

Be sure all applicable Time Cards have been entered and verified.
From the P/R Main Options menu, choose #3. Time Card Entry & Editing.

3. Verify the Pay Period Ending Date displayed. Enter a new one if
necessary. Use the MMDDCCYY format for this date.

B. Verify, and change if necessary, the Labor Overhead Rate shown.
C. On the Time Card Entry/Editing screen, choose #5. Post time cards.
° Enter the desired posting date. Use the MMDDCCYY format.

° Enter your name or initials as the posting operator.

° Choose the printer to use to produce time card posting reports.

° If desired, view the time card posting results on the workstation
screen.

° Declare whether to print the time card posting results now or save

the reports for later. We recommend that you print and save a
copy of this report.

(Perhaps) From the P/R Main Options menu, do #4. Time Card Reports to help
you verify that the posting has been produced correctly.

From the P/R Main Options menu, do #5. Calculate the Payroll.

5. Enter the appropriate Frequency Codes for hourly and salaried employees
as they apply to this payroll.

B. Select the printer on which to produce the Payroll Register. (Perhaps)
Verify the Payroll Register on your workstation screen. (Perhaps) Choose
to delay printing of the Payroll Register.

C. Select the printer on which to produce the Deductions Register.
(Perhaps) Verify the Deductions Register on your workstation screen.
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D.

(Perhaps) Choose to delay printing of the Deductions Register.

From the P/R Main Options menu, do #6. Print Payroll Checks.

Load check forms in the printer you will use to write these
checks.

Respond to the query to provide a printer alignment test.
Select the printer to use to produce payroll checks.
Enter the starting check number to use for this payroll.

Enter the check date to use for this payroll. Use the MMDDCCYY
format.

(Perhaps) Display the resulting check data on your workstation
screen.

Select either to print checks now or save the data file for a
later printing.

Verify that all checks are satisfactory.

(Perhaps) Return regular paper to the chosen printer if it must be
used to produce payroll reports.

Choose printer for producing the Check Register report. (Perhaps)
View the Check Register report on the workstation screen. Then,
choose whether to delay printing of the Check Register for a later
time. We recommend that you print and keep a copy of this report
for future reference.

Choose the printer for producing the Savings Bond Register.
(Perhaps) View the Savings Bond Register on the workstation
screen. Then, choose whether to delay printing the Savings Bond
Register for a later time. We recommend that you print and keep a
copy of this report for future reference.

Choose the printer for producing the Payroll G/L Interface report.
(Perhaps) View the Payroll G/L Interface report on the workstation
screen. Then, choose whether to delay printing the Payroll G/L
Interface report for a later time. We recommend that you print
and keep a copy of this report for future reference.

Choose the printer for producing the Attendance Distribution
report. (Perhaps) View the Attendance Distribution report on the
workstation screen. Then, choose whether to delay printing the
Attendance Distribution report for a later time. We recommend
that you print and keep a copy of this report for future
reference.

You will return to the P/R Main Options menu.
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OMNI Payroll Demo Company

1. Employee # 0526

3 2. Gross Pay
Payroll3. FICA
it is 4- §§$ICARE
History, qur

7. SDI

8. CWT

9. Savings Bond Ded.

10. Loan payment Ded.

11. 401K Ded.

12. CHILD.SU Ded.
13. GARNISH Ded.
14. DENTAL Ded.
15. GR INS Ded.
16. CR UNION Ded.
17. ADD INS Ded.

ANY CHANGE °?

PRETSCH, WILLIAM F.

-5,266.
0.

-76
-1,302
0

0.

0

0.

-350.

O OO O oo

68
00

.37
.75
.00

00

.00

00

18. Regular Hours
19. Overtime Hours
20. Special Hours
21. Vacation Hours
22. Paid Hours Off

23. Hours Worked
24 . PHO Pay

25. Reimbursement
26. Other $ Non Taxable

27. Check Number
28. Check Date

0.00
0.00
0.00

118358
12/13/98

Employee #0526 has a payroll check #118358 as follows:

Gross pay $5,266.68
Fed W/H -1,302.75
Medicare -76.37
401 (k) deduction -350.00
Net pay $3,537.56

G/L account: 6120-001
G/L account: 2201-000
G/L account: 2202-000
G/L account: 6350-001
G/L account: 1100-000

This check needs to be reversed out in 2 places:
#1. We have to back it out of the payroll module.
#2. We have to back it out of the general ledger.

STEP #1: Correct the payroll history in the payroll module.
Procedure:
1. From the payroll main menu,

Press [ENTER].

2. Enter the figures from the original check as NEGATIVE amounts.

aal
Reversing a
Check AFTER
Posted to

select #8. Manual Transaction Entry/Editing.

Then select #1. Enter (add) new trx. Press [ENTER] again.
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3. Select #4. Print trx edit list.
needed.
4. When all is correct,

13

Review carefully.

Make corrections as

select #5. Post trx's to payroll history.

Procedure:

5. Select #3. GENERAL LEDGER. Then select #2. G/L Trx Entry and Editing. Next,
select #1. Enter debits/credits into the work file.

2. The important part of this step is to get the G/L account numbers correct.

The account numbers are shown in #12.

OMNI G/L Interface File Maintenance.

The account numbers in the example below MAY NOT BE YOUR ACCOUNT NUMBERS.

REFERENCE

Cash - Payroll

EMP 0526/CHK 118358 REVERSAL

Withholding Taxes Payable

3. Back out the NET pay:

1. ACCOUNT 1100-000

2. DATE 12/13/98

3. DEBIT 3537.56

4. CREDIT

5. SOURCE JE 6
4 Back out the Federal Withholding:

1. ACCOUNT 2201-000

2. DATE 12/13/98

3. DEBIT 1302.75

4. CREDIT

5. SOURCE JE 6

REFERENCE

EMP 0526/CHK 118358 REVERSAL
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FICA/Medicare Payable

401K Plan

Back out the Medicare:

ACCOUNT 2202-000
DATE 12/13/98
DEBIT 76.37
CREDIT

SOURCE JE

Back out the 401K deduction.

ACCOUNT 6350-001
DATE 12/13/98
DEBIT 350.00
CREDIT

SOURCE JE

ACCOUNT 6120-001

DATE 12/13/98

DEBIT

CREDIT 5266.68

SOURCE JE
Select #4.

REFERENCE

REFERENCE

Salaries-Office

REFERENCE

Print a work file edit list.
#5. Post the work file to the permanent G/L file.

Payroll Reference Manual

EMP 0526/CHK 118358 REVERSAL

Do similarly for any other deductions:

EMP 0526/CHK 118358 REVERSAL

EMP 0526/CHK 118358 REVERSAL

When the entries are correct,

select



15

Function Overview/Quick Reference

Payroll Worksheet - Removing a Payroll Check

Payroll #8. Manual Trx Entry General Ledger #2. G/L Trx Entry

Account Debit Credit
1. Employee #

2. Gross Pay -

3. FICA -

4. MEDICARE - 2202-000
5. FWT - 2201-000
6. SWT 0.00

7. SDI 0.00

8. CWT 0.00

9. Savings Bond - 2140-000
10. Loan payment Ded. - 2140-000
11. 401K Ded. - 6350-001
12. CHILD.SU Ded. - 1240-000
13. GARNISH Ded. - 1240-000
14. DENTAL Ded. - 6420-001
15. GR INS Ded. - 6420-001
16. CR UNION Ded. - 1240-000
17. ADD INS Ded. - 6420-001

18. Regular Hours -
19. Overtime Hours -
20. Special Hours -
21. Vacation Hours -
22. Paid Hours Off -

23. Hours Worked -

24. PHO Pay -
25. Reimbursement -
26. Other $ Non Tax -

27. Check Number
28. Check Date

NET Pay 1100-000

TOTALS (must be equal)
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4Housekeeping Your Computer Disk Drive

Over a period of time, vyou will loose disk space to a lot of garbage files that are
collected. At the time they are automatically created by the system, they serve a very
important security purpose. But, these purposes are usually short lived, and the files
may periodically be erased. The files in question are those whose extensions are either
.BAK, .OLD, or .PRT. 1In the case of .PRT files, be sure you have retained a paper copy
of any necessary reports before erasing the files.

1. Erase all reports (*.PRTs) and all expansion archive files (*.0OLDs) from all
of the disk accounts:

LOG OPR:
ERASE ALL:*.PRT[]
ERASE ALL:*.OLD[]

2. Erase all *.BAK files from the system. .BAK files are created when
programmers edit files and when word processing operators edit documents. Use
the AMOS DIR command to determine if any of these files exist on the system.
For more information about the DIR command, consult the SYSTEMS COMMAND
REFERENCE MANUAL, Volume 2, AMOS Software Documentation Library.

The following commands will erase all .BAK files from the system:

LOG OPR:
ERASE ALL:*.BAK[]

Variations of the ERASE command can be used to erase .BAK files in selected PPNs.
Consult the documentation for the ERASE command, Systems Commands Reference Manual,
Volume 2, AMOS Software Documentation Library.

1.
6Monthly Procedures

Monthly procedures will vary depending upon the size of your company and the
frequency with which you must deposit Payroll Taxes and do other tax related operations.

1. Make an Employee Master File print-out of ALL of your employees.

2. From the Payroll Main Options menu, select #l. Work on Employee Master
Records. Press [ENTER].

B. Choose #4. Print employee records. Press [ENTER].
C. Choose the printer to use for this report, or choose to save the file
for later printing (Filename: EMPPRT.PRT). We recommend that you print

and keep a copy of this report for future reference.

D. In response to "Please enter starting employee," press [ENTER] for the
default ALL.

E. Continue to follow the directions at the bottom of your screen.

Ver. 9.0



17

Function Overview/Quick Reference

Use choice #15. System Management Functions to clear MTD fields for each
employee in the Employee Master File.

7Quarterly Procedures

For most companies, quarterly procedures will at least include the following:

Conduct all monthly tasks as described above, Dbut DO NOT clear MTD data
fields until after the following reports are produced.

Use choice #9. Print Quarterly Reports from the P/R Main Options menu to
prepare and print IRS Form 941 report. You have a choice of the standard Form
941 or a detailed version of the report. Print and save a copy of this report
for future reference.

Produce the quarterly summary Tax Report. Print and save a copy of this
report for future reference.

Produce the quarterly Deductions Report. Print and save a copy of this report
for future reference.

Use #15. System Management Functions from the P/R Main Options menu to clear
all MTD and QTD data fields in preparation for the next quarter.

8Yearly Procedures

Yearly procedures will vary depending upon the relationship between your fiscal year

and the calendar year.

For most companies, calendar year-end procedures will include the following tasks:

Conduct all quarterly and monthly tasks as described above, but DO NOT clear
MTD or QTD data fields until after all the following year end tasks are
completed.

Make a backup of Payroll data files to keep for tax purposes.

Use #10. Print W-2 Forms of the P/R Main Options menu to produce individual
employee IRS Form W-2 reports. This procedure is detailed in a section that
follows.

Clear all MTD, QTD and YTD data fields using choices found under #15. System
Management Functions of the P/R Main Options menu.

This is the simple version of the procedure. Be sure to read the next two sections

about adjusting Payroll totals for non-cash benefits, and the details of running W-2s and
changing tax tables for a new year.

Copyright 01/2002



18

Payroll Reference Manual

1.

1lPayroll Adjustment for Non-Cash Benefits - This Year

We have the following situation: taxable non-cash benefits have been earned for
this payroll year, but have not been recorded in any payroll run during the year, so
that the totals for gross pay, federal withholding, state withholding, FICA and Medicare
are not correct for any employee with such benefits. This gives us a two part problem:

1. How to adjust the Payroll totals of affected employees so that they will be

Ver.

correct for the year as a whole (which will allow their W-2s to be correct).
This problem is treated below in this section.

How to adapt the payroll runs for next year so that any such benefits can be
included right from the start. This problem is treated in the next section.

What follows is what we believe to be the simplest methods to handle both problems.

Adjustment for current payroll year.

We need to do two things for the current year:

3. Adjust the gross and withholding totals so that they will be what they would
have been if the non-cash benefit had been included in each payroll run.

B. Include the total for the non-cash benefit in one of the totals fields in the
Employee Master File record so that the W-2 program can print that total in
Box 12 Benefits included in Box 1 of the W-2 form (as of 1998). The solution
for both problems is to make a special payroll run that produces a net pay of
$0.00, Dbut adjusts the totals properly. To accomplish these goals, follow
the steps below IN THE ORDER LISTED.

Procedure:

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

2. Respond to the usual password prompt.

3. Select #1. Define Data File Locations, and move to Screen 3 where deductions

are defined. We show a sample of this screen below.



Screen 3 of 6
Define Payroll System Parameters

Function Overview, Deduction Ded s —-——- Subtract from GROSS before calculating -----
Descr Group Ded? FWT FICA SWT CWT DISABL FUN SUN MCARE

1. 401K 1 Y Y N Y N N N N N
2. ROA 2 N N N N N N N N N
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 ? |

Pick an unused row and define a deduction (see Line 6 of the sample screen
shown above) whose description is NON-CASH, which has a UNIQUE Deduction
Group in column two (suggestion: "9") and which has "N" as the entry for all
other columns.

4. Exit to the Payroll Main Options menu. Choose #l. Work on Employee Master
Records. Lookup each affected employee and change the entry in field #15. Pay
Frequency to "1" (yearly). Write down the setting you are removing so that

you can set them back later.

5. Again return to the Payroll Main Options menu. Choose #7. Calculate Manual
Payroll Check. This screen is just a specialized calculator. For each
affected employee, enter the TOTAL VALUE OF THE NON-CASH BENEFIT FOR THE
WHOLE YEAR as the asked for Gross Pay. This will produce a screen that shows
the owed withholdings for the benefit and the NET PAY value of the benefit.
This net pay amount will be what we need for the special payroll run needed to
adjust the employee's totals.

6. Return to the Payroll Main Options menu. Choose #1. Work on Employee Master
Records. Lookup each affected employee. Go to Screen 2 of their record and
enter the NET PAY from Step 5 above in the amount field for the new NON-CASH
deduction. Also make the answer to the question Annual Amt? be "Y."

7. From the Payroll Main Options menu, choose #3. Time Card Entry/Editing and
make a time card entry for each affected employee that uses Code 4 (Taxable),
and has as the Total (extreme right-hand column) the TOTAL VALUE of the non-
cash benefit for the year that you used in Step 5 above for Gross Pay. After
entering the time cards and checking the edit list, choose the POST TIME
CARDS option.
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8. From the Payroll Main Options menu, choose #5. Calculate the Payroll. Enter
the UNIQUE FREQUENCY CODE for the new noncash deduction (that you chose in
Step 3 above)as the "codes for this pay period." Verify, wusing the Payroll

Register produced, that the net pay is $0.00.

9. From the Payroll Main Options menu, choose #6. Print Payroll Checks. Choose
a printer that has blank paper (not check stock). For the Check Number, make
up one like today's date. The most important part of this step is to respond
Yes to the query Are all checks satisfactory? This will cause the adjustment
totals to post.

10. From the Payroll Main Options menu, choose #15. System Management Functions.
Select #11. Change YTD, QTD Fields in Employee Master File. Lookup each
affected employee and move to the third screen. Change the YTD Deduction
Total for the new non-cash deduction to equal the TOTAL YEARLY VALUE FOR THAT
BENEFIT. The proper field to change is on the lower portion of the screen.

At this point, all of the employee's gross and withholding totals should include
the proper amounts to reflect one year's total value of the non-cash benefit. Your W-2
program will be changed to look for any deduction which has a description that begins
"NON-CASH" in order to print the YTD amount of that deduction in Box 12 Benefit included
in Box 1 of the W-2.

NOTE: 1If you make this special one-time payroll run AFTER THE LAST
REAL PAYROLL OF THE YEAR, vyou will be all set at this point to run your W-2s.
If you make this special run BEFORE THE LAST REAL PAYROLL, you will need to
go to choice #1. Work on Employee Master Records, lookup each affected
employee and enter 0.00 for the new "NON-CASH" deduction as well as reset the
Pay Frequency (#15 on the first screen) BACK TO ITS ORIGINAL VALUE.

2Payroll Adjustment for Non-Cash Benefits - Next Year

To properly handle non-cash benefits from next year on, we must make sure that the
base pay amount includes the non-cash benefit and that the value of the non-cash benefit
is correctly installed in the amount field of the new non-cash deduction.

Procedure:
1. From the Payroll Main Options menu, choose #1. Work on Employee Master
Records. Lookup each affected employee. For salaried employees, vyou will

need to add into the base pay the total YEARLY value of the non-cash benefit.
For hourly employees, divide the yearly value by the hours the employee is
expected to work (full time is 2080 hrs.) and add that to the Reg. Rate.

2. Make sure that the affected employees have the correct PAY FREQUENCY and that
the NON-CASH benefit has the TOTAL YEARLY AMOUNT in its amount field.

3Payroll Year End - Running W-2s
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EXPLANATION: After December 31 and BEFORE the first payroll for the new calendar

year, the following steps must be done.
PROCEDURE :
1. Make a Backup of Your Payroll Files. If you run backups every night, you can

save the backup from the previous night.

2. Make an on-line file backup of your just ending year data. It's faster to
recover the on-line backup if something goes wrong.

° Go to the Payroll Main Options menu.

° Press [Ctrl] + [C] at the menu. If you get another menu, do another
[Ctrl] + [C]. Don't worry about the "ERROR CODE 1" that is reported.

[ A dot (.) prompt displays in the leftmost column of your screen.
° Use the appropriate commands shown below for your
computer.

Alpha Micro Users:

Type:
LOG OPR: [ENTER]
DIR ALL:EMPMAS.DAT][] [ENTER]

Write down the DSK location and the PPN that the DIR
shows you.

(In the following, there are several references to YEAR as
being "01" -- the date of this writing. For future use, replace
each "0l1" with the 2-digit number for the year you are ending.)

Type:
COPY DSK?:*.01[234,*]=DSK?:*.DAT[234,*]
DSK? 1s the disk location you found from #4 above)

P/C Users:

Type:
.COPY *.01=*_DAT [ENTER]

The system responds with:
DSK?:EMPMAS.DAT[234,1] to DSK?:EMPMAS.01[234,1]
DSK?:EMPIDX.DAT[234,1] to DSK?:EMPIDX.01[234,1]

etc....
Total of xxx files transferred

° At the "." prompt, type RUN PRMENU [ENTER]
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3. Print your fourth quarter 941 if you have not done so previously. From the
Payroll Main Options menu, choose #9 Print Quarterly Reports.

° Select either #1. Federal 941 Report for a specified date range, or #2.
Federal 941 Report with wages detail.

° Enter 10/01/01 as the quarter starting date.
° Enter 12/31/01 as the quarter ending date.
° The computer will print the report.
4, Print One Page Employee Summaries to use as a check against the Payroll

History Report. From the Payroll Main Options menu, select #2. Print
Employee Lists.

° Choose to print ALL employees (terminated and non-terminated).

(] Select #4. One Page Employee Summaries.

° Check the print-out for accuracy. Pay special attention to the YTD
figures. These will be used to print the W-2 forms.

° If you need to correct any year-to-date figures, use Payroll Main

Option #8 Manual Transaction Entry & Editing to correct an employee's
record. Print a new One Page Summary after each correction.

5. Print a Payroll History Report for 01/01/01 through 12/31/01.

(] From the Payroll Main Options menu, select #11. Print Payroll History.
Print either one of the following:

1 - Payroll History Earnings Report -or-
3 - Payroll History Earnings/Tax Register

° Check this report with the One Page Employee Summaries. The reports
should agree. REMEMBER that the W-2's are printed from the
information in the employee master file NOT from the payroll history
information.

° WE DON'T RECOMMEND CLEARING THE PAYROLL HISTORY FILE UNLESS YOU NEED THE
ADDITIONAL DISK SPACE.

If you need to clear the payroll history file for the new calendar

year, answer "Y" to the question "Do You Wish To Purge The Payroll
History File?". Purge through 12/31/01. Save this report.
6. For your own records, do Main Option #12. Print Overtime/PHO Report.
7. You are ready to print W-2 forms. We recommend that you:
° Make a trial run on plain computer paper. Choose Main Option #10. Print
W-2 Forms. The computer will print an alignment form and then ask for

Starting Employee # and Ending Employee #. Choose ALL employees.
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Hold the print-out up against the W-2 forms that you have purchased. If
the forms don't match, call Codesmiths immediately.

° Put the W-2 forms in the printer. Choose Main Option #10. Print W-2
Forms again. Follow the same steps that you did during the trial run.
8. Clear the YTD, QTD and MTD information in the employee master file. Choose

Main Option #15 System Management Functions. Then choose #8. Clear YTD, QTD,
MTD Fields and Vacation Paid. Answer "Y" to the question: Are you sure you
want to clear these fields?

o. Check the FICA information, the State Tax information, and the State
Unemployment information for changes that will need to be made for the new
year. Get the latest Circular E, Employer's Tax Guide from the Federal
Government and the most recent copy of all of the state income taxes that
apply to your payroll. The following samples use data for 1999.

(] Choose Main Option #15. System Management Functions. Then choose
#4. Change Tax Information & Employee Class Titles. As an example, for
2001 FICA, you would specify:

5. FICA MAXIMUM $80,400.00 (was $76,200.00)

6. EMPLOYEE'S FICA PERCENT 6.20

7. EMPLOYER'S FICA PERCENT 6.20

8. MEDICARE MAXIMUM 999,999.99 (means ALL WAGES)

9. EMPLOYEE'S M'CARE PERCENT 1.45

10. EMPLOYER'S M'CARE PERCENT 1.45

° Enter State Tax Code 60 to edit the Federal Tax Table.

i. Change the amount per exemption. (Again, the examples are for
2001) :
3. AMOUNT PER EXEMPTION $2,900.00 (was $2,800.00)

i. Change the SINGLE TAX TABLE as follows:
1. SINGLE EXEMPT WAGES 0.00

ANNUAL TAX TABLE - SINGLE

WAGES AMOUNT + % OF REMAINDER
2. 299,000.00 3. 94,725.50 4. 39.600
5. 138,400.00 6. 36,909.50 7. 36.000
8. 62,200.00 9. 13,287.50 10. 31.000
11. 28,700.00 12. 3,907.50 13. 28.000
14. 2,650.00 15. 0.00 16. 15.000
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
i. Change the MARRIED TAX TABLE as follows:
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1. MARRIED EXEMPT WAGES 0.00

ANNUAL TAX TABLE - MARRIED

WAGES AMOUNT + % OF REMAINDER
2. 302,050.00 3. 89,567.50 4. 39.600
5. 171,200.00 6. 42,461.50 7. 36.000
8. 105,200.00 9. 22,001.50 10. 31.000
11. 49,900.00 12. 6,517.50 13. 28.000
14. 6,450.00 15. 0.00 l6. 15.000
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
° Be sure to check your state tax tables (#1-50) and your annual

contribution rate for unemployment insurance.
10. Press [ESC] to return to the payroll main menu.
11. WHAT COULD GO WRONG?

YOU MUST RESTORE THE ON-LINE BACKUP AND START OVER.

Alpha Micro Users:

Type:

1L.0OG OPR: [ENTER]

COPY DSK1:*.DAT[234,1]=DSK1:*.01[234,1] [ENTER]
P/C Users:
Type:

[CTRL] + [C] to get to the "." prompt.

COPY * DAT=*.01 [ENTER]

This will copy your data files back. Start over with Step #1.

If you need assistance, please give us a call at (800) 352-5510 or fax your
questions to (217) 337-7464.

1.
9End of Fiscal Year Procedures
. Choose #15. System Management Functions and select choice #9. Clear YTD Hours
for Fiscal Year. Be sure you have done the last payroll, produced all W-2
and other tax reports, as well as any archive reports you may wish to have
for the whole year's payroll.
1.

10General Instructions for Entering Information
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The following sections present instructions for tasks that come up in many places in
this software. To save space, we give the detailed instructions for such tasks here,
and refer you to this section from the rest of the manual.

1.

1 MOUSE Support

MOUSE Support is active in Payroll on all menus where selections are made. You will
know the mouse is active when you see a second cursor on the screen. If you are using PC
versions of Codesmiths software, running from within Windows, the second cursor will

look like a hand with index finger pointing upward. When you are using your PC as a
terminal on an Alpha Microsystems network (with AlphalAN) the second cursor for the mouse

is another rectangle like the input cursor. 1In both cases, 1f you move the mouse, the
mouse-related cursor will move on the screen. If you do not see a mouse cursor on any
screen, then the mouse is NOT active on that screen.

To select a menu choice with the mouse, move the mouse cursor to be over the text
of your selection, and click the left button of the mouse.

CAUTION: When the mouse cursor is the upward pointing hand, the
critical part is the tip of that index finger, not the palm area of the hand.
If your menu is single spaced (as many Codesmiths menus must be), when the
palm of the hand cursor is over one line of text, the tip of the index finger
actually is positioned over the next line up on the screen. A click of the
mouse in this position will cause you to select the next line up. REMEMBER,
the tip of the finger on the mouse cursor is what selects from menus.

2 The WHAT NEXT ? prompts

All of the main data entry screens in the Payroll module allow you to move freely
among the information fields on the screen. Use the arrow keys: Left, Right, Up and
Down to access any information field from any other one. When you have finished entering
all information, press [ESC]. One of the WHAT NEXT ? prompts appears at the bottom of
the screen. A WHAT NEXT ? prompt shows the options available to you for your next
action.

There are several versions of the WHAT NEXT ? prompt in this software. One common
one is the ANY CHANGE ? prompt. This is seen following entry of information into one or
more fields of a data record. The responses to the ANY CHANGE ? prompt are:

[ Type the number of a field to change (in those cases where numbered fields are
associated with the ANY CHANGE ? prompt). Enter new data for that field.
Press [ENTER] when finished. If the cursor moves to another field, ©press
[ESC] to return to the ANY CHANGE ? prompt.

CAUTION: It is important that you press [ENTER] after entering new data
in any field. The temptation is to enter the new data and then press [ESC] to
immediately return to the ANY CHANGE ? prompt. Don't yield to this
temptation!! Doing so will cause the new entry NOT to be recorded.
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° Respond N (o) to the ANY CHANGE ? prompt when all entries are correct and you
wish to move on. Usually, this response is the default one, so you only
need press [ENTER] to carry on.

Another form of WHAT NEXT ? prompt used in this software is signaled by the prompt
line:

Enter field number to CHANGE. Press [ENTER] to save. [ESC] to abort

(] To change any information field, enter the number to the left of that field
and press [ENTER].

[ To save your entry and move on, press [ENTER] alone.

° To cancel your entry, press [ESC]. You'll have one last chance to change
your mind before the entry is cancelled.

Additional options at some WHAT NEXT ? prompts include:
[NEXT SCREEN] to move to the next page of a multiple page display (or [CTRL]
+ [T]).
[PREV SCREEN] to move to the previous page of a multiple page display (or
[CTRL] + [R]).

REMEMBER: [ENTER] and [ESC] are not the same at a WHAT NEXT °?
prompt.
[ENTER] saves your work.
[ESC] cancels your work.

3 [TAB] -Search Windows

Payroll uses overlaid boxes (referred to as windows) in situations where you have a
need to quickly scan a portion of a database or list to find a particular entry on which
to operate. When such an option is available, the bottom of your screen will show a
message similar to:

Press [TAB] for window.

This will ALWAYS originate when your primary cursor sits on a field needing an

entry. If you know the entry, merely type that name. If you know even a few characters
of the name, type them and when you press [ENTER] you will be stepped through only the
entries containing those few characters. For each, vyou will respond to the prompt:

Right (item)? [N]
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where "item" is replaced by the proper name of the field you are filling (vendor, tax set,
payment terms, etc.) When you see the record you seek, respond Y(es) to this prompt.
Continuing to respond N(o) will bring up the next partially matching record until all
likely ones have been rejected.

Now, the [TAB]-Search Window is an aid to finding records when you don't even
recall a few characters of the entry. Simply press [TAB] at the entry field, part of
your screen will be erased (but not forgotten), and a numbered list of the available
records will show in a window. At the bottom of the screen will be the prompt:

Line #/[HOME]/[PG DN]/[PG UP]/[ESC]/[TAB]-search

The following general responses may be made to this prompt throughout the Payroll
system:

[ESC] Leave the [TAB]-Search Window at any time.

[ENTER] Display the next set of matching records found by the
search, until end of list is reached. The number displayed in each batch will depend
upon the space available for the window at that particular time.

Line # Type the line number of an entry you wish to use on the background
screen. Press [ENTER]. The [TAB]- Search Window will disappear and the chosen record
will be displayed in the fields of the background screen.

[HOME ] Return to the beginning of the records list showing in the window.

[Page Down] Move the list ahead (down) one screen's worth.
or [NEXT SCREEN]
or [CTRL] + [T]

[Page Up] Move the list back (up) one screen's worth.
or [PREV SCREEN]
or [CTRL] + [R]

[TAB] (a second time) -
When the [TAB]-Search Window shows the beginning of a very
long list of possible choices, you may wish to eliminate
some of them by another search within this list. As you
scroll the list back and forth with the [Page Up] and [Page
Down] keys, you will spot similarities of the records you
really wish to see. Enter another partial character pattern
then press [TAB] the second time to select these for a new
list in the window.

4 Exiting from a screen

To leave any of the data entry screens or menus, press [ESC] or the Left Arrow key

at the first information field displayed. DO NOT press [ESC] at a WHAT NEXT ? prompt.
This may cancel your entry.

5 Field Editing
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The Payroll module supports 'field editing' through the use of Micro Sabio's INFLD
subroutine. You can use the arrow keys, Left and Right, to move the cursor to a letter
or number that you want to change.

When a field has a 'default' entry - a usual answer, 1t will be displayed beneath
the cursor. You can edit the default entry using the arrow keys and other editing keys
described below.

1.
1 Active Edit Keys
The following key combinations can be used to edit a field entry:
Move cursor to beginning of field [CTRL]/[U]
Delete character at cursor [CTRL]/[D] or [DEL CHAR]
Delete everything in field [CTRL]/[Y]
Delete word cursor is in [CTRL]/ [V] or [DEL WORD]
Move cursor to end of field [CTRL]/[E]
Insert a space at cursor [CTRL]/[F] or [CHAR INS]
Move cursor left one space [ ] (the Left Arrow key) or
[CTRL]/ [H]
Move cursor to beginning of next word [CTRL]/[W] or [NEXT WORD]
Move cursor to beginning of previous word [CTRL]/[A] or [PREV WORD]
Move cursor right one space [2»] (the Right Arrow key) or
[CTRL]/ [K]
1.

6 Aborting an Entry
To start a screen over and cancel your previous work, do:
[CTRL] + [E]

This will bring you to a WHAT NEXT ? prompt. You can then press [ESC] to cancel your
entry.

1.

11Ssaving Keystrokes

To eliminate keystrokes and to maximize the use of the numeric keypad on the
keyboard, the Payroll module will accept account numbers, dates, and dollar amounts as
follows:
1.

1 Account Numbers

ACCOUNT NUMBERS: ####-#4## (four digit primary number) - (profit center)

Enter the first four digits.

Press any of the keys equivalent to [ENTER].

The program will display the dash that separates the account number.
Enter the last three digits.
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DATES:

NOTE:

Press any of the keys equivalent to [ENTER].

Short Cuts:
If the account number is less than 1000:
Type only the number of digits needed.
The program will supply the leading zeroes.
Example:
To enter account 0900-101,
type: 900 [ENTER] 101 [ENTER]

If the profit center is all zeroes:
Type the account number
Press any of the keys equivalent to [ENTER].
Press the [ENTER] key again.
The program will supply the 000 profit center.
Example:
To enter account 1200-000,
type: 1200 [ENTER] [ENTER]

Dates

Enter as MMDDYY or as MMDDYYYY.
011201 (or 01122001) for January 12, 2001
110601 (or 11062001) for November 6, 2001
Press [ENTER].
The date will be redisplayed with the / separators.
01/12/2001 or 11/06/2001
you MUST use a leading zero for single digit dates:
e.g., 03DDYYYY for March, 0305YYYY for March 5th.

When editing a date already entered in a field, you need only enter the digits that
have changed in the date. Use your arrow keys to move right to the digits needing change.

CAUTION: When a date field has a default value in eight-digit format
(like 06/17/2001), Dbe careful in editing that default. You easily, without
looking, <can end up with a date like 06/22/0101. Your habits derived from
many years of six digit dates will be a real detriment unless you recondition
yourself to pay careful attention until those habits go away. When documents
with such errors get posted, there is real trouble to fix things.

3

Dollar Amounts

DOLLAR AMOUNTS:

Enter amounts in pennies.
Type 110256 for $1102.56
Press [ENTER].
The amount will be redisplayed with the decimal point in place.

Default answers and a more detailed discussion of the appropriate entries for each
Payroll screen can be found in the chapters following this quick reference.
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4 Partial Key Searches

Item numbers, order numbers, and customer numbers are called search keys. In most
instances where you are asked for a search key, vyou can make a partial or a complete
entry. Entering a partial search key can save time and keystrokes. It frequently is
faster to have the computer do a search than it is to type in a complete entry. Feel free
to experiment with partial search keys. After a while, you will become proficient at
entering only the letters or numbers necessary to bring up Payroll information quickly.

1.
12Terms & Abbreviations Used in Payroll

The Payroll module contains the following terms and abbreviations:

1 Cursor

The cursor is the flashing bright box that appears on the terminal display screen.
The cursor is positioned at places where the operator is to enter information.

2 TRX

This is the abbreviation for the word "transaction." A transaction is a single
screen of related information such as a Time Card.

3 <CR>

This is the abbreviation for any of the following keys:
[ENTER]
[NEXT]
[RETURN]

All these keys are equivalent. Different keyboard models label this key
differently. The message <CR> TO CONTINUE means press the one of these keys present on
your keyboard. And when we say Press any of the keys equivalent to [ENTER], we mean any
of the keys in this list.

1.

4 Files/Records/Fields

A "File" is a collection of individual "records" that all store the same pieces of
information in individual "fields." For example:

EMPMAS is the employee master file.
Each ID number identifies an employee record in EMPMAS.
Each piece of information about a single employee, 1is a field.
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1.
13Selecting a Printer

If you have set the Payroll system parameters file to SPOOL REPORTS AFTER CLOSING,
each time you select a report function in, vyou will be asked to select a printer for the
report. The table of printer names is set up and maintained by the "Define System
Parameters" option under the Systems Management choice of the Payroll Main Options Menu.
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lal
1.
1 Printer
Selection
Screen
Please select a printer: I_
1. DRAFT PRINT
2. BOOKKEEPING
3. Katie's HP
4. AM302
5. Print report later (PRECHK.PRT)
ANY CHANGE?
Valid responses to the printer selection prompt are: the numbers 1 through 5 or the

[ESC] key to exit the option. In some instances, [ESC] has been disabled to prevent the
interruption of a posting sequence that may damage one or more files.

Choices 1, 2, 3, and 4 will send the report to the printer as soon as the report is
finished. Choice 5 creates the report, stores it on the computer disk, but does not send
it to a printer immediately. You can use Main Option #14. Display/Print Payroll Reports
to print the report or to display the report on a workstation screen.

All of the reports, regardless of your choice, are stored on the disk each time
they are run. Anytime you use option #14. Display/Print Payroll Reports on the Payroll
Main Options menu the resulting print-out or display is the last copy of the report stored
on the disk.

l4General Instructions

In an effort to keep this manual from becoming encyclopedia size, we decided to
give you general instructions for some of the most frequently performed Payroll tasks
instead of writing specific procedures in each chapter.

1 Menu Responses

To select a menu option, type the number to the left of the option. Press any of
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the keys equivalent to [ENTER]. On some menus, the arrow keys also are active. You can
use the Up Arrow and Down Arrow keys to move between the choices. When you are positioned
on the choice you want, press [ENTER].

To return to a previous menu, press [ESC], [END] or [ 1] (the Left Arrow key).

1.

2 Add/Change/Delete/Print

Each file in the Payroll module has a standard maintenance menu for adding records,
looking up records, changing records, deleting records, and printing records. We call
these menus "Master File menus." The screen with all of the information fields is called
the "File Maintenance screen." Any field that is used for lookup is called a "main search
key "
1.

1 Procedure for Add new records

Preparation:

A) Gather the required information to create a new record. See the appropriate

chapter of this manual for a complete description of the information you will need.

Procedure:
1. From the Master File Menu, choose the Add new records option.
2. On the File Maintenance screen:
° Press [ESC], [END], or the Left Arrow key at the first field to return
to the Master File menu.
° Enter the main search key. Press [ENTER].
IF: a match is found, the message Record already on file displays.
Press [ENTER] to acknowledge the message. Enter a different main search
key.
IF: a match is not found, continue to enter the new record information.
Press [CTRL] + [E] to abort your new entry.
OR: Press [ESC] when all of the information has been entered.
o At the WHAT NEXT ? prompt:
Type a number to change any information on the screen.
OR: Press [ENTER] to add the new record.
OR: Press [ESC] to abort the entry.
1.
2 Procedure for Look at a record
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Preparation:
A) Write down the main search key(s) for the records that you want to review.

B) Remember, changes are NOT ALLOWED in this option.

Procedure:
1. From the Master File Menu, choose the Look at a record option.
2. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
° (When available) Press [TAB] to open a TAB-Search window from which to
select items.
° Enter a full or partial main search key. Press [ENTER].
Each match for your entry is displayed. 1In response to Right Item?
[¥Y]:
Press [ENTER] or type "Y" to select the record.
Press "N" to continue looking for a satisfactory record.
When all of the matches have been found, the message:
No more matches for {main search key}
is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.
3. In response to a WHAT NEXT ? prompt:

Press [ENTER] to look up another record.
Press [ESC] to return to the Master File Menu.

On a multiple page display:
Press [NEXT SCREEN] or [Page Down] to see page 2.
Press [PREV SCREEN] or [Page Up] to see page 1.

" 3 Procedure for Change a record
Preparation:
A) Write down the main search key for each record that you want to edit.
B) If you are working on inventory records, make sure you know the CHANGE

password if you want to edit quantities and prices.
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Procedure:
1. From the Master File Menu, choose the Change a record option.
2. At the Enter password prompt (if used), enter the CHANGE password. If the
password is not correct, vyou will be returned to the Master File Menu.
3. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File
menu.
° (When available) Press [TAB] to open a TAB-Search window from which to
select items.
° Enter a full or partial main search key. Press [ENTER].
Each match for your entry is displayed. In response to the prompt
Right Item? [Y]:
Press [ENTER] or type "Y" to select the record shown.
Press "N" to continue looking for a satisfactory record.
When all of the matches have been found, the message:
No more matches for {main search key}.
is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.
4, In response to a WHAT NEXT ? prompt:
Type a number to change any of the information.
Use the arrow keys to move to any field and update the information.
When all of the updates are complete, press [ESC] to return to the
WHAT NEXT ? prompt.
OR: Press [ENTER] or type "N" to update the record. The cursor

returns to the main search key field.

OR: Press [ESC] to abort your changes. The cursor returns to the Main
search key field.

On a multiple page display:
Press [NEXT SCREEN] to go to page 2.
Press [PREV SCREEN] to go to page 1.

4 Procedure for Delete records

Preparation:
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A) Write down the main search key for each record that you want to remove.

B) If you are deleting inventory records or kit master records, make sure that
the items are not on any pending orders.

C) If you are deleting inventory records, make sure you know the CHANGE
password.

Procedure:

1. From the Master File Menu, choose the Delete a record option.

2. At the Enter password prompt (if used), enter the CHANGE password. If the
password is not correct, vyou will be returned to the Master File Menu.

3. On the File Maintenance screen:
° Press [END], [ESC], or the Left Arrow key to return to the Master File

menu.

° (When available) Press [TAB] to open a TAB-Search window from which to

select items.
° Enter a full or partial main search key. Press [ENTER].

Each match for your entry is displayed. 1In response to the Right Item?
[Y] prompt:

Press [ENTER] or type "Y" to select the record.

Press "N" to continue looking for a record.

When all of the matches have been found, the message:
No more matches for {main search key}.

is displayed. Press [ENTER] to acknowledge the message. The cursor
returns to the main search key field.

4. In response to Delete this item? [N]:
Press [ENTER] or type "N" to keep the record.
Type "Y" to mark the record for deletion.

5. In response to the Record marked for deletion message:
Press [ENTER] to acknowledge the delete message.
The cursor returns to the Main search key field.

1.

5 Procedure for Print records

Preparation:

A) Decide on the printer for the listing. You may choose to print the listing
later.
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Procedure:
1. From the Master File Menu, choose the Print records option.
2. In response to Sort before printing? [N]:
Press [ENTER] or type "N" to print the listing without a master file
sort.
Type "Y" to sort the listing by the main search key.
3. Select the appropriate printer or choose to print the report later.
OR: Press [ESC] or the Left Arrow key to exit without producing the
report.
4. Select the characteristics of the records that you want to use for the report.

To print a single record, enter the same information at the STARTING and
ENDING prompts.

OR: Press [ESC] or the Left Arrow key to exit without producing the report.

5. As the report processes, the main search keys display in the upper left of
the screen.

6. If you have specified any selections other than ALL, vyou return to the Report
Options screen. Enter another set of selections.

OR: Press [ESC], [END], or [ ] (the Left Arrow key) to return to the
Master File menu.

7. When the report is complete, vyou are returned to the Master File Menu.

3 Selecting Report Options

Many of the Payroll report functions begin with a list of selections that allow you
to tailor a report to your needs. A set of default options first are displayed, followed
by the ANY CHANGE ? prompt. To change the report options:

1. Type the number of the option you wish to change. Press [ENTER].

2. Enter your selection choices. To print only a single selection, enter the
same information for the STARTING and ENDING prompts. Press [ENTER] to return
to the ANY CHANGE ? prompt.

3. Press [ENTER] at the ANY CHANGE ? question when you've set the selections
you want.
4. The report processes and displays the main search keys in the upper left of

the screen.
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If you have specified anything but ALL in your selections, you return to the
report selection screen. To exit, press [END], [ESC], or [ 1] (the Left

Arrow key). The report will print.
OR: Enter another set of selection options.
1.
4 Inquiry/SCAN Options

The Payroll module contains many compressed single line display options. We
designed these scans to allow you to see as much information as possible as quickly as
possible. Many of the scans have a two or three part "selection area" at the top of the
screen.

To narrow a scan to your needs,
Read the instructions displayed on the last line of the screen. In general:
[TAB] or [*] indicates ALL.
A partial entry is allowed.
Press [ENTER] after you've entered your selections.

When the scan produces multiple pages:
[NEXT SCREEN] or [CTRL] + [T] pages forward.
[PREV SCREEN] or [CTRL] + [R] pages backward.
[HOME] goes to the first page.
[END] or [CTRL] + [E] goes to the last page.

To halt a scan early:
Press [ESC] or [Q] to quit.

15Troubleshooting

If a problem arises, the local System Operator is the person who diagnoses the
problem and decides on a recovery procedure.

If the System Operator can't solve the problem, then contact your Software Support
company. Only the System Operator should contact the Software Support company. The
System Operator will need to authorize any service charges which may be incurred while
solving the problem.

Before you call us ...

(] Get as much information as possible from the people who first noticed the
problem.
° Ask them for a step-by-step description of what they were doing at the time

the problem occurred.

° Try to make the problem happen again.

° Write down any error messages that the computer displays on the computer
terminal.

° Check the software manuals for assistance. Frequently, the manual will
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describe a simple procedure for resolving your problem.

° Call your Software Support company when you think you have enough information
to clearly describe the problem.
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