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Manual Transaction Entry & Editing

Chapter
Nine

MANUAL

TRANSACTION ENTRY & EDITING

9.
1Module Overview

Copyright 01/2002

(Your Company Name)

                  Please select application  █__

                       1. Enter (add) new trx

                       2. Change existing trx

                       3. Delete existing trx

                       4. Print trx edit list

                       5. Post trx's to payroll history

                       6. Create backup work file

                       7. Restore backup work file

         NOTE: Manual payroll entries are NOT posted to G/L                  
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Choice #8. Manual Transaction Entry & Editing allows you to make or manipulate 
manual payroll entries directly to the Employee Master File without going through payroll 
calculation or check printing.  This option will produce an audit trail.  However,  this 
option does NOT post any of these transactions to G/L.  To reflect these transactions in 
G/L,  you must adjust the G/L using JOURNAL ENTRIES.  See Chapter Three - G/L Trx Entry 
and Editing of the Omni G/L Manual for details on this operation.

To select an option from this menu,  type the number that appears to the left of the
description of the option.  Then press [ENTER].

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

Ver. 9.0
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9.

1The Employee 
Payroll Information 
Screen

The screen shown above is the Manual Payroll Information screen.  You reach this 
screen when you select to enter (add),  change,  or delete manual transactions.

The first entry on this screen ALWAYS is the employee number.  Manual transactions 
may only be done for employees that have been entered into the Employee Master File.

All dollar amounts on this screen are entered assuming two decimal digits.  All 
entries in hourly units also are entered assuming two decimal digits.  The date is entered
in the usual MMDDYY format.

At the ANY CHANGE ? prompt you may:

1. Press [ENTER] alone (or type N(o) followed by [ENTER]) to accept all entries, 
store the transaction,  and return to field #1. Employee # for a new entry.

2. Type the number to the left of the description of any field you wish to change
(or respond Y(es) and type the number).

3. Press [ESC] to abort an entry and return to field #1. Employee # for a new 
entry.

To exit the Manual Payroll Information screen,  have the cursor on field 
#1. Employee #.  Then press [ESC] (or press the Left Arrow key) and you will return to the
Manual Payroll Options screen.

Copyright 01/2002

(Your Company Name)

1. Employee #  ....

2. Gross Pay            ........
3. FICA                 ........       18. Regular Hours             ......
4. MEDICARE             ........       19. Overtime Hours            ......
5. FWT                  ........       20. Special Hours             ......
6. SWT                  ........       21. Vacation Hours            ......
7. SDI                  ........       22. Paid Hours Off            ......
8. CWT                  ........
                                       23. Hours Worked              ......
9. Fee          Ded.    ........
10. Loan payment Ded.    ........
11. Misc 1 Ded.          ........       24. PHO Pay                 ........
12. Misc 2 Ded.          ........       25. Reimbursement           ........
13. Misc 3 Ded.          ........       26. Other $ Non Taxable     ........
14. Misc 4 Ded.          ........
15. Misc 5 Ded.          ........
16. Misc 6 Ded.          ........       27. Check Number              ......
17. Misc 7 Ded.          ........       28. Check Date              ......

ANY CHANGE ?  █__
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9.
2Procedure for #1. Enter (add) New Transactions

This option allows you to create individual payroll transactions.  The Manual 
Payroll Information screen described above is the environment for this data entry.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #1. Enter (add) new trx.  Press [ENTER].

3. Enter the EMPLOYEE #  for whom you are creating the payroll transaction.  
Press [ENTER].  The employee number and name will be displayed.   Entering the
number of a non-existing employee results in the message:

Employee #.... is not on file.            CR TO CONTINUE

4. Enter the data in fields #2 through  #28.   The default value in each of 
fields #2 through #26 is zero.  The Check Number may be left blank if the 
transaction you are creating represents an adjusting entry for some earlier 
mistake and requires no writing of a check.  There MUST be a date entered.

5. Respond to the ANY CHANGE ?  prompt to make any changes needed in the new 
transaction.

6. When all data for the new transaction is correct,  press [ENTER] alone at the 
ANY CHANGE ? prompt.  The new transaction is stored,  the screen is cleared,  
and the cursor returns to field 1. Employee #  for a new entry.

7. When all new transactions have been entered,  press  [ESC]  (or press the Left
Arrow  key) to return to the Manual Transaction Entry & Editing options.

9.
3Procedure for #2. Change Existing Transaction

This option allows you to look at or change a manual transaction.  The Manual 
Payroll Information screen described above is the environment for this data operation.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #2. Change existing trx.  Press [ENTER].

3. Enter the  EMPLOYEE # for whom you are changing a payroll transaction.  Press 
[ENTER].  The employee number and name will be displayed.   The first 
transaction for this employee will be displayed.  Entering the number of a 
non-existing employee results in the message:

Employee #.... is not on file.            CR TO CONTINUE

Ver. 9.0
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4. You are asked if this is the  Right  Trx?.  Answer Y(es) or N(o).  Default on 
[ENTER] is N(o).

If you answer N(o),  the next matching transaction will be displayed.  If 
there are no matching transactions,  a message will be shown and you must 
press [ENTER] to clear the screen and enter another Employee #.

If you answer Y(es),  you reach the ANY CHANGE ? prompt.  

5. Respond to the ANY CHANGE ?  prompt to make any changes needed in the 
transaction.

6. When all data for the transaction is correct,  press [ENTER] alone at the ANY 
CHANGE ? prompt.   The revised transaction is stored,  the screen is cleared, 
and the cursor returns to field 1. Employee #  for a new entry.

7. When all manual transactions have been edited,  press [ESC] (or press the Left
Arrow key) to return to the Manual Transaction Entry & Editing options.

9.
4Procedure for #3. Delete Existing Transaction

This option allows you to completely erase a manual transaction.  Be SURE you want 
to destroy the data before using this function.  The Manual Payroll Information screen 
described above is the environment for this data operation.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #3. Delete existing trx.  Press [ENTER].

3. Enter the EMPLOYEE # for whom you are deleting a manual transaction.  Press 
[ENTER].   The employee number and name will be displayed.  The first 
transaction for this employee will be displayed.  Entering the number of a 
non-existing employee results in the message:

Employee #.... is not on file.            CR TO CONTINUE

4. You  are asked if this is the Right Trx?.  Answer Y(es) or N(o). Default on 
[ENTER] is N(o).

If you answer N(o),  the next matching transaction will be displayed.  If 
there are no matching transactions,  a message will be shown and you must 
press [ENTER] to clear the screen and enter another Employee #.

If you answer Y(es),  you see the message:

Transaction marked for deletion           CR TO CONTINUE

Press [ENTER],  the screen is cleared and the cursor returned to field 1. 
Employee #.

Copyright 01/2002
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5. When all manual transactions have been deleted,  press [ESC] (or press  the 
Left Arrow key) to return to the Manual Transaction Entry & Editing options.

9.
5Procedure for #4. Print Transaction Edit List

This option allows you to print a list of all of the manual transactions which 
haven't been posted.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #4. Print trx edit list.  Press [ENTER].

3. Enter the number of the printer you wish to use for the Manual Transaction 
Edit List.   Or,  choose to have the report printed later.   You may print the
report later by using #14. Display/Print Payroll Reports from the Payroll Main
Options menu.

4. You will see a screen that says:

PRINTING OCCURRING ... PLEASE WAIT

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

File:  MANEDT.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.

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

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

Print file? Y

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

8. You will return to the Manual Transaction Entry & Editing options menu.

9.
6Procedure for #5. Post Transactions to Payroll History

This option posts the manual transactions to the Employee Master File and the 

Ver. 9.0
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Payroll History File.  You must run the function after you have manually entered the 
transactions and have checked the edit list for errors.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #5. Post trx's to payroll history.  Press [ENTER].

3. Enter the number of the printer where you want to print the Manual Transaction
Register.  Or,  choose to have the report printed later.  You may print the 
report later by using #14. Display/Print Payroll Reports from the Payroll Main
Options menu.

4. You will see a screen that says:

PRINTING OCCURRING ... PLEASE WAIT

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

File:  MANREG.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.

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

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

Print file? Y

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

8. You will return to the Payroll Main Options menu.

9.
7Procedure for #6. Create Backup Work File

This option allows you to make a backup file of the transactions which you have 
entered but haven't posted. 

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #6. Create backup work file.  Press [ENTER].

3. You will see the prompt:
Copyright 01/2002
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Enter backup file name ......

4. Enter the BACKUP FILE NAME.  This name may be up to six (6) alphanumeric 
characters long.   The computer will add the extension ".DAT"  to the name you
choose.  Press [ENTER] after typing the file name.

5. Respond to the ANY CHANGE ?  prompt.   Make any necessary changes to the file 
name.  Default on [ENTER] is N(o).

6. If a backup file with that name already exists,  you will see the message:

Backup file already exists!              CR TO RECOVER

Press [ENTER] and enter a different file name.

7. Some processing will occur and you will return to the Manual Transaction Entry
& Editing menu.

9.
8Procedure for #7. Restore Backup Work File

This function allows you to restore a backup work file which you have created.  
After creating a backup file and making changes to your transactions,  you may decide that
the changes are incorrect.  You may then restore your original data from the backup work 
file.

1. From the Payroll Main Options menu,  select #8. Manual Transaction Entry & 
Editing.  Press [ENTER].

2. Select #7. Restore backup work file.  Press [ENTER].

3. You will see the prompt:

Enter backup file name ......

Enter the BACKUP FILE NAME.  This name may be up to six (6) alphanumeric 
characters long.   The computer will add the extension ".DAT"  to the name you
choose.  Press [ENTER] after typing the file name.

4. Respond to the ANY CHANGE ?  prompt.   Make any necessary changes to the file 
name.  Default on [ENTER] is N(o).

5. If a backup file with that name does not exist,  you will see a message to 
that effect.  Press [ENTER] and enter a different file name.

6. Some processing will occur and you will return to the Manual Transaction Entry
& Editing menu.

Ver. 9.0
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9.
9Sample Manual Transaction Edit List

REPORT NAME:  MANEDT.PRT

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

Payroll Manual Transaction Edit List

-----------EMPLOYEE------------      GROSS      FICA     MCARE       FWT       SWT       SDI       CWT      REIM   OTH-DLR
NO   NAME                         Fee      LOAN-PAY      401K       ROA  CAFE PLN  INSURANC      AUTO  NON-CASH  GARNISH
                                  REG-HRS   OVT-HRS   SPC-HRS   VAC-HRS   PHO-HRS   PHO-PAY   HRS-WRK CHK-NO CHK-DATE    NET-PAY

0003  CAVENDISH, HENRY            1,000.00      0.62     14.50    106.88     27.69      0.00      0.00      0.00      0.00
                                     0.00      0.00      0.00      0.00      0.00      0.00      0.00      0.00      0.00
                                    20.00      0.00      0.00      0.00      0.00      0.00      0.00 12345  09/16/01     850.31

   1 ENTRIES          TOTALS:    1,000.00               14.50               27.69                0.00                0.00
                                               0.62              106.88                0.00                0.00

      3 = HASH OF EMPLOYEE #S        0.00                0.00                0.00                0.00                0.00
                                               0.00                0.00                0.00                0.00

                                    20.00                0.00                0.00                0.00
                                               0.00                0.00                0.00                               850.31

*** NOTE: Manual payroll transactions are NOT posted to General Ledger.
         You must adjust the G/L using JOURNAL ENTRIES.

Copyright 01/2002
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9.
10Sample Manual Transaction Register

REPORT NAME:  MANREG.PRT

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

Payroll Manual Transaction Register

-----------EMPLOYEE------------      GROSS      FICA     MCARE       FWT       SWT       SDI       CWT      REIM   OTH-DLR
                                  Fee      LOAN-PAY      401K       ROA  CAFE PLN  INSURANC      AUTO  NON-CASH  GARNISH
                                  REG-HRS   OVT-HRS   SPC-HRS   VAC-HRS   PHO-HRS   PHO-PAY   HRS-WRK CHK-NO CHK-DATE    NET-PAY

0003  CAVENDISH, HENRY            1,000.00      0.62     14.50    106.88     27.69      0.00      0.00      0.00      0.00
                                     0.00      0.00      0.00      0.00      0.00      0.00      0.00      0.00      0.00
                                    20.00      0.00      0.00      0.00      0.00      0.00      0.00 12345  09/16/01     850.31

   1 ENTRIES          TOTALS:    1,000.00               14.50               27.69                0.00                0.00
                                               0.62              106.88                0.00                0.00

      3 = HASH OF EMPLOYEE #S        0.00                0.00                0.00                0.00
                                               0.00                0.00                0.00                0.00

                                    20.00                0.00                0.00                0.00
                                               0.00                0.00                0.00                               850.31

*** NOTE: Manual payroll transactions are NOT posted to General Ledger.
         You must adjust the G/L using JOURNAL ENTRIES.
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