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Calculate the Payroll

Chapter Six

CALCULATE
THE PAYROLL

6.
1Module Overview

When you choose #5. Calculate the Payroll from the Payroll Main Options menu you 
come to the Deductions Frequency Code Entry screen shown above.

Use this function to calculate payroll checks after all time cards are entered and 
posted for all employees who will be paid at a given time.  You must calculate the payroll
before printing the checks.  You may calculate the payroll as many times as you wish.  If,
after you have calculated the payroll,  you make changes by entering and posting new time 
cards,  you must calculate the payroll again to include these changes.

Copyright 01/2002

(Your Company Name)
Set Deduction Groups for this payroll

                               HOURLY EMPLOYEES

        Please enter:
   1. Deduction groups for this pay period      █_                 
   2. Deduction groups for 1st adv vac period 
   3. Deduction groups for 2nd adv vac period   
   4. Deduction groups for 3rd adv vac period   
   5. Deduction groups for 4th adv vac period   

                               SALARY EMPLOYEES

        Please enter:
   6. Deduction groups for this pay period      
   7. Deduction groups for 1st adv vac period   ..
   8. Deduction groups for 2nd adv vac period   ..
   9. Deduction groups for 3rd adv vac period   ..
  10. Deduction groups for 4th adv vac period   ..

ANY CHANGE ?  ...
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6.
2Procedure for Calculate the Payroll

1. From the Payroll Main Options menu,  choose #5. Calculate the Payroll.  Press 
[ENTER].  If you have NOT posted any Time cards for the declared pay period 
you will be told to do so at this stage.

2. You will see the Frequency Code Entry screen (shown above).

3. Enter the frequency codes for deductions to be taken this pay period and for 
deductions to be taken for the next four periods if advance vacation pay is 
being paid.  The five (5) frequency codes in the top half of the screen are 
for hourly employees.  The five (5) frequency codes at the bottom of the 
screen are for salaried employees.

For each entry line,  up to ten (10) frequency codes may be entered.  Enter 
them one at a time followed by an [ENTER].  When finished,  press only an 
[ENTER].  (Example: To enter the frequency codes 1, 4, and 6, type the 
sequence:

1[ENTER]4[ENTER]6[ENTER][ENTER] 

The deduction frequencies indicate how often a deduction should be taken.  See
the explanation of Deduction Frequency Codes in Chapter Sixteen later in this 
manual under the section "Procedure for #1. Define Data File Locations - 
Screen 3."

Enter the Frequency Codes for hourly employees.

Enter the Frequency Codes for salaried employees.

To skip any entry just keep pressing [ENTER] alone.

4. Respond to the ANY CHANGE ? prompt.  Default on [ENTER] is N(o).  To make 
changes in any Frequency Code entry:

EITHER
Respond Y(es) to the ANY CHANGE ? prompt.  You will see a new prompt:

WHAT # ? █..

Type the number of the entry you wish to change and press [ENTER].

Enter the correct Frequency Code(s) as described above.  Press [ENTER] 
to record your change and return to the ANY CHANGE ? prompt.

OR
At the ANY CHANGE ? prompt,  simply type the number of the Frequency 
Code you wish to change.  Press [ENTER].  The cursor goes directly to 
the chosen field.

Enter the correct Frequency Code(s) as described above.  Press [ENTER] 
to record your change and return to the ANY CHANGE ? prompt.
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5. When all finished entering/changing Frequency Codes,  press [ENTER] alone at 
the ANY CHANGE ? prompt.  You will see the message:

PROCESSING OCCURRING ... PLEASE WAIT

6. You will come to a printer selection screen.  This one is to select the 
printer to produce the Payroll Register report.

You may choose to have the report saved for later printing.  If you do so,  
the report will be saved in file PAYREG.PRT.  Later you may retrieve and print
the report by using option #14. Display/Print Payroll Reports of the Payroll 
Main Options menu.

7. Depending upon the size of your payroll,  you may briefly see a screen that 
says:

PRINTING OCCURRING.....PLEASE WAIT

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

File:  PAYREG.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.

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

10. 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).

11. You next come to a printer selection screen for the Deductions Register.

You may choose to have the report saved for later printing.  If you do so,  
the report will be saved in file DEDREG.PRT.  Later you may retrieve and print
the report by using option #14. Display/Print Payroll Reports of the Payroll 
Main Options menu.

12. Depending upon the size of your payroll,  you may briefly see a screen that 
says:

PRINTING OCCURRING ... PLEASE WAIT

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

Copyright 01/2002



4
Payroll Reference Manual

File:  DEDREG.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 your choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

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

15. 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).

16. You next come to a printer selection screen for the Company Expense Register.

You may choose to have the report saved for later printing.  If you do so,  
the report will be saved in file EXPREG.PRT.  Later you may retrieve and print
the report by using option #14. Display/Print Payroll Reports of the Payroll 
Main Options menu.

17. Depending upon the size of your payroll,  you may briefly see a screen that 
says:

PRINTING OCCURRING ... PLEASE WAIT

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

File: EXPREG.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 your choice of printer to 
produce the report.  At the right is a prompt to permit you to preview the 
report on the screen.

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

20. 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).

21. You will be returned to the Payroll Main Options menu.
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6.
3Sample Payroll Register

REPORT NAME:  PAYREG.PRT

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

Payroll Register

For the pay period ending  09/16/01
1:11 PM

NO   NAME                       SOC-SEC-NO                   YTD-GROSS YTD-FICA YTD-MCARE  YTD-FWT  YTD-SWT  YTD-SDI YTD-CWT
BASE/REG  OVT-PAY  SPC-PAY  PHO-PAY  VAC-PAY  HOL-PAY  OTHER-$    GROSS     FICA     MCARE      FWT      SWT      SDI     CWT DEDUCT
                                                                                                             CTY-SDI

0001  POTTER, MAC                324-83-1234                  24,421.95  1514.18    354.09  4301.11   732.60     0.00    0.00
 528.03     0.00     0.00     0.00     0.00   132.00     0.00   660.03    40.92      9.57    84.15    19.80     0.00    0.00   0.00
Net pay --->      505.59

0003  CAVENDISH, HENRY           483-12-3456                  22,354.83  1386.04    324.12  2760.04   626.75     0.00    0.00
 416.64     0.00     0.00     0.00     0.00   121.20     0.00   537.84    33.35      7.80    37.55    13.83     0.00    0.00   0.00
Net pay --->      445.31

0004  JOHNSON, DALE              323-12-3456                  23,542.92  1459.66    341.37  1824.24   684.42     0.00    0.00
 576.00     0.00     0.00     0.00     0.00   144.00     0.00   720.00    44.64     10.44    14.83    20.45     0.00    0.00   0.00
Net pay --->      629.64

0005  MEISTER, KATE              325-12-3456                  11,926.03   739.43    172.91  1078.71   357.74     0.00    0.00
 310.04     0.00     0.00     0.00     0.00    62.00     0.00   372.04    23.07      5.39    19.17    11.16     0.00    0.00   0.00
Net pay --->      313.25

REGISTER TOTALS:

 1,830.71            0.00              0.00              0.00            141.98             155.70              0.00           0.00
            0.00              0.00            459.20          2,289.91              33.20             65.24             0.00
Total Net Pay:     1,893.79
                   Employer's fica liability:      141.98           Employer's Medicare liability:       33.20
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6.
4Sample Deductions Register

REPORT NAME:  DEDREG.PRT

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

Payroll Deductions Register

For the pay period ending  09/16/01
1:16 PM

-------- EMPLOYEE -------   Fee        401K      ROA CAFE PLN INSURANC      AUTO    NON-CASH GARNISH    TEMP       LOAN      TOTAL
NO  NAME                                                                                              DEDUCT    PAYMENT  DEDUCTIONS

0001 POTTER, MAC               0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00
0003 CAVENDISH, HENRY          0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00
0004 JOHNSON, DALE             0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00
0005 MEISTER, KATE             0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00

                  TOTALS:     0.00     0.00     0.00     0.00     0.00     0.00     0.00     0.00       0.00       0.00        0.00
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