Print Payroll Checks

payroll checks.

1Module Overview

Chapter Seven

PRINT PAYROLL CHECKS

The purpose of this option is to control all actions related to the printing of

by using option #5. Calculate the Payroll of the Payroll Main Options menu.

This option includes the following operations:

This option assumes that you first have correctly calculated the payroll

a. Printing a payroll check alignment form (and repetitions) to assist you in
inserting check forms into your printer.

b. Printing the payroll checks.

c. Printing the Payroll Check Register report.

d. Printing the Payroll Savings Bond Report.

e. Printing the Payroll G/L Interface Report.

f. Printing the Payroll Attendance Distribution Report.
g. Posting the payroll data to the appropriate accounts.

The procedure for these operations is described below.

2Procedure for Print Payroll Checks

1. From the Payroll Main Options page, choose #6. Print Payroll Checks.
[ENTER] .
2. You will come to a Printer Selection screen that asks:

Select printer where checks are mounted:

You will probably have special forms for your payroll checks.
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° Put the forms for your payroll checks into the printer you will use to
print the checks. Be sure the printer is on-line.

Select the printer you will use.

At the bottom of the Printer Selection screen, you will see MARGIN
ADJUSTMENTS.

The Left Margin entry moves the print left/right on the paper. Positive
numbers move the printing to the right; negative numbers move the printing to
the left.

The Top Margin entry moves the printing up/down on the paper, with a positive
number moving the printing downward.

The Print Count is a Yes/No indicator that causes an alignment grid to be
printed on the check stock to help with alignment.

When finished with these entries, respond to the ANY CHANGE ? prompt to
either confirm or change your responses.

You will see the prompt:
Print an alignment?

In printing your checks, it's important to know that the forms are lined up
properly in your printer. An alignment prints XXX's in all the blanks where a
check will be printed.

° Respond Y (es) to the Print an alignment? query. The default value here
is N(o).

° Respond to the ANY CHANGE ? prompt to either confirm or change your
response.

You may see a screen that says:
PRINTING OCCURRING ... PLEASE WAIT

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

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

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

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

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

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

You will see the message:
Do you need another?

It is asking if you wish another alignment printed. You would do this if the
first XXX's printing showed bad alignment of the check forms.

Make any forms adjustments needed in your printer and respond Y(es) to reprint
the alignment template.

When your forms are properly aligned, respond N(o) to the Do you need
another? query.
You will see a screen with the requests:
Please enter:
Starting check #
Check date

Enter the STARTING CHECK NUMBER which may be up to six (6) digits in length.
This is the number of the next check to be printed. Press [ENTER].

Enter the CHECK DATE. Use the usual MMDDCCYY format.

Respond to the ANY CHANGE ? prompt to confirm or change your inputs.
You will see a screen with the information:
PRINTING OCCURRING ... PLEASE WAIT
No. of checks = ##
Check count = ##

The first of these numbers (No. of checks) is the number of possible checks
calculated and stored in file PAYCHK.PRT. The second number (Check count) 1is
the number of checks that actually will be printed. In normal operation,
these two numbers should be the same. They might differ if, for example, an
employee had so many garnishments that the total salary was encumbered. In
this case a check would be calculated, but not printed because the amount
would be =zero.

After the checks are printed you are asked:

Are all checks satisfactory?
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Examine carefully the checks produced to verify their accuracy. If they look
OK, respond Y(es) to continue. Respond N(o) to return to the beginning of
the check printing process for changes. 1In this case, you literally are
starting over at the stage where you could (if necessary) post more corrective
Time Cards to individual accounts, and then would run again choice #5.
Calculate the Payroll.

On your screen you will see the message:

Print 'DONE' and [ENTER] after you
have mounted the regular paper

This message is prompting you to load the printer being used with regular
paper to print the payroll reports. When you have finished this, type "DONE"
as instructed and press [ENTER]. This MUST be done in upper case type. Of
course, 1f you have an extra printer continuously loaded with check stock,
then there is nothing to do for this step, Jjust type 'DONE' to continue.

You now will repeat a printing cycle four times to produce the four payroll
reports. These are:

The Check Register (file PRCKRG.PRT)

The Savings Bond Register (file SVBREG.PRT)
The Payroll G/L Interface Report (file UPDGL.PRT)
The Attendance Distribution Report (file ATNDST.PRT)

In each cycle you will do the following:

° Choose the printer where you want to print the report. Or, choose to
have this report saved for later printing. In the later case, the
report will be saved in the file shown above.

After the last of the four reports has been produced, vyou will return to the
Payroll Main Options menu.
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3Sample Payroll Check Alignment Form

REPORT NAME: ALPRCK.PRT

NOTE: This form will be tailored to whatever check stock you wish to use. The one
we show is only a very generic sample.

REG-HR OVT-HR RATE REG-EARN OVT-EARN OTH-HR TYP OTH-EARN GROSS PAY PER
FHE R BRELRE BEORER BEHERLOHE BRERRRE HEE 4 PHO  HHHE . H4 XX/ XX/ XX
************ ADDITIONAL $§ —----------- ###.## HOL ####.##

TAXBLE ###.## NON TX #####.## - TIPS - ###.4## SPEC ####. .44 TL GROSS

REIMB ###.## MEALS #####. 44 ####4. 44 #4448 VAC ####. 4% #HEHE.HE HHEHE 44

FICA/MC FED. W/H ILL. W/H --—---—- OTHER DEDUCTIONS ---------—
FhEEE HERER L R LR CITY W/H ###4. 44 SAV BOND ###.4##
DEDUCT 1 ####.## DEDUCT 2 ####.#4#

- Off Time Remaining - - SDI -- DEDUCT 3 #### .44 DEDUCT 4 ##4#. 44

Paid Hrs Off #####.4# #####.4# DEDUCT 5 ####.## DEDUCT 6 ####.## TL-DEDUC
Vacation FhERE DEDUCT 7 ##4##.44# LOAN\T HHHE B FHEEE 4
NAME - CONTROL#/SOC SEC # YTD:-GROSS---FICA/MC---FED W/H-STATE W/H NET PAY

LAST NAME, FIRST NAME MI
FEEREE / RRE-EEEERE FHE RRELEE B EEELER R RRELEE B HEE L #i, L EE

XX/XX/XXKX  hhi#44 SSVOID#. #4#

Kk kKRR KKK KR KKK KRk * ZERO DOLLARS AND ZERO CENTS *% %% 4%k %k kk ko kkkkk k& &

EMPLOYEE NAME
EMPLOYEE ADDRESS-
CITY, STATE, ZIP---
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REPORT NAME: PAYCHK.PRT

REG-HR OVT-HR RATE REG-EARN OVT-EARN OTH-HR TYP OTH-EARN

32.00 0.00 16.500 528.03 0.00
- ADDITIONAL $

8.00 HOL 132.00

GROSS PAY-PER

09/16/01

TL GROSS
660.03 660.03

FICA/MC FED. W/H ILL. W/H  -------- OTHER DEDUCTIONS =----=-=---
50.49 84.15 19.80
- Off Time Remaining - - SDI --
Paid Hrs Off 0.0 TL-DEDUC
Vacation 55.50 154.44
NAME - CONTROL#/SOC SEC # YTD:-GROSS---FICA/MC---FED W/H-STATE W/H NET PAY
MAC POTTER
1234 / 324-83-1234 24,421.95 1,868.27 4,301.11 732.60 505.59
001234
09/16/2001 $505.59

Five Hundred Five Dollars and Fifty Nine Cents * * * * *

MAC POTTER
109 S. EASY ST.
ANABRU, IL 61820

9.0
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5Sample Payroll Check Register

RUN DATE: 16-0CT-01

Payroll Check Register

REPORT NAME:

(Your Company Name)

For the pay period ending 09/16/01
EMPLOYEE AMOUNT
NO NAME CHECK
0001 POTTER, MAC 505.59
0003 CAVENDISH, HENRY 445.31
0004 JOHNSON, DALE 629.64
0005 MEISTER, KATE 313.25
TOTALS: 1,893.79

CHECK
NO

001234
001235
001236
001237

4 CHECKS

PRCKRG. PRT

PAGE 1
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6Sample Payroll (User Defined Deduction) Report

REPORT NAME: SVBREG.PRT

RUN DATE: 16-OCT-01 (Your Company Name) PAGE 1
Payroll Savings Bond Register

For the pay period ending 09/16/01

EMPLOYEE SOC-SEC-NO BALANCE DEDUCTION CUMULATIVE SV-B SV-B BALANCE
NO NAME IN BALANCE SIZE DUE ouT
TOTALS: 0.00 0.00

Ver. 9.0
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7Sample Payroll

RUN DATE:

REPORT NAME: UPDGL.PRT

16-0CT-01 (Your Company Name)

Payroll G/L Interface Report (PGL)

G/L Interface Report

For the pay period ending 09/16/01 CHK REC BATCH: 130313
* * * GENERAL LEDGER DISTRIBUTION TOTALS * * *
ACCT-DPT ACCOUNT DESCRIPTION DEBIT CREDIT
2350-000 Accrued Wages/Reimbursements 2,289.91
8170-000 FICA Expense 141.98
2310-000 Accrued FICA 283.96
2360-000 Other Accrued Liabilities 33.20
2300-000 Accrued Federal Withholding 155.70
2320-000 Accrued State Withholding 65.24
1000-000 Cash In Bank 1,893.79
TOTALS: 2,431.89 2,431.89
CONTROL TOTALS: N ouT
YTD GROSS 79,955.82 82,245.73
YTD FICA 4,957.33 5,099.31
YTD MCARE 1,159.29 1,192.49
YTD FWT 9,808.40 9,964.10
YTD SWT 2,336.27 2,401.51
YTD SDI 0.00 0.00
YTD CWT 0.00 0.00
STATE STATE W/T STATE DIS
Illinois 65.24 0.00
65.24 0.00
CITY CITY W/T CITY DIS
0.00 0.00
0.00 0.00
COMPANY PAYROLL DEDUCTION EXPENSES
G/L ACCT DEBIT G/L ACCT CREDIT

PAGE 1
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8Sample Payroll Attendance Distribution Report

REPORT NAME: ATNDST.PRT

RUN DATE: 16-OCT-01 (Your Company Name) PAGE 1
Payroll Attendance Distribution Report

For the pay period ending 09/16/01

DEPT #-EMPS REGULAR OVERTIME SPC-RATE VACATION HOLIDAY PAID TOTAL OTHER #-PRDS GROSS
NO PAID HRS-PAID HRS-PAID HRS-PAID HRS-PAID HRS-PAID HRS OFF HRS-PAID $-PAID ADV-VAC $-PAID
08 4 131.50 0.00 0.00 0.00 32.00 0.00 163.50 0.00 0 2,289.91
TOTALS:

4 131.50 0.00 0.00 0.00 32.00 0.00 163.50 0.00 0 2,289.91

Ver. 9.0



(Your Company Name)
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13.
for someone whoq,
to be paid 15.

And to make l6.
17.

you will post

Employee # 0526

. Gross Pay
. FICA

MEDICARE
FWT

SWT

SDI

CWT

Fee Ded.
401K Ded.
CHILD.SU Ded.
GARNISH Ded.

. DENTAL Ded.

GR INS Ded.

CR UNION Ded.
ADD INS Ded.

Loan payment Ded.

POTTER, MAC

-5,266.

0.
-76.

-1,302.

0.
0.
0.

0.

-350.

O OO O oo

68
00
37
75
00
00
00

00

18.
19.
20.
21.
22.

23.

24.
25.
26.

27.
. Check Date

Regular Hours
Overtime Hours
Special Hours
Vacation Hours
Paid Hours Off

Hours Worked

PHO Pay
Reimbursement
Other $ Non Taxable

Check Number

“86.67 Reversing a

.00 Check
:% Written and
to History

o O o

-86.67

you, at some
0.00accidently
gggpayroll check
“"Tisn't supposed
right now.
118358matters worse,

10/13/01tphat check all

the way through
History before
the error. What to do??

to Payroll

5 .
ANY CHANGE ? you realize

We answer this question by giving you an example. we've

included a worksheet (fill in the blanks)

Then in the next section,
to help you do these in the future.

Example:

Employee #0526 has an erroneous 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

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.

° From the payroll main menu, select #8. Manual Transaction Entry/Editing.
Then, select #l1. Enter (add) new trx.

[ Enter the figures from the original check as NEGATIVES as shown in the

continued example on the screen below.
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Select #4. Print trx edit list. When all is correct, select #5. Post trx's
to payroll history.

STEP #2: Correct (reverse) the postings made to general ledger.

Select #3. GENERAL LEDGER from your modules selection menu. Select #2. G/L
Trx Entry and Editing from the G/L Main Options menu. Select #1l. Enter
debits/credits into the work file.

CAUTION: 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 from the G/L Main Options menu. We've put representative account
numbers on the example screen below and on the following worksheet.

Back out the NET pay. Make the following entry:

1. ACCOUNT 1100-000 Cash - Payroll

2. DATE 10/13/01

3. DEBIT 3537.56

4. CREDIT

5. SOURCE JE 6. REFERENCE EMP 0526/CHK 118358 REVERSAL

Back out the Federal Withholding. Make the following entry:

1. ACCOUNT 2201-000 Withholding Taxes Payable

2. DATE 10/13/01

3. DEBIT 1302.75

4. CREDIT

5. SOURCE JE 6. REFERENCE EMP 0526/CHK 118358 REVERSAL

1. ACCOUNT 2202-000 FICA/Medicare Payable

2. DATE 10/13/01

3. DEBIT 76.37

4. CREDIT

5. SOURCE JE 6. REFERENCE EMP 0526/CHK 118358 REVERSAL
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° Back out the 401K deduction. We're using 401K as an example extra deduction
here. Make the following entry:

1. ACCOUNT 6350-001 401K Plan
2. DATE 10/13/01
3. DEBIT 350.00
4. CREDIT
5. SOURCE JE 6. REFERENCE EMP 0526/CHK 118358 REVERSAL
° Back out in a similar way all other deductions included on this erroneous pay

check for this employee.

° Back out the GROSS pay. Make the following entry:
1. ACCOUNT 6120-001 Salaries-Office
2. DATE 10/13/01
3. DEBIT
4 CREDIT 5266.68
5 SOURCE JE 6. REFERENCE EMP 0526/CHK 118358 REVERSAL
° Select #4. Print a work file edit list. When all entries are correct, select

#5. Post the work file to the permanent G/L file.
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lPayroll Worksheet - Removing an Erroneous Payroll

Payroll #8. Manual

1.

O 1o U b wN

10.
11.
12.
13.
14.
15.
16.
17.

18.
19.
20.
21.
22.

23.

24.
25.
26.

27.
28.

Employee #

Trx Entry

General

Account

Gross Pay
FICA
MEDICARE
FWT

SWT

SDI

CWT

Savings Bond

Loan payment Ded. -

401K Ded.
CHILD.SU Ded.
GARNISH Ded.
DENTAL Ded.
GR INS Ded.
CR UNION Ded.
ADD INS Ded.

Regular Hours
Overtime Hours
Special Hours
Vacation Hours
Paid Hours Off

Hours Worked

PHO Pay
Reimbursement

Other $ Non Tax

Check Number
Check Date

NET Pay

0.00
0.00
0.00

6120-xxx
2202-000
2202-000
2201-000

2140-000
2140-000
6350-001
1240-000
1240-000
6420-001
6420-001
1240-000
6420-001

1100-000

TOTALS (must be equal)

Payroll Reference Manual

Check

Ledger #2. G/L Trx Entry

Debit Credit

<--dept #




