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Disclaimer

Fleet-Net® Corporation, wholly owned subsidiary of Avail Technologies, Inc. makes no warranties about the
contents of the manual and specifically disclaims any implied warranties of merchantability or fitness for any
particular purpose. Fleet-Net ® Corporation, wholly owned subsidiary of Avail Technologies, Inc. further
reserves the right to make changes to the specifications of the program and contents of the manual without
obligation to notify any person or organization of such changes.

Copyright Notice

This software package and manual are copyrighted 2018. All rights reserved worldwide. No part of this
publication may be reproduced, transmitted, transcribed, stored in any retrieval system, or translated into any
language by any means without the express written permission of Fleet-Net® Corporation, wholly owned
subsidiary of Avail Technologies, Inc., 9183 W. Flamingo Rd., Suite 110, Las Vegas, Nevada 89147.

License Agreement

The software described in this manual is furnished under a license agreement and may be used or copied
only in accordance with the terms of the agreement. Failure to sign this agreement and still use the software
isillegal.

Trademark Acknowledgment

Fleet-Net® is the Registered Trademark of Fleet-Net ® Corporation, wholly owned subsidiary of Avail
Technologies, Inc. Microsoft®, Access®, Windows®, the Windows® Logo, and other Microsoft® Office
Products are either registered trademarks or trademarks of Microsoft ® Corporation in the United States
and/or other countries. The names of actual companies and products mentioned herein may be the
trademarks of their respective owners.
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About This Guide

Payroll Manual

This guide contains standard procedures for operation and a description of each feature released with the
module. The module description provides the intended application or use of the module and any

comments that relate to this specific module.

Below are features that are used through FNW applications.

To correctly exit a form click on the Fleet-Net®
Icon always located in the upper right of every
form.

**When the binoculars search function is not available,
nor a drop-down list, select ‘Ctrl F’ as a search tool.

When using this button to search the following sample
form will open up. Use any of the search item criteria
to find your item select it and it will populate at the
bottom of this form. To populate the previous form with
the selected item simply hover over the item # and
double click it. Close the search form.

ESI FNWO_TtemSearchSubForm 02/25/2004 © 2010 Fleet-Net Corp

ltem Search

Our Item Description: |

OEM Description: |

OEM ltem #: [

Warehouse / Bin Location: |

Product Class: [

Vendor Name: [

{3 N T Y

Mode: [

Iem &

ﬂ Throughout Fleet-Net® modules, there are Green
Check marks that will appear next to specific fields.
These Green Checkmarks when selected will open the
Misc. List Codes form allowing the user to setup the
necessary codes and their value for the associated

field.
@l The clock button allows for changing the time entry.
The question mark button opens the search option.
@ The Stop button aborts the current selection process.
]
M Api v 4] 2mo]y;
Su Mo TuWe Th Fr Sa
The calendar button allows for quick selection of a IERRES:
specific date via a calendar. Calendar defaults to Emamnan
current date. e
The calculator button allows for quick simple |
calculations on the fly. It opens up your systems ———HL
calculator. Sk

Avail Technologies Inc. April 2021
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About Payroll Processing

Payroll processing is a versatile system that calculates and tracks straight time, various overtime categories,
and special pay. In addition, mandatory deductions such as federal, state, and local taxes are handled along
with all voluntary deductions.

Payroll data, including pay rate, seniority date and job classification are maintained for each employee.
Employee attendance data, including regular, overtime, sick, vacation and personal time are maintained and
reported.

Payroll Processing is linked with Operator Timekeeping to make gross pay computations, distribute
transactions to the proper FTA NTD expense object classes, compute relative fringe benefits and update
files for preparation of forms 321, 331, 402, and 404.

Total hours associated with route/run segments are automatically processed for driver's pay, broken down
by transit specific time category. As the Payroll system works on an exception basis, only time worked other
than as scheduled need be entered as adjustments.

Payroll cycles can be specified by the employee. Deductions are completely user specific. Specific pay
periods (such as first and third of the month) can be specified for each deduction.

Al tax tables (including SIT, SDI, SUI, FIT, & FICA) are parameter driven; therefore, easily maintained.

The payroll master file, including employee files, tax files and deduction files can be accessed for inquiry
purposes.

About Pension Management

Pension Management is included with payroll. It provides a complete audit trail of monthly hours, earnings,
as well as employee and employer pension contributions for both hourly and salary employees.

Employee pension records are generated each month (zero records are generated in cases where no
contribution is made). The interest calculation can take place at any time to ensure an accurate compound
interest computation.

Employee/Employer Contribution - LTD employee/employer contribution is equal to employees’ beginning
balance plus the employee/employer contribution for each year and month. A lump sum amount may be
entered for each year by entering in month 13. The interest computed is compounded for each month
unless an annual amount is entered using month 13. The interest for the annual lump sum amount is based
on annual interest rates. Total contributions are equal to the employee contributions plus the employer
contributions.

Hours and Earnings — Are accumulated monthly using the pay period ending date to determine year and
month. The pension code is set up as a re-occurring monthly voluntary deduction in payroll.

LTD Interest - Employee and employer LTD interest is equal to the employee and the employer beginning
balances for interest accrued plus the compounded interest for each year and month. Lump sum interest
computed for a year does not compound monthly, however, it does compound for each year entered. The
annual interest rate must be verified and updated monthly, if necessary.

LTD Employee/Employer Ending Balances - Ending balances are equal to the sum of all prior contributions

plus compounded interest. Employee and employer beginning balances, LTD contributions, and interest are
computed and stored separately.

Avail Technologies Inc. April 2021 Page 7 of 189
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Payroll Implementation

It is understood that the Systems Administration Guide has been followed completely and that all other
modules are working prior to the Payroll installation.

As with all Fleet-Net® for Windows modules, the module must first be installed as directed in the System
Administration Guide. Briefly, this includes (1) copying the data files, program files, server database, and
the client master database, (2) running the configuration program, and (3) copying the client master for
individual use.

GL Posting Interface

The General Ledger Posting interface must be completed for the payroll update process to run. All taxes
and net pay are established by using codes tied to general ledger account numbers, Employee Master
Screens, and FICA and Medicare Parameters Table. This setup must be done for every division.

To set up the GL Posting Interface, access the GL Menu and select menu item #1 — General Ledger
Setup. From the General Ledger Setup menu, select menu item #7 — Auto Post Setup; the following form
displays:

Auto Post Setup Form

Fiscal Year: 2020 .. System |d: PR e Division: || P

uli] EALANCE SHEET

m FIXED ROUTE AMD OTHER REVEMUES
nz GET-2-LIFT

10 OPERATIONS EXPENSE

1A MICROTRANSIT

16 ADMINISTRATION EXPEMSE

17 MARKETING EXPENSE

18 SAFETY & TRAINIMNG EXPEMSE

40 WEHICLE MAINTEMANCE EXPENSE
4 FACILITY EXPEMSE

93 REPORTS

Field Name Description
Fiscal Year Select the Fiscal Year from the drop-down list
System ID Select PR - Payroll from the drop-down list
Division Select the Division from the drop-down list. If there are multiple
divisions, they must all be set up.

Once a division is selected, the following form displays:

Auto Post Setup Form

Fiscal Year: 2020 .. System Id: |PR V Division: (i "

Print
Record Id Div # Account Jin Reference Transaction Description -

» FicaEmplopeeCreditCAR | | | 00 || |20300008 ~| |PRL |+ |EE FICaA Papable |F'aym||

FicaEmployesCreditCAF | | & 00 || 20300008 w| |[PRL [~ |EE FICA Papable |F'awu||

FicaEmployeeCreditCAS | | o 00 || 20300008 w| |[PRL [« |EE FICA Papable |F‘aym|l

FicaEmploperCreditCAR | o | | 00 || |20300008 «| |PRL |+ |EF| FICA Payable |F'aym||

FicaEmploverCreditCAF | | & 00 || 20300008 ~| |[PRL [« |EF| FICA Payable |F'aym||

FicaEmploperCreditCAS | | | D0 || |20300006 | |PRL |+ |EH FICA Payable |F‘aym||

FicaEmployerDebitCAB | | &f| 10 || 5022007001 ~| |PRL |+ |EF| FICA Expense |F'aym||

FicaEmploperDebitCAF | | & 10 |- (BOZ22007003 ~| |[PRL [« |EH FICA Expense |F‘aym||

FicaEmploperDebitCas | | f| 10 || |5022007002 ~| |PRL |+ |EF| FICA Expense |F'aym||

FitE mplovesCreditCa, w00 | 203000010 w| |[PRL [~ |FIT Payable |F'awu||

MedicareE moloweelreditC . | ol 00 [ 1 (20300005 w1 IPAL [ [EE M/C Pavable [Paroll hd
Record: M 1 L Search
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Field Name Description

Recordld Select the applicable item from the drop-down list or add a new
entry from the green check mark (See below for detailed
instructions)

Divi# Select the applicable division for the expense or accrual from the
drop-down list

Account Select the GL account from the drop-down list

Jrn Select the payroll journal (PRL) from the drop-down list

Reference Enter a user defined reference for the posting

Transaction Description

Enter a user defined description for the posting

Record ID’'s must be added using the green check mark for them to be available for selection in setting
up the post interface for posting payroll entries to the general ledger.
xx = Two Letter State Code; z = One Letter/Number Department Designation Code)

Payroll

Description

Record ID Entry

FICA Payable (Employee)

FicaEmployeeCreditxxz

FICA Payable (Employer)

FicaEmployerCreditxxz

FICA Expense (Employer)

FicaEmployerDebitxxz

Federal Withholding (FIT)

FitEmployeeCreditxx

FUTA Payable (Employer)

FutaEmployerCreditxxz

FUTA Expense (Employer)

FutaEmployerDebitxxz

Local Withholding (LIT)

LITEmployeeCreditxx

Medicare Payable (Employee)

MedicareEmployeeCreditxxz

Medicare Payable (Employer)

MedicareEmployerCreditxxz

Medicare Expense (Employer)

MedicareEmployerDebitxxz

Net Pay (Employee)

NetPayEmployeeCreditxx

State Withholding (SIT)

SitEmployeeCreditxx

SUTA Payable (Employer)

SutaEmployerCreditxxz

SUTA Expense (Employer)

SutaEmployerDebitxxz

Payroll

Payroll Maintenance

Pay Time Entry

Pay Check Processzing

Tax File Maintenance

Tax Reporting

Attendance

Pension Management

-
o|om| ;| e |w | N

-
™

Employee Reporting

-
L]

Special Payroll Programs

-
o

Return To Previous Menu

| [end] [t [omd] [od] [emd] [o2] [o=] [om] [+

4 | Enter your selection:

[ Show Details

These are the functions that can be performed in Payroll.

Avail Technologies Inc. April 2021
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Payroll Maintenance

It is recommended that Payroll Code Maintenance and Setup be completed prior to Employee Master
Maintenance. This will enable the user to have a better understanding of the payroll fields when setting
up the employee information.

Payroll Maintenance

J Employee Master Mai

ﬂ Payproll Code Maintenance & Setup

E Retun To Previous Menu

1

Enter your selection:

[ Show Details

Payroll Code Maintenance

Payroll Code Maintenance

Job Class Codes

Control Record Setup

Tran Control Setup

Deduction Code Setup

Mizc Codes Setup

Pay Code Setup

Pay Period Setup

Eamned Leave Setup

Check Type Setup

Check Deductions Taken Setup

Eaming Code Setup

Benefit Accrual Posting Setup

Global Deduction Update

Department Management Setup

Department Pay Code Setup

4

Return To Previous Menu

Enter your selection:

L e I I s R R I I R |

] Show Details

Set Up Job Class Codes

The Job Class Code Setup form allows the user to define job class codes for reporting and random drug
& alcohol test selection. The Human Resources Department is usually responsible for completing this
form due to the sensitivity associated with Random Drug & Alcohol Testing. Please consult with the
Human Resources Department prior to altering this data. (Human Resources & Payroll share this form.)

Avail Technologies Inc. April 2021
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Job Class Setup

Job Class Description

Group Drug Test

500 SALARY GEMERAL 4 M w

26 TRAIMER - SAFETY SENSITMVE 1 A w

360 MAINTENANCE FOREMAM - SAFETY SENSITIVE 1 A w

Record: W 42

WEN: 0906.0001 [1/12/2021] -

L search

Field Name

Description

Job Class

Enter a 5 character alpha-numeric code

Description

Enter a description identifying the Job Class Code

Payroll Manual

Group Assign

to the same Group Code. This code is used for random test selection

each Job Class to a group code. Multiple Job Classes can be assigned

Drug Test

Enter Y if the group is subject to random drug testing; N if not.

Set Up Payroll Control Record

The Payroll Control Record Setup form defines the payroll checking account as well as payroll check
printing options. Blank check stock can be used for check printing. If blank check stock is used special
toner must be used and a special font (e13bscr.ttf) must be downloaded and added to the Fonts file in
the Windows directory on all computers that will be used for check printing.

Payroll Control Record Setup

Checking Account #f: [1234567299
MICR Checking Account #:

Path To Company Logo:
Path To Bank Logo:
Bank Name:

Bank Location:

General Ledger Journal: PRL | ..

[[] Print Signatu
Path To Signature:

[] Print Zero/Megative Check

-~ | Bank Routing #:
MICR Check Routing #:

Check # Max Digits: |7E []Add leading zeros to check i

res On Checks

Field Name

Description

Checking Account #

Enter the checking account number for the payroll account — Mandatory
Field

Bank Routing #

Enter the bank routing number for the payroll account — This is an optional
field and is used only if blank check stock is being used. The e13bscr.ttf
font must be copied into C:\Windows\Fonts.

Check # Max Digits

If leading zeros are being used, enter the maximum number of digits for
the check number. For example, if the check number is 1500 and leading
zeros are being used and 6 is entered in this field, the system will number
the check as 001500.

Add Leading Zeros to check #

The program originally defaulted to add leading zeros to check numbers.
To continue using leading zeros, this box must be checked.
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MICR Checking Account #

Enter the checking account number for the payroll account — This is an
optional field and is used only if blank check stock is being used. The
e13bscr.ttf font must be copied into C:\Windows\Fonts.

MICR Check Routing #

Enter the bank routing number for the payroll account — This is an optional
field and is used only if blank check stock is being used. The e13bscr.ttf
font must be copied into C:\Windows\Fonts.

Path to Company Logo

If blank check stock is used, enter the path to the location on the network
for the Transit's logo

Path to Bank Logo

If blank check stock is used, enter the path to the location on the network
for the Bank’s logo

Bank Name

If blank check stock is used enter the name of the bank

Bank Location

If blank check stock is used enter the address of the bank

General Ledger Journal

Select the GL Journal from the drop-down list — Mandatory Field

Print Zero/Negative Check

Check this box to have the system print voided checks for employees that
have no hours or deductions exceed wages wherein the dollar amount
would be zero or negative

Print Signatures on Checks

Check this box to have the system print signatures on payroll checks.

Path to Signature:

Enter the path to the location on the network for the signature file

Set Up Transaction Control Records

Transaction Control Record Setup Form
Record Type Yalue Maximum ¥alue Max Digits Add Leading Zeros
' [ | 2z | T O
|LaborTianto [ 3830012 | o 12 O
|LeaveHistUryTranNU | 5 | 0 | 12 O
*
| | | | |
Field Name Description

Record Type

Enter the 3 items exactly as shown: EmployeeNo; LaborTranNo; and
LeaveHistoryTranNo

Value

The system will automatically assign the next number for each record type
based on this entry

Maximum Value

Enter the highest number that will be used based on Max Digits (see next)

Max Digits

Enter the maximum number of digits that will be used for numbering each
record type. THE MAXIMUM NUMBER OF CHARACTERS ALLOWED FOR
EMPLOYEE NUMBER IS 8.

Add Leading Zeros

Leave blank for LaborTranNo and LeaveHistoryTranNo. If auto-assign is used
for assigning employee numbers, check this box to have leading zeros added
to the number. In the sample above, if Add Leading Zeros were checked, the
next employee number would be 00000022.

Set Up Deduction Codes

This form is used by both

Human Resources and Payroll. All payroll deductions, other than taxes, will be

set up on this form. Completing the applicable fields on the form creates a template for the selected
deduction. Each time a deduction code is added to an employee master all fields that are completed in
this setup will auto-fill. Making changes to this form will not update the data on the employee form. It is
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recommended that payroll is consulted during the setup, or that setup is done by the payroll
department.

e Enter a two character/digit user defined code in the Deduction Code field
e Click Setup

Deduction Code Setup
Deduction Code: ME ~ | [MEDICAL
Deduction Code: [ME Employee Employer Setup
Description: [MEDICAL Amount: | $390 | $3.10 -
NTD Fringe Benefit Object Class: 03 - Rate: | [ L (oo
H/E Flag: = Limit Amount: | | Delete
Taken On: [ROSYMHNFF Max Wages Yid: | | Rate Changes
Earn Code: o o Exempt Wages: | | 2
Tax Codes: [FSLCM Max Hours: | |
Tax Codes: | [ | «f Max Hours Flag: i
Earmings Computed On: | G || [« smount Lookup Flag: []
Def Comp: | N |
Limit: o
Frequency: [123
Ded/Tax: | D ..
Yendor #: A
[]Balance Forward
[]Print Ltd On Check
Field Name Description
Description Enter description to define the selected code
NTD Fringe Benefit Select the NTD Fringe Benefit Object Class as defined in USOA from the
Object Class drop-down list. This is an optional field. See chart below for codes.
H/E Flag Select H (Rate is multiplied by a percentage of the Hours Worked) or E (Rate

is multiplied by a percentage of earnings). If deduction is a dollar amount, this

field should be left blank.

Taken On Enter the Earnings Codes applicable to the selected deduction or leave blank
and select A in the Earnings Computed On field to use all Earnings Codes
See Earnings Computed On below for further explanation.

NOTE: When setting up deductions that are a flat amount, you MUST have
something entered in this field.

Earn Code Select Earnings Code from the drop-down list and double click to copy it to
the Taken On field
Tax Codes If the deduction is a pre-tax deduction, enter the tax codes that are pre-tax. If

the deduction is taken prior to computing Federal Withholding Tax, enter F. If
the deduction is taken prior to computing FICA Tax, enter C. If the deduction
is taken prior to computing Medicare Tax, enter M. If the deduction is taken
prior to computing Local Tax, enter L.

Tax Codes Select Tax Code from the drop-down list and double click to copy it to the
Tax Code field above

Earnings Computed Select A from the drop-down list to use all Earnings Codes Except those

On entered in the Taken On field for the selected deduction. If the Taken On

field is blank and A is selected, the deduction will be based on all Earnings
Codes. Select G from the drop-down list to use Only those Earnings codes
entered in the Taken On field for the selected deduction. Select N from the
drop-down list if the deduction is taken from the Net Pay.

If the deduction is being set up as a Tax (Defined as T in the Ded/Tax field)
and the wage basis is something other than gross pay, select the applicable
earnings to be used in the calculation. For example, a Local Tax uses
Medicare Earnings as the wage basis, the selection would be M.

If the wage basis is gross pay, select A or G or N as defined above.
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Def. Comp.

Select Y from the drop-down list if the deduction is pre-tax. Select N from the
drop-down list if the deduction is post tax.

If the deduction is pre-tax and a flat amount, you MUST select an Earnings
Computed On.

Limit

Select Y from the drop-down list if the deduction has an annual limit. Select L
from the drop-down list if the deduction has a lifetime limit. Select P from the
drop-down list if the deduction has a per pay period limit.

Frequency

Enter the deduction frequencies. = First pay check of the month, 2 = Second
pay check of the month, 3 = Third pay check of the month, 4 = Fourth pay
check of the month and 5 = Fifth pay check of the month.

Ded/Tax

Select D if the selected deduction is a deduction. Select T if the selected
deduction is a tax.

Vendor #

Select the Vendor from the drop-down list if the monies withheld are to be
paid to a vendor set up in Fleet-Net. The drop-down list is tied to the AP
Vendor List.

Balance Forward

Check this box to accrue the deduction amount while the employee is on
unpaid leave. When the employee returns, Fleet-Net will compute the
amount owed and deduct it from the first check(s).

Print Ltd On Check

Check this box to include the Life-To-Date amount on the check

Amount

Enter the employee and/or employer amount for the selected deduction

Rate

Enter the employee and/or employer rate for the selected deduction. If
deduction is a percentage of pay, enter the percentage as a decimal.
Example 50% would be .5.

Limit Amount

Enter the employee and/or employer amount limit for the selected deduction

Max Wages Y-T-D

Enter the employee and/or employer maximum wages for the selected
deduction

Exempt Wages Enter the employee and/or employer exempt wages for the selected
deduction
Max Hours If the deduction is based on a maximum number of hours, enter the number

of hours. See Max Hours Flag.

Max Hours Flag

If the deduction is based on a maximum number of hours, select P if the limit
is per pay period or select W if the limit is per week.

Amount Lookup Flag

This was created for life insurance. Check this box if you will be using the life
insurance form to determine the deduction rate.

**Note: When adding a new deduction, it also must be added to Check Deductions Taken Setup

NTD Fringe Benefit Object Class Codes:

502 Fringe Benefits

01 FICA or Railroad Retirement

02 Pension Plans

03 Hospital, Medical, and Surgical Plans

04 Dental Plans

05 Life Insurance Plans

06 Short-Term Disability Insurance Plans

07 Unemployment Insurance

08 Worker's Compensation Insurance or Federal Employees' Liability Act

Contribution

09 Sick Leave

10 Holiday

11 Vacation

12 Other Paid Absence

13 Uniform and Work Clothing Allowance

14 Other
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GL Posting

Click GL Posting

Deduction Code Setup

Deduction Code: ME | |[MEDICAL
Department Fizcal Year Div # Account # Title -
Setup
M ~| [20a[]  Employer Debit: [ |, » _
Employer Credit: | T~ z
Employee Credit: [10 || [2020200001 || [[NSURANCE DEDUCTIONS Delete

<

100 v 2009 .. Employer Debit: | = Rate Changes

[ |

[ |

E I

[ |

Employer Credit: | el | |
Employee Credit: |1U ~ |20202UUUU1 ~ ||NSURANCE DEDUCTIONS

[ |

[ |

|2 i

[ |

[ |

2 “ 2009 .. Employer Debit: |
Employer Credit: | P

Employee Credit: [10 .| [2020200001 NSURANCE DEDUCTIONS

3 “ 2009 o Employer Debit: |
Employer Credit: | o

Employee Credit: [10 [, | [2020200001 [ |INSUHANCE DEDLUCTIONS

Employee Credit: [10 [ | [2020200001 [ |INSUF|ANEIE DEDUCTIONS

4 e 2009 . Employer Debit: | o |
Employer Credit: | = |

<

<

5 - 2009 [ Employer Debit: [ vl | wl | -
Record: W 1 LI Search

A deduction code can have multiple GL divisions and accounts assigned based on the employees’
departments.

Field Name Description
Department Select the department number from the drop-down list
Fiscal Year Select the fiscal year from the drop-down list
Employer Debit Select the applicable GL Division for the selected deduction and department
Employer Credit Select the applicable GL Account for the selected deduction and department
Employee Credit Select the applicable GL Account for the selected deduction and department

Click Delete to delete an existing Deduction Code. If a Deduction Code is deleted associated data will
no longer be available for viewing and reports. It is not recommended to delete codes that have been
used in the past.

Rate Change

Click Rate Change to enter a mid-pay cycle Deduction Rate change. Note: this button can only be used
when the deduction is based on a percentage, not a flat rate. For the calculation to work properly, time
must be entered for each day in the pay cycle that contains the rate change. The program computes the
earnings for each day and applies the old rate to the earnings/hours for the days prior to the rate change
and applies the new rate to the earnings/hours for the days equal to and after the rate change. After the
pay cycle is completed that contained the rate change, run the Global Deduction Update to update
the employee master files with the new rate.
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Deduction Code Setup

Deduction Code: |ME | |MEDICAL

Effect Empl Empl I Empl
Date 0ld Rate 0ld Rate Mew Rate Mew Rate Setup
MErzom | 10 = el £ &L Posting
* | | ‘ ‘ | Delete
Field Name

Description

Effective Date

Enter the effective date of the new Deduction rate

Employee Old Rate

Enter the current employee Deduction rate

Employer Old Rate

Enter the current employer Deduction rate

Employee New Rate

Enter the new employee Deduction rate

Employer New Rate

Enter the new employer Deduction rate

All fields must be completed. If the rate did not change, enter the old rate in both the Old and New
fields. If you are not capturing the Employer rate in the deduction, enter 0.00 in those fields.

Set Up Miscellaneous Codes

Each application includes a list of miscellaneous codes that are used within the system. Some of these
codes are preset by Avail (Specific) while others are user defined. It is recommended to access/update

: . o : -
the user defined by using the green checkmark - - on the transaction screens as character limits are

recognized.
Modify | Add Misc List Codes
Module: [FR
Type: | -

404C1ass ~

AchTransactionCode

ApplicableT axCodes

AttendanceCode -

AttendanceRepons oty alue Print

Attend-ief

AverageHowsworked

CheckPrintF ormat

CovidPayCodes

Defauits

Diepartmenttd anagement

EamCodeNortw/orked

EamCodeWworked

EamedLeavePlan

EarningsComputeddn

EamningsStatement b

Field Name Description

Type Select from the drop-down list
Code Enter a code, either user defined or specific
Value Enter a description to define the selected code

Following are samples and specifics for miscellaneous codes used in the payroll module:

AchTransactionCode: (Specific)
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Modify { Add Misc List Codes
Module: [FR

LR T ransactionCode ~

Code Yalue Print
2z CHECKIMG ACCOUNT
23 CHECKING ACCOUMNT PREMNOTE
32 SAVINGS ACCOUNT
33 SAVINGS ACCOUNT PRENOTE
*
ApplicableTaxCodes: (Specific)
Modify { Add Misc List Codes
Module: W
Type: ApplicableT axCodes w
Code Yalue Print
C FICA
o] 501
F FEDERAL wITHHOLDING
L LOCaL
M MEDICARE
F FPEMSION
5 STATE
u SUTA
X FUTZ
M
AttendanceCode: (User Defined Attendance Codes)
Maodify | Add Misc List Codes
Module: W
Type: AttendanceCode ~
Code VYalue Print
L2 Adrmin Sick
10 Drivver Sick
28 Admin Vacation
2D Diiver Vacation
ety Admin Personal
aD Driver Perzonal
ADd Adjustment
EFD Emergency Paid
EUN Emergency Unpaid
*
CheckPrintFormat: (Specific)
Modify f Add Misc List Codes
Module: W
Type: CheckPrintFomat v
Code Value

Payroll Check. Print Format

FMNPR_CheckPrintReports=:

4l

Avail Technologies Inc. April 2021

Page 17 of 189



Avail Technologies

Payroll Manual

Defaults: (User Defined)

Modify ! Add Misc List Codes
Module: ’W
Type: Defaults ~
Code Yalue
Fizzalv'ear 2020
PayPeriad B
Payrall'ear 2020
4l

EarnedLeavePlan: (User Defined)

Modify } Add Misc List Codes
Module: W
Type: EamedleavePlan w
Code Value Print
A Admin acation
5 Sick Leave-Man union
W UMIONTwU
W W55
= FTO
M
EarningsComputedOn: (Specific)
Modify | Add Misc List Codes
Module: [FR
Type: EamingsComputedn [
Code Value Print
3 & All eamings except thosze listed in taken on
C Fica eamings
D 501 earnings
F Fit eamings
G Orly thoze eamings listed in taken on
L Lacal earnings
] Medicare earmings
N Met pay
S Sit earnings
u Suta eanings
£ Fula eamings
#*

EarningStatementFormat: (Specific)
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Modify { Add Misc List Codes
Module: W

Type: EamningsStatementFormat -

Code

Yalue

Eamings Statement with Message Box

FNPF_EmailE amingStatementReport

Eamings 5 atement

FNPR_E arningsStatement eportss

dl

FicaCode: (Specific) If all FICA expense is debited to a single expense account Y and N are the only
codes needed. If multiple expense accounts are used for FICA, unique codes must be entered to

designate each posting account.

Modify } Add Misc List Codes
Module: W
Type: FICACode “
Code Value Print
1413 Mok Union Staff
B Operations
C Maintenance
*
FilingStatus: (Specific)
Maodify | Add Misc List Codes
Module: ,ﬁ
Type: FiingStatus v
Code Yalue Print
P ([ Head of Househaold
| Married
5 Single
ES Al status bppes
*
FitCode: (Specific Federal Income Tax Codes)
Modify | Add Misc List Codes
Module: 'W
Type: FITCode v
Code Value Print
20 2020 Federal Taves
FT Federal Tax
*

FixedPercentageTaxType: (Specific)
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Module: W

Type: [FiredPercentageT auType

Modify { Add Misc List Codes

Code Value
FICA
FUTA Federal Unemployment
MEDICARE
1] State Dizability Insurance
SUTA State Unemployement Tax
i

FutaCode: (Specific Federal Unemployment Tax Code) If all FUTA expense is debited to a single
expense account Y and N are the only codes needed. If multiple expense accounts are used for FUTA,

unique codes must be entered to designate each posting account.

Maodify } Add Misc List Codes
Module: ,W
Type: [FutaCode ~
Code Value Print
Mo
W es
4l
LITCode: (User Defined Local Income Tax Codes)
Modify { Add Misc List Codes
Module: 'ﬁ
Type: ITCode v
Code Value Print

L3I ARRON

EE Bellefonte Barough

BT Benner Tawnship

CT College Township

FT Ferguzon Township

FB Philipzburg Borough

FT Patton Township

AT Fush Township

SB State College Borough

ST Snow Shoe Township
*

MedicareCode: (Specific) If all Medicare expense is debited to a single expense account Y and N are
the only codes needed. If multiple expense accounts are used for Medicare, unique codes must be

entered to designate each posting account.
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Modity { Add Misc List Codes
Module: W
Type: MedicaeCode
Code Yalue - Print
4l MEDICARE - ADMINISTRATION TRANSP. OPER.
2 MEDICARE - MAINTEMANCE ADMIMISTRATION
4 MEDICARE - FINANCE
L MEDIC&RE - HUMaN RESOURCES
E MEDIC&RE - CUSTOMER SERVICE
7 MEDICARE - COMMUMICATION
2 MEDICARE - PLAMMING
3 MEDICARE - GEMERAL ADMIMISTRATION
b MEDICARE - REVENLE VEHICLE OPERATORS
M M
R MEDICARE - INSPECTIOMN AND MAINT
S MEDICARE- SAFETY-SECURITY
) MEDICARE- YEHICLE SERVICE
'y e bl
NumericStateCode: (Specific)
Modify ! Add Misc List Codes
Module: W
Type: NumericStateCode
Code Value Print
42 Pennzylvania

PayPeriod: (Specific; Only the Pay Period used by the transit is needed in addition to Annual for tax
calculations)

Modify f Add Misc List Codes
Module: W

Type: PayPeriod

Code Value
AN ANHUAL
B BIAWEEKLY
M0 MOMTHLY
S Semi-Monthly
W WEEKLY
dll

PayrollStatus: (Specific and User Defined) Payroll Status is set up from the System Menu (Edit
Miscellaneous System Codes) or the HR menu (HR Setup — Edit Miscellaneous Codes List). The code is a
two character code with the following requirement: The status for Active Employees must begin with

the letter A and the status for Inactive Employees must begin with the letter I.
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Modify } Add Misc List Codes
Module: [HR
Type: PapolStatus
Code Yalue Print

P ([aF Active - Full Time

AP Active - Part Time

AT Active - Temp

le] Inactive
*

SitCode: (Specific)

Modify / Add Misc List Codes
Module: W
Type: EITCode “
Code Yalue Print
¥ |[oH OH
*

SITTaxld: (Specific)

Modify | Add Misc List Codes
Module: W

Type: |SITTaxd e

Code Value Print
OH RH-HHRRNNY
*

SutaCode: (Specific State Unemployment Tax Code) If all SUTA expense is debited to a single
expense account Y and N are the only codes needed. If multiple expense accounts are used for SUTA,
unique codes must be entered to designate each posting account.

Modify | Add Misc List Codes
Module: [FR
Type: SutaCode ~
Code Value Print
» NO
i YES
*

TaxExemptionType: (Specific)

Modify { Add Misc List Codes
Module: [FR
Type: | TaxExemptionT ype ~
Code Value Print
O, Claimed Withholding Allowance
Pty Federal withholding allowance
Il
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Timekeeping: (Specific)

Modify { Add Misc List Codes
Module: 'ﬁ
Type: [TimeKeeping ~
Code Value
» PavrollTimeE ntryl nPuthd ask, Standard
*

Setup can be done on a Standard basis (12:00 am - 12:00 pm) or 24-hour basis (wherein 1:00 AM is

0100 hours, 2:00 AM is 0200 hours, and so-on up until 11:00 PM which is 2300 hours).

Set Up Pay Code

Pay Codes are used to interface the type of pay the employee earns with the correct GL Account and

NTD Object Class.

Setup Pay Codes

Pay Code: || [

4TH JULY 4 EXTRA SERVICE ~
505 B0% Continuance Pay
B0S B0% Continuance Pay
Abb SCHOOL PATROL
ADM ADJUST DM PAY
AP App Instructor Pay Refresh
ALL ALLOWED TIME
ART  ACCIDENT REPORT TIME Delete
ASE ASE BOMUS CHECK. .
BAL ALLOWED TIME B.OE Print
BID OVERTIME - TRAINING
BIP BRE&K [N PAY
BLT PLAT.TIME BD OF ED.
BOS BOE OWT SCHEDLULED
BaT PULL OUT TIME B.O.E
BTH BOOTH ATTEMDANT REG A
Field Name Description
Pay Code Select an existing code from the drop-down list or to enter a new code, type in
a 3 digit or character code (instructions for adding a new code follow)
Description Description will automatically populate based on the code selected

To enter a new Pay Code, type the 3-character pay code in the Pay Code field and press enter. The

following message displays.

Setup Pay Codes

Pay Code: |SPL ..

0 Is this a new pay code?
1es

Refresh

Delete

Print

Click Yes to continue (the following form displays) or No to cancel:
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Setup Pay Codes

Pay Code: 5PL |..||Sample Pay Code

Pay Code: [SPL Refresh

Description: |Sample Pay Cods

Delete

Earn Code: R
Pay Rate Factor:

Applicable Tax Codes: |[FCM

Accrual Codes: |0VC

| || [REGULAR

1.0000  Premium Rate: Fizxed Amount:

Tax Codes: | o

Print

Check Type: |HE

Fiscal Year: 2020 ..

| o] [REGULAR PAY

Gross Wages Division: |

GL Account #: |

]

Time Class: |

| o] O Act%umulale Hours
[]Capital Labor

Mode: [WB ] ] rotor s [JFLSA Hows [ ]FLSA Amount
Emp Class: || | | []PERS Hows [ ]PERS Amount
Attendance Code: | | W] | [] Guarantee Base Hours
Field Name Description
Pay Code Automatically populates with new code entered
Description Enter a description to define the selected code
Earn Code Select the applicable earnings code from the drop-down list

Pay Rate Factor

Enter the factor to be used when computing pay for the selected pay code (i.e.
1.0, 1.5,2.0)

Premium Rate

Enter a premium rate if applicable

Fixed Amount

If the rate for this pay code is a fixed amount, enter the amount in this field
and enter 0 in the Pay Rate Factor field.

Applicable Tax
Codes

Enter the tax codes applicable to the selected code. Available tax codes may
be viewed via the drop-down list in the Tax Codes. Field If this field is left
blank, the pay code will be treated as non-taxable.

Accrual Codes

Enter applicable benefit hour accrual types. Benefit hours are accrued for
earnings codes specified here as benefit hours. Examples: sick, vacation, PTO,
etc. Note: If Overtime Parameters is being utilized in Employee Master Setup,
(Refer to that section) to make sure all required codes are setup to be included
in the hours per week and per day are setup, under these codes.

Check Type Select the applicable check type from the drop-down list
Fiscal Year Select the applicable fiscal year from the drop-down list
Division Select the applicable division from the drop-down list. If this pay code is used

by multiple divisions, leave this field blank. During payroll processing the
system will assign the division based on the individual employee set up.

GL Account #

Select the applicable GL account number from the drop-down list. If the
division field is left blank, the drop-down selection list is unavailable. If this
field is left blank the system will assign the GL account based on the individual
employee set up

Time Class Select the applicable NTD Labor Class from the drop-down list.
Mode Select the applicable NTD Mode of Service from the drop-down list
Emp Class Select the applicable NTD employee class from the drop-down list

Attendance Code

Select the applicable attendance code from the drop-down list. Time entered
using the selected pay code can be imported to attendance tracking.

Accumulate Hours

Check this box to show hours entered using the selected pay code on the
Labor Distribution Report.

Capital Labor

Pursuant to NTD requirements, check this field if this pay code is for “labor of
personnel involved in the purchase of equipment e.g., buses, shelters; and
construction of facilities e.g. garages, guide ways, & stations”.
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FLSA Hours

Check this box if the hours worked using this pay code are subject to FLSA.
(Fair Labor Standards Act) The system will average the overtime pay rates.
http://www.dol.gov/whd/flsa/index.htm. Overtime pay codes used for
scheduled overtime should not be checked.

FLSA Amount

Check this box if the amount earned under this pay code is to be included in
the amount earned for FLSA (Fair Labor Standards Act). The system will
average the overtime pay rates. http://www.dol.gov/whd/flsa/index.htm.
Overtime pay codes used for scheduled overtime should not be checked.

PERS Hours

Check this box if this pay code is to be included when computing hours for
P.ERS.

PERS Amount

Check this box if this amount earned under this pay code is to be included in
the amount calculated for P.E.R.S.

Guarantee Base
Hours

Check this box if this pay code should be considered when the guarantee-pay
time calculation is processed.

If the Applicable Tax Codes field is left blank, the following warning message will display:

Microsoft Access

o Did you mean to leave the tax codes blank?

Click Yes if the pay code is non-taxable or click No to go back and enter the missing codes.

Set Up Pay Periods

Pay Periods are based on how often employees are paid for work performed. The Setup Pay Periods
Form is used to define the payroll period for each payroll year. This must be done at the start of every

payroll year.

Setup Pay Periods

Pay Period: B/ | | f | BIAWEEKLY

Payroll Year: |

Edit Year

Build Year
Define Year

Print

Field Name

Description

Pay Period

Select the applicable pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Building a new payroll year

Click Define Year to enter data for a new payroll year, the following form displays:
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Setup Pay Periods

Pay Period: B\ |.. (| EIMWEEKLY

Payroll Year: "

New  Sterimg Ending ETEES
4 | 203 | 1216/2018 @ | 12142013 @ Build *ear
[ 2020 [ 12r1s/2018 @) [ 1273172020 @
[ 202t [ ot/ot/enzt g [ 1e/at/znt @
o ¥ | @
Field Name Description
Payroll Year Enter the payroll year being defined
Date Starting Enter the first date of the pay period for the payroll year being defined (See
below)
Date Ending Enter the last check date or 12/31/xxxx (See below)

Select the newly defined year from the drop-down list; click Build Year to complete the fields required
for building the payroll year. The following form displays:

Setup Pay Periods

Pay Period: BW | ||« | BIAWEEKLY

Payroll Year: | 2021|. | | 01/01/2021 12432204

Build Payroll Year LEHT e
Build Year
Payroll Year Start Date: | 01/01/2021 @ Dofine Yoar
# of Pay Periods: [35 Print
# of days in Pay Period: [T1
# of days after Period End Date until Check Date: |El_ Srart
Field Name Description
Payroll Year Start Date Enter the starting date of the pay period for the payroll year being
built
# of Pay Periods Enter the number of pay periods in the payroll year (Monthly Pay =
12, Bi-Weekly Pay = 26, Weekly Pay = 52)
# of Days in Pay Period Enter the number of days in the pay period
# of days after Period End Date | Enter the number of days between the end of the pay period and
until Check Date the payroll check date
Start Click start to build the year

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access >

o Payroll year build completed.

Click Edit Year to view or edit the pay period information; the following form displays:
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Setup Pay Periods

Pay Period: B | (l BIAWEEKLY

Payproll Year: | 2021|. | | 01/01/2021 1243204

Period Period Check Payroll  Time Entry -
Cycle Starting Ending Date Updated Allowed Payroll Update D ate m
’ T [oi g oA g [ oo @ g Build Year
Define Year
z [ otAszm @[ o/ @) | 2w @ —
Tin

N GIEEEN AN IR

——

&
&l

&
Oo|o|jo|o|o|o|o|o|jo|o|jo|o
&

4 [Tn2neen @[ D202 @ [ 03/03/2021

[

5| 02/26/2021 @ | 0342021 @ | 03Aa0

§ [ Az @[ o @[ sz

L)

8| 4092021 @ | 0422202 [ | 0d/2es2020

5 [ w4z @[ oseszoe @l [ wsAzizoz

]

10 [ us/0rrzee (@l [ Us/z0/E02 @l [ 0B/ZE/Z0Z

1| 08212021 @ | 060320 @) | 0RA09/2021

12 [ ue/aszo (gl [ oeA/z02T @ [ oeszEizoa

|
|
|
|
|
|
[ 7 [ taizernzt @ [ oameraet @[ nanaszna
|
|
|
|
|
|

13 [ oeAesze (@[ orAn a0zt @ [ or/or/zoz

Record: W 1 L Search

To add an additional payroll cycle (i.e., special payroll, bonus payroll) go to the last record on the form
and enter the data as outlined below:

Field Name Description

Cycle This field is automatically populated during the build year process and is
sequentially numbered. Additional pay cycles can be added. For additional
pay cycles, enter the next sequential number.

Period Starting This field is automatically populated during the build year process. For
additional pay cycles, enter the pay cycle starting date.

Period Ending This field is automatically populated during the build year process. For
additional pay cycles, enter the pay cycle ending date.

Check Date This field is automatically populated during the build year process. For
additional pay cycles, enter the pay check date.

Payroll Updated This field is automatically populated during the update payroll process.

Time Entry Allowed This field is automatically populated during the update payroll process.

Payroll Update Date This field is automatically populated during the update payroll process.

When entering an additional pay cycle, neither a pay period end date nor a check date that is already
listed on the form can be used. Also, dates cannot be used that are earlier than any of the payrolls that
have been previously updated.

To reopen a pay cycle, remove the check mark from the Payroll Updated box and enter a check mark in
the Time Entry Allowed box. Reopening a pay cycle is only used in conjunction with voiding pay checks.
Refer to the Void Check section of this manual for further instructions.

Setup Earned Leave Plans

Earned Leave Setup is used to define leave types used by the transit. Earned leave plans are based on
company guidelines designating how employees earn types of time off, such as sick, vacation, paid time
off (PTO).

To add a new Earned Leave Plan, select the applicable Earnings Code and a Plan Code from the drop-
down lists. The follow message displays:
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Microsoft Access

o Do you wish to add a new plan recard?

Click Yes to continue or No to cancel. Complete the Plan, Rates and Limits forms as outlined below.

Setup Earned Leave Plans
Existing Plans: .| Eamings Code: v ~ |VACATIDN

|Ent\t|ed immediately

Plan Code: v | |UN\DNTWU
Field Name Description
Existing Plan Select the plan from the drop-down list
Earnings Code Automatically populated based on the plan selected
Plan Code Automatically populated based on the plan selected

Setup Earned Leave Plans
Existing Plans: v .. Eamnings Code: v ~ |VACATIDN

|Enlit|ad immediately

Plan Code: v o |UN|DNTW’U
Rate Eamed Flag: [ P[] Service Accrual Method: [ 1 ] ResetHours Used:[&  [.] Ltd Usage Limit:[
Delete
Print
Limits
Field Name Description
Rate Earned Flag Select the method the leave is earned from the drop-down list. A = Earned
Annually, H = Earned Per Hour Worked, P = Earned Per Pay Period
Service Accrual Select M = Earned Leave is Based on Months of Service, from the drop-down
Method list. Note: Selections D = Earmned Leave is Based on Days of Service and H =
Earned Leave is Based on Hours of Service are not currently available for use.
Reset Hours Used Select A = Anniversary Date from the drop-down list. Note: P = Payroll Year
and C = Calendar Year are not currently available for use.
Ltd Usage Limit Enter the life-to-date maximum amount of leave that an employee can use

To enter and/or view rates for the selected plan, click Rates. The following form displays:
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Setup Earned Leave Plans
Existing Plans: .. Eamings Code: | ~ |VACAT\DN
|Entilled imrnediately
Plan Code: <] | [UNIBNT W
Ytd Max Pl
Months Worked Hours Max Hours Hours an
At Least Less Than Accrual Rate Limit Entitled Canyover Rates
[ 000 | 4E00 | 3.070000 | £0.00 | 3339.00 | 593900 Delete
[ 4000 | 14400 | 4510000 | 12000 | 3999.00 | 593900 Print
Limits
[ 74400 | 270 | E.750000 | TE0.00 | 399900 | 5535.00
[ Zz500 | & | 7590000 | 20000 | 395900 | 533500
[ 200 | 533500 | 5230000 | 24000 | 393900 | 533500
gl [ | | | |
Field Name Description
At Least Enter the minimum number of hours/days/months worked required for
accruals
Less Than Enter the maximum number of hours/days/months worked required for

increased entitlement

Accrual Rate

Enter the accrual rate for the designated basis

YTD Hours Limit

Enter the maximum number of hours that can be earned per year

Max Hours Entitled

Enter the maximum number of hours that can be accumulated. Maximum
number of hours that an employee can have on the books at any one time.

Max Hours Carryover

Enter the number of hours that can be carried over to the next year

To enter and/or view limits for the selected plan, click Limits. The following form displays:

Setup Earned Leave Plans

Existing Plans: v .| Earnings Code: v

<] [VACATION

|Entit|ed immediately

Plan Code: [UNIDNTwWU [ ] ][
Pay Period: [Ew ||| BIWEEKLT = filen
Payroll Year: [2021 [ | [O1/01/2021 [ 1273172021 Hales
Maximum Delete
Hourz
Pay Period Accrual Accrual Subject To Print
End Date Start Date End Date Accrual —
mits
[orrazzoat (O [oran/2021 (@l [maorzazt @ 40
[oriazoz (O] [oie0z @ [oiAszoz @ a0
[o/287201 (O] [OTAR/0Z @ [DzTa0z @ 10
[o/z8720z (U] [0z g [ozeinz || 10
[o2rmizznat O] [or/2e2021 (@ [oeoaz02 || 40
[o2rmizz0at O] [o2/ms/2021 (@l oeAtizazt @l 40
dl < | i | ¥

Accrued benefits are based on per hour worked subject to a weekly limit. Due to the period end date
falling in the middle of the workweek, pay time history will need to be accessed to determine how to
accrue the time based on the limit.

Field Name

Description

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Pay Period End Date

Select the pay period end date from the drop-down list
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Accrual Start Date

Accrual End Date

Enter the accrual start and end dates. For instance, Sunday thru Saturday
work week, enter the date for Sunday in the start date field and the date for
Saturday in the end date field.

Maximum Hours
Subject to Accrual time.

Enter the maximum number hours per week that the employee can accrue

Most pay periods will share the same weeks due to the pay period end dates. The calculation will
perform several steps to complete this process. If there are maximum hours set, the program will not
allow any more hours than the amount entered to be considered in the accrual calculation.

To delete the selected plan, click Delete. The following prompt displays:

Microsoft Access

o Delete this plan?

Yes

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access

o Plan Deletad.

>

To Print an Earned Leave Plan report click Print. The report displays as shown below for the plan
selected. A hard copy can be printed by using the File/Print option.

Earned Leave Plan Report
Eamings Codes Plan Code: FULLTIME

Rate Eamed Flag: P Senvice Accrual Method: M Ltd Usage Limit 0.00
Months Worked H u\.:: HI:IN.I‘ar: H::r:
At Least Less Than Accrual Rate Lirnit Entitled Camyover
0.0 1300 4307700 72000 72000 72000
13.00 2500 4 515400 72000 72000 72000
2500 49,00 4923100 72000 72000 72000
43.00 £1.00 5.230800 72000 72000 72000
£1.00 3500 5538500 72000 72000 72000
35.00 121.00 5346200 72000 72000 72000
121.00 145.00 £.153300 72000 72000 72000
14500 193.00 6451 600 72000 72000 72000
193.00 17.00 £.763300 72000 72000 72000
217.00 22800 7 07E800 72000 72000 72000
229.00 301.00 7334600 72000 72000 72000
301.00 9,959.00 7 EEZI00 72000 72000 72000
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Setup Check Types

The purpose of the Check Types form is to allow the user to define the type of checks, as well as assign
the applicable taxes to each check type.

Setup Check Types
Ded
Check Accrue ‘Week Pay
Type Descriplion Fica Fit Sit Lt Sdi  Hows Worked Medicare Suta Futa Period Pers
| & [RDIUSTHENT FaY | oo Ji
FIT Amt: FIT %: SIT Amt: 51T %: LIT Amt: LIT %:
[45 [ACCIDENT & SICK o O O oo [0
FIT Amt: FIT %: SIT Amt: 51T %: LIT Amt: LIT %:
[B2" [BONUS CHECK #2 O O O oo [0
FIT Amt: FIT Z: SIT Amt: SIT Z: LIT Amt: LIT Z:
[BC [BONUS CHECK O O O oo [ 0O
FIT Amt: FIT Z: SIT Amt: 51T %: LIT Amt: LIT Z:
[CM [COMMISSION CHECK, O O O O4a Ji
FIT Amt: FIT %: SIT Amt: 51T %: LIT Amt: LIT %:
[FF [HOLDAYPEY O O 0 [’
FIT Amt: FIT %: SIT Amt: 51T %: LIT Amt: LIT %:
R a— O 00 [
FIT Amt: FIT &: SIT Amt: 51T %: LIT Amt: LIT %:
[z [REGLLAR PAY - ADIUSTME O oo Ji
FIT Amt: FIT %: SIT Amt: SIT %: LIT Amt: LIT %:
[R3 [REGULAR PAY -ADJUSTME | oo Ji
FIT Amt: FIT Z: SIT Amt: 51T %: LIT Amt: LIT Z:
’ﬁ Replacement Check O O O O ’_v O
FIT Amt: FIT Z: SIT Amt: 51T %: LIT Amt: LIT Z:
[RG  [REGULER PaY | oo Ji
FIT Amt: FIT %: SIT Amt: 51T %: LIT Amt: LIT %:
Field Name Description
Check Type Enter a 2-Character Check Type
Description Enter a description of the check type (i.e., RG = Regular Pay; BN = Bonus; VA =
Vacation; AP = Adjustment Pay)
FICA Check the box if this check type is subject to Social Security tax
FIT Check the box if this check type is subject to Federal Income tax
SIT Check the box if this check type is subject to State Income tax
LIT Check the box if this check type is subject to Local Income tax
SDI Check the box if this check type is subject to State Disability tax

Accrue Hours

Check the box if benefit hours accruals computation is applicable. If this box is
left unchecked, benefit hours will not show on the earnings statements and

checks.

Week Worked Check the box if check type should be included in the weeks worked
computation

Medicare Check the box if this check type is subject to Medicare tax
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Field Name Description
SUTA Check the box if this check type is subject to State Unemployment tax
FUTA Check the box if this check type is subject to Federal Unemployment tax

Ded Pay Period

Select a pay period from the drop-down list if the deduction pay period is
exempt from this check type. A selection in this field will override what was set
up in Deduction Setup

Pers

Check if this check type is subject to mandated Pension plan. Leave blank if it is
exempt from this check type

FIT Amt

Enter an amount if any check type will use a flat dollar amount for Federal
Withholding. If a check is issued where an FIT amount has been entered, the tax
tables will not be used; the FIT withheld from the check will be the amount
entered in this field

FIT %

Enter a percentage if any check type will use a flat percentage for Federal
Withholding. If a check is issued where an FIT percentage has been entered, the
tax tables will not be used; the FIT withheld from the check will be the
percentage of the taxable wages entered in this field.

SIT Amt

Enter an amount if any check type will use a flat dollar amount for State
Withholding. If a check is issued where an SIT amount has been entered, the tax
tables will not be used; the SIT withheld from the check will be the amount
entered in this field

SIT %

Enter a percentage if any check type will use a flat percentage for State
Withholding. If a check is issued where an SIT percentage has been entered, the
tax tables will not be used; the SIT withheld from the check will be the
percentage of the taxable wages entered in this field.

LIT Amt

Enter an amount if any check type will use a flat dollar amount for Local
Withholding. If a check is issued where an LIT amount has been entered, the tax
tables will not be used; the LIT withheld from the check will be the amount
entered in this field

LIT %

Enter a percentage if any check type will use a flat percentage for Local
Withholding. If a check is issued where an LIT percentage has been entered, the
tax tables will not be used; the LIT withheld from the check will be the
percentage of the taxable wages entered in this field.

Setup Check Deductions Taken

Applicable Deductions must be set up for each Check Type. The purpose of the Check Deductions
Taken Form is to allow the user to assign applicable deductions to each check type.

Check Deductions Taken Setup

Check Type: 5C .. |SampleCheck

Code

Description Setup

w

Print

All
Deductions

Select the check type from the drop-down list. To add All Deductions to the selected check type, click
All Deductions. You will be prompted as follows:
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Microsoft Access

o Assign all dedudtions to this check type?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access >

o Check deduction assignment completed.

If only specific deductions apply to the selected check type, they can be added individually by selecting

each from the drop-down list:

Check Deductions Taken Setup

Check Type: |5C || [Sample Check.

Code Description

Al o [AFLACINSURANCE

on OTHER PAYROLL DEDUCTIONS
P3 POCKET PC REPAYMENT

FD FE.R.S. Pickupll

PE P.E.R.S. PICK-UP

FG PAGER

Pl EMPLOYER PERS PICKUP

PP PERS PAYBACK.

P PRE-PAID VACATION

RC TEST RATE CHANGE

[l REPATMEMTS

Print
4 ~ All

—IN INTERMET i

u LIFE INSLIRANCE

L5 Liteline Screening repayment

ME MEDICAL

M1 Met Pay Adiustment

NP MET Pa’

To print a report listing deductions by check type, click Print.

Check Deduction Taken

Check Type: AP ADJUSTMENT PAY Deduction Description
cs CHILD SUPPORT
NP NET PAY
PE P.ERR.S. PICK-UP
PI EMPLOYER PERS PICKUP
S1 SCHOOL TAX - 7612 (Northwest)
S2 SCHOOL TAX - 8501 (Chippewa))
83 SCHOOL TAX - 8509 (Triway)
54 SCHOOL TAX - 8502 (DALTON LSD)
§5 SCHOOL TAX - 7711 NORTON
SD SCHOOL TAX - 3906 (Western Res
SP SPOUSAL SUPPORT

Deductions: "
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Setup Eamning Codes

Use Setup Earnings Codes Form to define earnings codes, add new earnings codes and assign accruals
and overtime parameters.

Setup Earnings Codes
Check Print
Earmings Print On Overtime
Code Eamnings Description Description Check Entitlement Limit Eamings Codes
[ [COVIDT9 w2 Test [CoviD N o] [V =]
'E_ |Test |Test ‘E ~ |N v |
[F~  [wORKING FOREMAN FAY  [wWFP [N & [7 &
[ [HoUD&r [HOL [n ] [ &
[ [CONTINGENCY Pay [Sea [hn & [ & ]
[M  [MISCELLANEOUS [MISC [N & [7 &
[N [NIGHT SHIFT PREMIUM  [NSP O [N & [7 &
[0 [OvERTIME [0/T [N L] [ v [o [RHM
[P~ [PADPERSOMALLEAVE  [PPC TN & [ & |
[ [MoPay [MOP&Y O [ o] [N T
[F [FEGULER [REG [N o] [7 &
[ [eick HE3 [ERI Y ]
["  [VACATION [viAC [E ] [T
[ [PAIDTIME OFF [PTO [E & [7 & |
Field Name Description

Earnings Code

For a new Earnings Code, enter a one letter code. Mandatory Earnings
Codes are D = Double Time and O = Overtime.

Earnings Description

Enter a description of the earnings code

Check Print Description

Enter a five letter/number description of the earnings code that will print
on the check, if selected (see next)

Print On Check

Check this box if the earnings code is to be printed on the check

Entitlement

Select entitlement option from the drop-down list. Entitlement is used to
accrue benefit hours for Eared Leave Plans. Y = Year End or Annual
Entitlement.; benefit hours will accrue on the anniversary date listed for the
benefit plan in the employee master. If no anniversary date is listed hours
will accrue when the year-end reset is run. E = Entitled Immediately; the
benefit is entitled as it is earned. N = No Entitlement; the earn code is not
one used for benefit accruals

Limit

Select the limit for the entitlement for the selected earnings code. Y =
Year-To-Date, L = Life-To-Date, N = No Limit

Overtime Earnings

Codes

This field is for Earnings Code O only. See below for a description of this
field.
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Note on above form, earning code: O Overtime has the following information in the Overtime Earnings
Codes. RHM (Regular, Holiday and Miscellaneous). For National Transit Database (NTD) reporting
purposes, if an employee works 42 regular hours in a week, it will be calculated based on 42 hours of
straight time at a rate of 1.00 and 2 hours of overtime at .50 rate. (The Rate information is defined in Pay
Code setup.) The order that Earnings Codes are entered in this field is very important with respect to
how information is printed on check registers, pay checks and earnings statements. Those reports would
list 40 hours under the ‘R’ earnings code with 40 hours of pay and 2 hours under the ‘O’ earnings code;
pay would be listed at time-and-a-half. The sequence entered in this field directs the program to which
earnings codes should be ‘adjusted’.

on the check register, paycheck, and earnings statement. If there were no 'R’ earnings the program
would ‘adjust’ the ‘H’ earnings and if no ‘'H’ earnings, the ‘M’ earnings.

Benefit Accrual Posting Setup Form

The Benefit Accrual Posting Setup Form is utilized for assigning a General Ledger posting account for
Earnings Codes used to designate a leave type. The Earn Codes must be created in Earn Code set up
and must be designated with an E or Y entitlement code. Accrual entries will be created during the
Payroll General Ledger calculation.

If Benefit Accrual Posting is used, the expense for the Benefit is posted to the General Ledger at the
time it is earned rather than when it is used. As such, all pay codes associated with the Earn Codes set
up in Benefit Accrual Posting must be carefully reviewed with respect to the General Ledger account
assigned. The accounts for those pay codes should be the liability (credit) account assigned in Benefit
Accrual Posting.

Benefit Accrual Posting Setup

Eamn Fizcal Debit Debit Credit Credit
Code Dept #: Year Div# Account # Div # Account #
MG o [zozolo [0 [ [Eozosotom o [0 o |Z0zotooom |
4= v ] vl ] v
Field Name Description
Earnings Code Select the Earnings Code from the drop-down list
Dept # Select the Department from the drop-down list
Fiscal Year Select the Fiscal Year from the drop-down list
Debit Div # Select the Division from the drop-down list for the expense posting
Debit Account # Select the GL Account from the drop-down list for the expense account
Credit Div # Select the Division from the drop-down list for the accrual posting
Credit Account # Select the GL Account from the drop-down list for the accrual posting
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Global Deduction Update

Use Global Deduction Update to update deductions in the Employee Master files. All applicable fields
must be completed when adding a new deduction. If edits are being made to existing deductions,
complete only those fields being edited, all other data will remain unchanged in the employee master

file.
Global Deduction Update Add new deductions
Reset means ta replace current deduction value with a new value. All Departments
Reset with no entry means to zet the current deduction value to nullz [Blank)
Add with & positive amount means to add to the current deduction amount. Department: v |
Add with a negative amount means to subtract fram the cunent deduction amaunt
Add with no entry is ignored. Entries without Reset or Add selected are ignored. Ded Code: |LI w |L|FE INSURANCE
Priority # for new deductions: ’50— Muszt be unique. Reset Reset Update
H/E Flag: 'E—v Start Date: ’7 (|
Taken On: [FLRSH Eam Code: [ [0 & EndDate:[ [ Reset
Tax Codes: [CMLFS ~ TaxCodes: [C || [] 5top Deduction O Delete
Eamings Computed On: [ G [] [«f Employee Reset Add Employer Reset Add
Def Comp: 'Y—V Amount: ’7 O O ,7 O O
Limit: I—V O Rate: ’7 O O ,7 O O
Frequency: ,T Limit Amount: ’7 O O ,7 [l [l
Ded/Tax: 'D—v Max Wages Yid: ’7 O O ,7 (| [
Vendor #: [ [O] O Ezemmwages| O O[] O O
Ref:[ O MaxHows: [ O O O 0O
[] Balance Forward O Max Hours Flag: '—V O
Fiscal Year Reset Div#  Reset Account # Reset Title
2021 [ Employer Debit: [10 | |s0z0501001 (o |LIFE INSURAMCE - ADMINISTRATION OPERATION
Employer Credit: [10 | |20z0z00001 [ |INSUF|ANCE DEDUCTIONS
Employee Credit: [10 | |20z0z00001 o %] |INSUF|ANCE DEDUCTIONS

Field Name

Description

Add New Deduction

Check this box if a new deduction is being added to all employees or all
employees in a specific department

All Departments

Check this box if the Deduction Update is being run for employees in all
departments

Department If the deduction being added or edited is for a specific department select the
department from the drop-down list. If it is for all departments, leave this field
blank and verify that All Departments is checked

Ded Code Select the applicable deduction code from the drop-down list. If a new

deduction is being added, the deduction code must have been previously set
up in Deduction Code Setup (Menu item #4) and assigned to check types
(Menu item #10).

Priority # for new
deductions

If a new deduction is being added, enter the priority number. It must be a
unique number.

Field Name

Description

For all items listed below, the RESET box must be checked on every item being added or edited. To
globally delete data from a field, leave the field blank and check the RESET box.

H/E Flag

If a new deduction is being added and it is based on a rate rather than a flat
amount, select the basis of the rate H (Hours) or E (Earnings) from the drop-
down list. This field can be left blank if the new deduction is a flat amount.
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Taken On If a new deduction is being added, enter the Earnings Codes applicable for
the selected deduction. If a code is being added, list all applicable codes.

Earn Code The Earnings Codes can be selected from the drop-down list. Once the
desired code populates the Earn Code field, double click on it and it will now
be listed in the Taken On field.

Tax Codes If a new deduction is being added and is a deferred compensation deduction,
enter the tax codes that the deduction is exempt from. Taxable amount will
be reduced by the deduction amount for that tax code. If a code is being
added, list all applicable codes.

Tax Codes The Tax Codes can be selected from the drop-down list. Once the desired
code populates the Tax Code field, double click on it and it will now be listed
in the Tax Codes field.

Gross/Net Select the applicable code from the drop-down list. A = All Earnings Except
Those Listed in “Taken On” G = Only Those Earnings Listed in “Taken On"
N = Net Pay

Def Comp If a new deduction is being added, this is a required field. If left blank the
deduction will not be deducted from the employee’s check. Select the
applicable code from the drop-down list.

Y = Taxable income amount indicated for the code(s) specified in Tax Codes
will be decreased by the deduction.
N = Not a deferred compensation deduction
T = Taxable Fringe Benefit
Limit Select the limit from the drop-down, if applicable.
Y = Year-to-date limit
L = Life-to-date limit
P = Pay period limit

Frequency This is a required field. If left blank the deduction will not be deducted from
the employee’s check. Enter the pay periods the deduction will be
processed.

1 = First Check of the Month

2 = Second Check of the Month
3 = Third Check of the Month

4 = Fourth Check of the Month
5 = Fifth Check of the Month

Ded/Tax Select the applicable code from the drop-down list.
D = Deduction
T =Tax

Vendor # Select the Vendor from the drop-down list if the monies withheld are to be
paid to a vendor set up in Fleet-Net. The drop-down list is tied to the AP
Vendor List.

Ref # Enter the reference number applicable to the monies being withheld and paid

to a vendor.

Balance Forward

Check this box to allow arrears amount to be calculated and carried over to
the next pay period. Balance carried forward displays in the Arrears field

Fiscal Year

Select the fiscal year from the drop-down list
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Field Name

Description

For all items listed below, the RESET box must be checked on every item being added or edited. To
globally delete data from a field, leave the field blank and check the RESET box.

Employer Debit

Select the GL Division and GL account to be debited for the employer
expense, if applicable

Employer Credit

Select the GL Division and GL account to be credited for the employer
accrual, if applicable

Employee Credit

Select the GL Division and GL account to be credited for the employee
accrual, if applicable

Start Date Enter the effective date of the deduction, if applicable

End Date Enter the ending date of the deduction, if applicable

Stop Deduction Check this box to stop the deduction.

Amount If the deduction is a dollar amount, enter the amount in the applicable fields.
The deduction can be entered in either or both the employee and employer
fields. To increase the amount of the deduction by a flat amount, enter the
amount of the increase and check the Add box for the employee and/or
employer.

Rate If the deduction is a percentage of either wages or hours, enter the

percentage in the applicable fields. The deduction can be entered in either or
both the employee and employer fields. To increase the percentage of the
deduction, enter the amount of the increase and check the Add box for the
employee and/or employer.

Limit Amount

If the deduction has a year-to-date, life-to-date or pay period limit, verify that
the Limit was selected and enter the dollar amount for the employee and/or
employer, as applicable. To increase the amount of the limit, enter the amount
of the increase and check the Add box for the employee and/or employer.

Max Wages YTD

Enter the Y-T-D maximum earnings for the deduction, if applicable. Once
reached, deduction stops. To increase the amount of the Max Wages, enter
the amount of the increase and check the Add box for the employee and/or
employer.

Exempt Wages

Enter the dollar amount of the earnings that are exempt each paycheck from
the current deduction, if applicable. To increase the amount of the Exempt
Wages, enter the amount of the increase and check the Add box for the
employee and/or employer.

Max Hours

If the deduction is based on Hours and there is a maximum number of hours
that the deduction is based on, enter the number of hours. To increase the
amount of the Max Hours, enter the amount of the increase and check the
Add box for the employee and/or employer.

Once all fields have been completed click Update. The following prompt displays:

Microsoft Access

o Update deductions?

tes

Click OK to continue or No to cancel.

Click OK on the completion message.
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Click Reset to clear the Global Deduction Update form. The following prompt displays:

Microsaft Access

o Reset displayed deduction defaults?

Click OK to continue or No to cancel.

Click Delete to delete a deduction code. The following prompt displays:

Microsoft Access

o Delete selected deduction code?

Click OK to continue or No to cancel.
Click OK on the completion message.

Deductions will not be deleted if there are amounts in the Y-T-D field. If the deduction code has
been used and contains historical data, it is recommended to use the Stop Deduction function
rather than deleting the deductions from the employee master.

Department Management Setup

Assigning employees to a ‘Manager’ allows for limiting access to Labor Entries. Only those employees
assigned to a ‘"Manager’ can be viewed by that ‘Manager.” The employees can be manually assigned to
the ‘Manager’ by selecting each employee in the Employees Managed field or a Build can be run to
assign employees based on their departments.

Department Management Setup

Manager #: 10 - |New Employes Mew Emplopee Mew Employes Department #: 3

Employees Managed

Employees
Employee # Descrption Dept # =
|DDUDZU w |JaneM Doe |B =
Print
il 9l | —
Build

Manual Assignment:
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Field Name Description
Manager # Select the ‘Manager’ from the drop-down list
Select each of the employees being assigned to the ‘Manager’ selected at the
Employee # top of the form
Build:

Department Managem

ent Setup

Manager #: 10 ~ ‘New Emplayee Mew Employes Mew Emplayes Department #: 3

Build Entire Department Employees
Department #: |2 | Mechanics Managers

o o Print

Authorizations Required: [ 1 e
Start Build
Field Name Description
Manager # Select the ‘Manager’ from the drop-down list

Select the applicable Department number from the drop-down list

Department #

Authorizations Required

Enter 1

Click Start. All employees in the selected Department will be assigned to the ‘Manager” at the top of the

form; click Employees to view:

Department Management Setup

Manager #: 10 e |N

Department #: 3

ew Employee Mew Employee Mew Employes

Employees Managed

Description Dept #

Employee #

-

|DDUD2U w |Jane M Do

*

| — |

Click Managers to vie

w all employees designated as ‘Managers'

Department Management Setup

Manager #: 5333 v |5amp\e Emplayee [l

Department #: 3

Current Managers B
Manager # First Hame Middle Name Last Hame Department
|1 0 ‘New Emplayes |New Emplayes |New Emplayes |3
Print
5393 |Sample | |Employee I |5
Authori
Build
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Department Pay Code Setup

Assigning pay codes to a Department allows for limiting access to pay codes in Labor Entry. Only those
pay codes assigned to a Department can be assigned to Labor Entries based on the Department that

the employee is in.

Department Pay Code Setup

Department #: [3 | [Mon-Uion Staff
Pay Code Pay Code Enter
» [HOL | [HOLIDAY PaY =
Print

[FFL < [FAID PERSONAL LEAVE

[5G4 | |SALARY-GEM. ADMIN.

[sIC | [GALARY SICK PaY
[wac < [wacaTion
il =)
Field Name Description
Department # Select the Department from the drop-down list

Pay Code the top of the form

Select each of the pay codes being assigned to the Department selected at

Longevity Plan Setup

If the ‘Other Pay’ is based on rates based on months of service, select menu item #14 — Longevity Pay

Setup on the Payroll Code Maintenance menu (PR04021); The following form displays:

Longevity Plan Setup

Longevity Plan: | «| W |

Click the green check mark to add plan definitions; the following form displays:

Modify | Add Misc List Codes
Module: [FR
Type: LongeviwPlan \/
Code Yalue Print
‘Y'ears of Service ‘Y'ears of Service
M

Field Name Description
Code Enter a ‘label’ for the plan definition
Value Enter a definition of the ‘label’

Close the form by clicking on the logo; the following form displays:
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Longevity Plan Setup

Longevity Plan: ‘Years of Service o | of ‘Years of Service

Months OF Service
From Thru

Rate

al I

Field Name

Description

Months of Service From

Enter the starting months of service

Months of Service Thru

Enter the ending months of service

Rate

Enter the rate for each tier

Employee Master Maintenance

It is recommended that Payroll Code Maintenance and Setup be completed prior to Employee Master
Maintenance. This will enable the user to have a better understanding of the payroll fields when setting

up the employee information.

Employee Master Maintenance

Employee Data

Employee Master Report By Dept

Renumber Employees

Employee Audit Report / Purge

Global Pay Rate Update

Earmned Leave Adjustment

Eamnings Statement Inguiry

Employee Search Criteria Setup

Employee Renumber [Sql]

oo |lon [ [ 2 [ [ |

—
=

Deduction Life Insurance Form

Return To Previous Menu

B

) endamdemd] mnd el | amd andamdesd] | ead

Employee Data

Add or edit employees using the form shown below.

Employee Master Setup

Search

[] Show Inactive Employees

Search Name: ~ Criteria
First Name: o
Employee #: || ~

Master Gross Hotes ACH Setup
Mew Earnings Labor Contacts
Pay Rate Hours Audit Other Pay
Deductions Leave Reports Uszer Data
Payroll Checks Pin #

Avail Technologies Inc. April 2021

Page 42 of 189




Avail Technologies

Payroll Manual

Field Name

Description

Search Criteria

Refer to the Employee Search Criteria Setup section of this manual

Search Name

Enter an employee’s search name to search and select a current
employee by their search name OR

First Name Enter an employee’s first name to search and select a current
employee by their first name OR
Employee # Enter an employee’s employee number to search and select a

current employee by their employee number

Show Inactive Employees

Check this box to view ONLY inactive employees (payroll status that
does NOT begin with an ‘A’). Leave the box unchecked to view
ONLY active employees (payroll status that begins with an ‘A’)

Note: when a new employee is entered but no payroll status has been entered, they will only be
available for viewing if the Show Inactive Employees box is checked. This sometimes occurs when
several new hires are entered but the status has not been coded yet.

New

Click New to add a new employee. The following prompt displays.

Microsoft Access >

o Do you wish to manually assign the employee #7

If Yes is selected the following form displays.

Microsoft Access x>

Please enter a new employee #, (8 characters max.

Alpha-numeric)

Cancel

Enter an alphanumeric employee number, Click OK.

If No is selected the following form displays.
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Click Yes; the system will assign the next number in sequence, Click No to cancel.

Once a number is assigned either manually or automatically, the following message displays:

Microsoft Access >

o Mew Employee Master Created.

Click OK; the following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup

Search Eamnings Labor Contacts

SearchiName: it Criteria Pay Rate Hours Audit Other Pay

First Name: ~ Deductions Leave Reports User Data

Employee #: = | Payroll Checks Pin #
New Employee Setup —

Emp # First Hame Middle Name Last Hame Dept # Dut
4 23 Mew Employes New Employes Mew Employes al O

Reset Pin # Fin #:

Field Name Description
Emp # Automatically populates with the new employee number
First Name Enter the new employee’s first name
Middle Name Enter the new employee’s middle name
Last Name Enter the new employee’s last name
Dept # Select the applicable department number from the drop-down list
Locked Out Leave Blank
Pin # Leave Blank unless Timekeeping is being used

To complete the set up for the new employee, enter the employee number in the Employee # field in
the upper section of the form; Click > Master. The following form displays:
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Search Name: Emploves Sample M

MHame Change:

Email Address: |sempluyee@email.cum

Export Path: |C_\YuurDireclUry\E amningstatements’

Address Line 1: 1234 Main Strest
Address Line 2:
City: STATE COLLEGE w | o

State: P& .. Zip: [16203
Phone: [[14] 5555555

Employee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
e Se_alqh New Eamings LaI:u_Jl Contacts
Criteria Pay Rate Hours Audit Other Pay
First Name: Deductions Leave Reports User Data
Employee #: |23 + | |Mew Emplayes Payroll Checks Pin #
Employee #: 23 Paproll Status: [aF [ | Employment Status: [ [] &
Name: | JEELL Dept Seniority D ate: ’— &  Job Class Sen Date: l— &

Department: 3
Job Class: |40
Job Category: F
Job Position: |44

Union/Local:
Seniority #:
Job App #:

Hire Date:

Seniority Date:

| | HR

| | [HR SPECIALIST

| & [ADMINISTRATIVE SUFFORT
| & [HR SPECIALIST

| W Soc Sec #: 555-55-5555
Gender: F . ||
EED Code: 01 | | f
Marital Status: |5 |,

Date OF Bith: | 1 /1 /1330 [@

14212020 || @ Driver License #: |FA12345

Expiration D ate:

Hourly/5 alary: Pay Rate:
Incr Amount: Incr Date:
Grade:
Step:

17142025 @

Full Time Date: | 1/21/2021| @ License Class: C

Termination Date: B Restrictions: |None

Updated: |dflaharty

|FN PR_Employest asterFarm | 142172021 3:33:22 am

Created: |dflaharty

|FN PR_Employeetd asterF orm | 1/21/2021 3:28:48 am Refresh

Field Name Description
Emp # Automatically populates with the selected employee’s number
Name Automatically populates with the selected employee’s name

Search Name

Automatically populates with the selected employee’s search name

Name Change

Leave blank for new employees. When making a name change to an existing
employee, enter an employee’s name prior to changing (i.e., maiden name)
on this line, the new name needs to be entered in Name and search fields.
This will NOT write to any other fields for example the ach setup. You will also
need to make the name change on the security menu in option #1 employee
maintenance on the employee setup form.

Email Address

Enter the employee’s email address

Export Path

If the email Earnings Statement option is utilized enter the path to the file
where the Earning Statements will be exported and stored.

Address Line 1

Enter the employee’s address

Address Line 2

Enter the employee’s address if more than one line is needed

City Select the City from the drop-down or if it's not included on the list, add it
using the green check mark

State Select the State from the drop-down

Zip Code Enter the employee’s zip code

Phone Enter the employee’s phone number

Pay Rate Information
fields

Al fields auto-populate. Refer to the Pay Rate and Payroll forms sections of
this manual for further information

Payroll Status

Select the payroll status from the drop-down list

Employment Status

Select the employment status, if applicable. This differs from payroll status as
it can be used to track an employee’s job status. Examples of codes are:
Trainees, 90 Day Hiring Probation, Extended Leave, etc.

Dept Seniority Date

Enter the employee’s department seniority date, if applicable

Job Class Sen Date

Enter the employee’s job class seniority date, if applicable

Department Automatically populates based on the employee selected. To change, select
the correct department from the drop-down list
Job Class Select the job class from the drop-down list, if applicable. Refer to the set up

section of this manual for explanation of Job Class Codes.
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Job Category Select the job category from the drop-down list, if applicable. These codes
can be set up to match Workers Compensation Job Category codes for ease
in reporting.

Job Position Select the job position from the drop-down list, if applicable

Union/Local Select the Union/Local affiliation from the drop-down list, if applicable

Seniority # Enter the employee’s seniority number, if applicable. If seniority is based on
an employee’s date of hire and more than one employee is hired on the same
day, enter the seniority number for the employee. If seniority is based on a
numbering system rather than date of hire, enter the seniority numbers.

Job App # If Human Resource Application tracking is used, this field will automatically
populate

Soc Sec # Enter the employee’s Social Security Number

Gender Select the employee’s gender from the drop-down list

EEO Code Select the employee’s EEO code from the drop-down list, if applicable

Marital Status

Select the employee’s marital status from the drop-down list

Date of Birth

Enter the employee’s date of birth

Hire Date

Enter the employee’s date of hire

Seniority Date

Enter the employee’s seniority date

Full Time Date

Enter the employee’s full time date

Termination Date

Leave blank for new employees. For existing employees, enter the last date of
employment

Driver’s License #

Enter the employee’s driver’s license number, if applicable

Expiration Date

Enter the expiration date of the employee’s driver’s license, if applicable

License Class

Enter the employee’s driver’s license class, if applicable

Restrictions

Enter the employee’s driver’s license restrictions, if applicable

If new entries are made using the green checkmarks click Refresh to make them available for selection.

Pay Rate

Click Pay Rate to add or change pay rate information; the following form displays:
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Em ployee Master Setup [] Show Inactive Employees Master Gross Hotes ACH Setup
Search New Earnings Labor Contacts
SeachiNamo: b Criteria Pay Rate Hours Audit Other Pay
First Name: ) Deductions Leave Reports User Data
Employee #: 23 | [New Employee Payroll Checks Pin #
Pay Rate History
Effective Previous New :
Date Pay Rate Pay Rate Grade Step Yoided
[ 1/zi7zus @[ soooon [ szsooon | w7 Clel O
|df|aharty | 142172021 9:40:22 AM ‘FNF’F!_EmponeeMaslerForm
| # | | Y vy O
| | |

Once an entry is completed, it cannot be deleted or edited. If changes are necessary, void the entry and
enter the correct data. If a pay rate is entered with a future date, it will not be reflected on the main
employee form until the payroll cycle containing that date is updated.

Field Name

Description

Effective Date

Enter the effective date of the pay rate. This can be a future date for existing
employees. If a future date is used the employee master the updated
information will not display on the employee master form until the payroll
containing the effective date of the pay rate is calculated. All time entry
generated will use the pay rates based on the effective dates.

Previous Pay Rate

Automatically populates for existing employees. Enter current pay rate for new
employees

New Pay Rate

Enter the new pay rate

Grade Select the pay grade from the drop-down, if applicable

Step Select the pay step from the drop-down, if applicable

Voided Check to void an entry made in error. If an entry is voided, a warning message
displays advising the user that once the entry is flagged as voided, the flag
cannot be removed.

Deductions

Click Deductions to edit or add payroll deductions. Current pay cycle amounts will not display until after
the payroll update has been run. The following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
Search Hew E amnings Labor Contacts
Search Name: > Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Leave Reports User Data
Employee #: 23 ~ | |Mew Employes Payroll Checks Pin #
Deductions: Priority #: ~ Display Refresh Delete
Field Name Description
Priority # Select the deduction priority number to view, change or delete an existing

deduction. Enter a new priority number to add a new deduction. Priority
numbers can be from 1 to 999. Deductions are taken from paychecks in order
of priority with lowest priority items being taken first.
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NOTE: If priorities are entered by 5's (5,10, 15...), a new deduction requiring a
low priority number can more easily be accommodated. For ease of entry and
reporting the same priority code should be used in all employee records for a
given deduction

emplo

yee

Click Display to display a list of all deductions assigned to the selected

Employee Master Setup [] Show Inactive Employees Master Gross Hotes ACH Setup
) Search New E arnings Labor Contacts
Seachiblane: > Criteria Pay Rate Hours Audit Other Pay
First Mame: “ Deductions Leave Heports User Data
Employee #: |23 + | |Mew Employes Payroll Checks Pin #
Deductions:  Priority #: P Display Refresh Delete
Priority  Ded Ded Employ ploy Employ ploy Stop
Mo Code Description Tax Amount Amount Rate Rate Ded
| i |LI |LIFE INSURANCE D | £0.00 | $0.00 | ] | [
| & |HM |MEDICAL - HMO D | £0.00 | $0.00 | ] | [
| EEE] |NP |NET P&y D | £0.00 | $0.00 | 1 | [

The following fields can be changed on the form shown above by highlighting the existing data and
typing in new data. The Priority Number field must be unique.

Em
Em

Priority Number
Employee Amount
Employer Amount

ployee Rate
ployer Rate

If an existing priority is selected, double click in the priority field; the following form displays:

Employee Master Setup

[] Show Inactive Employees: Master Gross Motes ACH Setup
Search Mew Eamnings Labor Contacts
GEaichiblame: = Criteria Pay Rate Hourz Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #: 23 w |Sampla M Employee Payroll Checks Pin #
Deductions:  Priority #: (339 P Display Refresh Delete
Priority #: [ 939 Ded Code: [NP || [NET P&Y
H/E Flag: |—3_V Employ Employ E _"Houls that ded
Taken On: Amount: ‘ 000 | 30,00 amount iz computed on.
Earn Code: I—V o Rate: ‘ 1 | i] Otd Eamings:
Tax Codes: ’— Amears: ’7 “rtd Eamings: ’7
Tax Codes: - |oF Limit Amount: | s000 | $0.00 Qtd Howrs: [
Eamings Computed On: m of Max Wages Yid: ‘ $0.00 | $0.00 ¥td Hours:
Def Comp: ,Niv Exempt Wages: ‘ $0.00 | $0.00
Limit: '—V May Hours: | oon | 0o Start Date:
Frequency: [12345 Mtd Amount: [ [ End Date:
Ded/Tax: 'D—V Qtd Amount: ‘ | []Stop Deduction
Vendor #: = td Amount: ‘ | Max Hours Flag: l—v
Retd: [ Ftd Amount: | |
[] Balance Forward Ltd Amount: | [
Fiscal Year Div # Account # Title &mount Lookup Flag: []
2021 | Employer Debit: | = ‘ = | Smoker: 'W
Employer Credit: | ol | | nsuiance Coverage: [
mployee Credit: [10° [ ] 1010100002 [] [PAYROLL ACCOUNT Lookun

Last Updated: |

142172021 3:43:49 AM |dflaharty

|FNF'FE_E mployeetd asterForm

Field Name

Description

Deduction Code

Automatically populates based on the priority number selected. For a new
deduction select the deduction code from the drop-down list for the priority
entered
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H/E Flag

Select H (Rate is multiplied by a percentage of the Hours Worked) or E (Rate
is multiplied by a percentage of eamings). If deduction is a dollar amount, this
field should be left blank.

Taken On

Enter the Earnings Codes applicable to the selected deduction/tax or leave
blank and select A in the Earnings Computed On field to use all Earnings
Codes See Earnings Computed on below for further explanation

Earn Code

Earn codes can be selected for the Taken On field from the drop-down list in
this field. Select the applicable Earn Code, double click and it will populate
the Taken On field.

Tax Codes

If the selected deduction is a deferred compensation deduction, enter the tax
codes that the deduction is exempt from. Taxable amount will be reduced by
the deduction amount for that tax code.

Tax Codes

Tax codes can be selected for the Tax Codes field from the drop-down list in
this field. Select the applicable Tax Code, double click and it will populate the
Tax Codes field.

Earnings Computed
On

Select A from the drop-down list to use all Earnings Codes Except those
entered in the Taken On field for the selected deduction. If the Taken On
field is blank and A is selected, the deduction will be based on all Earnings
Codes.

Select G from the drop-down list to use Only those Earnings codes entered in
the Taken On field for the selected deduction.

Select N from the drop-down list if the deduction is taken from the Net Pay.
If the deduction is being set up as a Tax (Defined as T in the Ded/Tax field)
and the wage basis is something other than gross pay, select the applicable
earnings to be used in the calculation. For example, a Local Tax uses
Medicare Earnings as the wage basis. The selection would be M. If the wage
basis is gross pay, select A or G or N as defined above.

NOTE: When setting up deductions that are a flat amount, you MUST
select A and leave the taken on blank.

Def Comp

This is a required field. If left blank the deduction will not be deducted
from the employee’s check. Select the applicable code from the drop-down
list.

Y = Taxable income amount indicated for the code(s) specified in Tax Codes
will be decreased by the deduction.

N = Not a deferred compensation deduction

T = Taxable Fringe Benefit

Limit

Select the limit from the drop-down, if applicable.
Y = Year-to-date limit

L = Life-to-date limit

P = Pay period limit

Frequency

This is a required field. If left blank the deduction will not be deducted from
the employee’s check. Enter the pay periods the deduction will be
processed.

1 = First Check of the Month

2 = Second Check of the Month

3 = Third Check of the Month

4 = Fourth Check of the Month

5 = Fifth Check of the Month

Ded/Tax

Select the applicable code from the drop-down list.
D = Deduction
T =Tax

Vendor #

Select the Vendor from the drop-down list if the monies withheld are to be
paid to a vendor set up in Fleet-Net. The drop-down list is tied to the AP
Vendor List.

Ref #

Enter the reference number applicable to the monies being withheld and paid
to a vendor.

Avail Technologies Inc. April 2021 Page 49 of 189




Avail Technologies

Payroll Manual

Balance Forward

Check this box to allow arrears amount to be calculated and carried over to
the next pay period. Balance carried forward displays in the Arrears field.

Fiscal Year

Select the fiscal year from the drop-down list.

Employer Debit

Select the GL Division and GL account to be debited for the employer
expense, if applicable.

Employer Credit

Select the GL Division and GL account to be credited for the employer
accrual, if applicable.

Employee Credit

Select the GL Division and GL account to be credited for the employee
accrual, if applicable

Amount

If the deduction is a dollar amount, enter the amount in the applicable fields.
The deduction can be entered in either or both the employee and employer
fields.

Rate

If the deduction is a percentage of either wages or hours, enter the
percentage in the applicable fields. The deduction can be entered in either or
both the employee and employer fields

Arrears

This field will automatically populate if the Balance Forward is checked when
the amount of the employee’s check was not sufficient to include the total
deduction. The amount owing displays in this field. The system will deduct the
amount owing from subsequent pay cycles

Limit Amount

If the deduction has a year-to-date, life-to-date or pay period limit, verify that
the Limit was selected and enter the dollar amount for the employee and/or
employer, as applicable

Max Wages YTD Enter the Y-T-D maximum earnings for the deduction, if applicable. Once
reached, deduction ceases

Exempt Wages Enter the dollar amount of the earnings that are exempt each paycheck from
the current deduction, if applicable

Max Hours If the deduction is based on a maximum number of hours, enter the number
of hours. See Max Hours Flag.

MTD Amount The field automatically populates when payroll is updated

QTD Amount The field automatically populates when payroll is updated

YTD Amount The field automatically populates when payroll is updated

FTD Amount The field automatically populates when payroll is updated

LTD Amount The field automatically populates when payroll is updated

QTD Earnings The field automatically populates when payroll is updated

YTD Earnings The field automatically populates when payroll is updated

QTD Hours The field automatically populates when payroll is updated

YTD Hours The field automatically populates when payroll is updated

Start Date To have the system automatically start a deduction on a specific date, enter
the date.

End Date To have the system automatically stop a deduction on a specific date, enter

the date.

Stop Deduction

Check this box to stop the deduction. The deduction will not be taken under
any circumstances when this box is checked.

Max Hours Flag

If the deduction is based on a maximum number of hours, select P if the limit
is per pay period or select W if the limit is per week.

To add a new deduction, enter the priority number for the deduction. The following message displays:
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Click Yes to continue or No to cancel. If the Deduction Template was completed the form displays all

data that was entered into the template. Any data specific to this employee’s deduction can be added,
deleted, or edited on the form shown below:

Employee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
Search Hew Earnings Labor Contacts
Scarchitlame: kv Critenia Pay Rate Hours Audit Other Pay
First Mame: w Deductions Leave Reports Uszer Data
Employee #: |23 “ |Sample M Employes Payproll Checks Pin #
Deductions:  Priority #: (999 .. Display Refresh Delete
Priority #: [ 939 Ded Code: [NF [ [NET Pav
H/E Flag: |—§_v Empl E E. _"Hnuls that ded
Taken On: Amount: | $0.00 | $0.00 amount is computed on.
Eamn Code: I—V o Rate: | 1 1] Qtd Eamings:
Tax Codes: [ Amearst[ Ytd Eamings:
Tax Codes: | | Limit Amount: | $0.00 | $0.00 Qtd Hours:
Earnings Computed On: ’W of Max Wages Ytd: | $0.00 | $0.00 Ytd Hours:
Def Comp: 'N—v Exempt Wages: | $0.00 | $0.00
Limit: '—V Max Hours: | 0.00 | 0.00 Start Date:
Frequency: [12345 Mtd Amount: | [ End Date:
Ded/T ax: 'D—v Qtd Amount: | | [ 5top Deduction
Vendor #: ’7\, *rtd Amount: | | Max Hours Flag: '—V
Ref: [ Fid Amount: | |
[]Balance Forward Ltd Amount: | |
Fiscal Year Div # Account # Title amount Lookup Flag: []
2021 | Employer Debit: | vl [ W | Smoker: 'W
Employer Credit: | = | = | nsurance Coverage: ’7
mployee Credit: [10 [ 1010100002 [ | [PAYROLL ACCOUNT Lookuo
Last Updated: | 1/21/2021 34343 AM | dilaharty |FMPR_EmplayesM asterFarm

Life Insurance Lookup

If you are using the Deduction Life Insurance Form to generate the deduction amount, you will

need to complete the following:

Employee Master Setup [] Show Inactive Employees Master Gross Notes | |ACH Setup
Eom— New Eamings | Lasbor | Contacts
SearchiHas s 2 Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #: 000020 | ’W Payroll Checks Pin #
Deductions:  Priority #: 800 [ Display Refresh Delete
Priority #: [~ 500 Ded Code: [[ |-, [LIFE INSURAMCE
H/E Flag: ’7\, Employee Employer Earnings/Hours that deduction
Taken Dn: — Amount: | wo | o amount is computed on_
Earn Code: ’—\, o Rate: | i) ] Qtd Earnings:
Tax Codes: Awears: [ Ytd Earnings:
Tax Codes: | [ | |of Limit Amount: | $000 | $0.00 Qtd Hours:
Eamings Computed On: [ 4 [ ] o Max Wages Yid: | 000 | $0.00 *td Hours:
Def Comp: [ N o] Exempt Wages: [ $000 |  s000
Limit: [ [ Max Hours: | oo | ] Start Date:
Frequency: [123 Mtd Amount: | [ End Date:
Ded/Tax: [ D[] Qtd Amount: | | [[]Stop Deduction
Vendor#: [ 4] ¥td Amount: | [ Max Haurs Flag: [ 7.7
Reft [ Ftd Amount: | I
[]Balance Forward Ltd Amount: | I
Fiscal Year Div # Account # Title &mount Lookup Flag:
2009 [ Employer Debit: | o [ | Smoker: [N <]
Employer Credit: | o [ o | nsurance Coverage: [ 350000
zmployee Credit: ‘TD - |ZDZDZDDDD1 v |\N5UHANEE DEDUCTIONS ookup |
Last Updated: | 3/29/2021 14307 P [dfiaharty [FNFR_EmplayeeM asterFom

Field Name

Description

Amount Lookup Flag

Check the box

Smoker

SelectY or N

Insurance Coverage

Enter the elected coverage amount
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Click Lookup and the Employee/Employer rates will populate based on what is set up in the Employee
Master (for gender and date of birth) and what is entered for the deduction (Smoker and Insurance
Coverage).

Employee Master Setup [] Show Inactive Employees Master Gross Notes | [ACH Setup
Search New Earnings Labor Contacts
SeaichlName: = Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #: 000020 [ |[Jane M Dos Payroll Checks Fin #
Deductions:  Priority 1t: 500 |-, Display | |Refresh Delete
Priority #: 800 Ded Code: [LI ] [LIFE INSURANCE
H/E Flag: [ [] Employee Employer Earmings/Hours that deduction
TakenOn: [ Amount: | $4.44 | 44 44 emountlislconputadion]
Eam Code: [ [J] | Rater | T T Qtd Earnings:
TaxCodes: [ Amears: [ Ytd Eamings:
Tax Codes: | ||« Limit Amount: | 000 | $01.00 Gtd Hours:
Eamings Computed On: [ 5[ Max Wages Vtd: | 000 | 30,00 ¥td Hours:
Def Comp: [ N o] Exempt Wages: | s000 | $0.00
Limit: [ o] Max Hours: | oon | 000 Start Date:
Frequency: [123~ Mtd Amount: | [ End Date:
Ded/Tax: [ D || 0td Amount: | [ []5top Deduction
Vendor#t: [ o] Ytd Amount: | T Max Hours Flag: [ U7
Ref#:[ Ftd Amount: | [
[]Balance Forward Lid Amount: | [
Fiscal Year Div #t Account # Title mount Lookup Flag
2008 | Employer Debit: | o [ o | Smoker: [N .
Employer Credit: [ [0 | o | nsurance Coverage: | $50000
imployee Credit: [10 [ [2020200001 || [NSURANCE DEDUCTIONS [ogkun ]
Last Updated: | 3/29/2021 Z17:40 PM [dlaharty |FHPR_Emplayeet asterFam

Payroll

Click Payroll to edit or add W4 information, overtime and guarantee parameters and General Ledger
information for the employee wages; the following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
Search Hew Eamings Labor Contacts
Scarchitlame: i Criteria Pay Rate Hours Audit Other Pay
First Name: ) Deductions Leave Reports User Data
Employee #: 23 | |Sample M Employes Payroll Checks Pin #
Payroll Setup Hourly/Salary: |H | Refresh
Federal sState Local Federal w4
FIT Exemptions: SIT Exemplions: LIT Exemptions
Addtnl FIT Amt: Est w/H Allow: Addtnl LIT Amt
FIT % Addtnl SIT Amt: LIT Code &K | | |« Dependent Amount -
FICA: & . | of SIT Code: |OH .. | |o&f LIT % 1.00 Other Income:
Medicare: 5|, |[«f SIT %: Other Deductions-
FUTA: M| |of SDI: []
EIC Qualified: o SUTA: N ..
Filing Status: |5 .| «f Head Of Household: []
MOGE: || |« Filing Status: [ .. | [
Pay Period: Bw .. ||« Fiscal Year: 2021 .. Mode: ME . |&f
Exempt From Overtime: [] Div: 10 | Employpee Class: B0 .. |[«f
Assigned Hrs: Gross Wages #: 5010103001 |
Overtime Parameters:  If More Than: 2.00) Hours Per Day, Use Pay Code: atuy | [JFLSA
If More Than: 4.00) Hours Per Week, Use Pay Code: 0OTU | [JPERS
Weekly G Hours:  Mini 3500 M azimum: 40.00  ‘Weekly Guarantee Pay Code: |GUA |
Last Updated: |dflaharty |FMPR_EmplayesMasterForm | 1/25/2021 83313 AM
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Field Name

Description

FIT Exemptions

Enter the number of Federal Exemptions from the employee’s W4.

99 exemptions = no taxes

98 exemptions = additional tax only

0 - 97 exemptions = Use fixed percent or table lookup and add in additional
tax.

Addtnl FIT Amt

Enter the dollar amount of additional FIT from the employee’s W4

FIT%

If the employee requested that their federal income taxes withheld be based
on a percentage of wages, enter the percentage in this field.

FICA

Select applicable FICA code from the drop-down list. The code selected will
designate the GL Accounts that will be debited and credited based on the
Auto Post Entries created in General Ledger.

Medicare

Select applicable Medicare code from the drop-down list. The code selected
will designate the GL Accounts that will be debited and credited based on
the Auto Post Entries created in General Ledger.

FUTA

Select applicable FUTA code from the drop-down list. The code selected will
designate the GL Accounts that will be debited and credited based on the
Auto Post Entries created in General Ledger.

EIC Qualified

Select the applicable EIC code from the drop-down list. If the employee is not
eligible for EIC credit, leave this field blank

Filing Status

Select the Federal Filing Status as designated on the employee’s W4 from the
drop-down list

MQGE

If the employee is a Medicare Qualified Government Employee select the
applicable code: A - Agriculture; H — Household; M - Military; Q — Medicare
Qualified Government Employment; X — Railroad and R — Regular (All Others).

SIT Exemptions

Enter the number of State Exemptions from the employee’s W4.

99 exemptions = no taxes

98 exemptions = additional tax only

0 - 97 exemptions = Use fixed percent or table lookup and add in additional
tax.

Est W/H Allow

Enter additional state withholding exemptions (Applicable in California (EDT)
and Indiana (DDT).

Addtnl SIT Amt

Enter the dollar amount of additional SIT from the employee’s W4

SIT Code Select the applicable State code from the drop-down list

SIT % If the employee requested that their State Income Taxes withheld be based
on a percentage of wages, enter the percentage in this field.

SDI Check the box if the employee is subject to SDI withholding

SUTA Select applicable SUTA code from the drop-down list. The code selected will

designate the GL Accounts that will be debited and credited based on the
Auto Post Entries created in General Ledger.

Head of Household

This box MUST be checked if the employee designated their filing status as
Head of Household on the W4

Filing Status

Select the State Filing Status as designated on the employee’s W4 from the
drop-down list

LIT Exemptions

Enter the number of Local Exemptions.

99 exemptions = no taxes

98 exemptions = additional tax only

0 - 97 exemptions = Use fixed percent or table lookup and add in additional
tax.

Addtnl LIT Amt

Enter the dollar amount of Additional LIT to be withheld

LIT Code

Select the Local Tax Code from the drop-down list

LIT %

If the employee requested that their Local Income Taxes withheld be based
on a percentage of wages, enter the percentage in this field

New W4 Submitted

Check this box if the employee has completed a W4 from 2020 or forward

Avail Technologies Inc. April 2021 Page 53 of 189




Avail Technologies

Payroll Manual

Two Jobs Total

Check this box if the employee has checked the box in step #2 on the W4
(Multiple Jobs or Spouse Works)

Dependent Amount

Enter the total amount for dependents from step #3 on the W4 (Claim
Dependents)

Other Income

Enter the total for other income from Step #4(a) on the W4 (Other income not
from jobs)

Other Deductions

Enter the amount for deductions from Step #4 (b) on the W4 (Deductions)

Pay Period Select the applicable Pay Period from the drop-down list
Exempt from Check the box if the employee is Exempt from Overtime.
Overtime

Assigned Hours

Enter the number of Hours Assigned to the employee per pay period. This is
an optional field and is not used for payroll computation.

Fiscal Year Select the current Fiscal Year from the drop-down list. This field does not
have to be updated each year. It will only need to be edited in the event
Wage Expense accounts are changed.

Division Select the applicable Division from the drop-down list

Gross Wages # Select the applicable GL account from the drop-down list

Mode Select the Mode of Service from the drop-down list. (Used for NTD reporting)

Employee Class

Select the Employee Class from the drop-down list. (Used for NTD reporting)

Overtime Parameters

Enter the number of hours per day an employee must work to be eligible for
overtime. Enter the pay code to be used with the daily overtime. Utilizing this
option also requires setup in Pay Codes & Earning Codes. See applicable
section in the manual for additional instruction.

Overtime Parameters

Enter the number of hours per week an employee must work to be eligible for
overtime. Enter the pay code to be used with the weekly overtime. Utilizing
this option also requires setup in Pay Codes & Earning Codes. See applicable
section in the manual for additional instruction.

FLSA

Check the box if the Fair Labor Standards Act is applicable
http://www.dol.gov/whd/flsa/index.htm to the selected employee. The
system will average the overtime pay rates when auto-overtime is processed.
PRIOR to ‘flagging’ employees, verify that the FLSA pay codes have been
flagged.

PERS

Check the box if the employee is eligible for PERS.

Weekly Guarantee
Hours

Enter the minimum number of hours an employee must work to be eligible for
guarantee pay. Enter the maximum number of hours the employee will be
paid if the minimum number of hours is met. Enter the pay code to be used
for Guarantee Pay.

Gross

Click Gross to access the employee’s earnings. Current pay cycle information will not display until after
the payroll update has been run. The following form displays:
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Em ployee Master Setup [] Show Inactive Employees Master Notes ACH Setup

Search New Eamings Labor Contacts

Searchilama: b Criteria Pay Rate Hours Audit Other Pay

First Name: ~ Deductions Leave Reports User Data

Employee #: (020010 [ | [SAMPLE EMPLOYEE Fayroll Checks Pin #
Mtd Otd Ytd Ftd
Gross Earnings: | | $4,879.50 [ $7.24350 [ $7.24350 [ $48,655.13
FIT Earnings: | [ $3.275.65 [ $4.790.45 [ $4.790.43 [ $39.712.09
FIT Tax: | | $34218 [ $542.01 [ $542001 [ 428350
FICA Earnings: ‘ $0.00 | $0.00 | $0.00 | $0.00
FICA Tax: | | $0.00 [ $0.00 [ $0.00 [ $0.00
Medicare Earnings: | | $4.879.50 [ $7.24350 [ $7.24350 [ $48,655.19
Medicare Tax: | | $70.75 [ $105.02 [ $105.03 [ $705.51
SIT Eamings: | | $3.275.65 [ $4.790.45 [ $4.790.45 [ $39.712.09
SIT Tax: || $105.06 [ 14172 [ $141712 [ $355.17
LIT Earnings: | | $4,879.50 [ $7.24350 [ $7.24350 [ $48,655.13
LIT Tax: | | $121.93 [ $181.09 [ $181.09 [ $1.216.38
Non-Taxable Earnings: | | $0.00 [ $0.00 [ $0.00 [ $0.00
SDI Earnings: ‘ $0.00 | $0.00 | $0.00 | $0.00
SDI Tax: | [ $0.00 [ $0.00 [ $0.00 [ $0.00
SUTA Earnings: | | $0.00 [ $0.00 [ $0.00 [ $0.00
FUTA Earnings: | | $0.00 [ $0.00 [ $0.00 [ $0.00
Eamed Income Credit: ‘ $0.00 | $0.00 | $0.00 | $0.00
Weeks Worked: |_4

Earnings

Click Earnings to access the employee’s earnings. Current pay cycle information will not display until

after the payroll update has been run. The following form displays:

Em ployee Master Setup [[] Show Inactive Employees Master Gross Notes ACH Setup
Search New Labor Contacts
Skl ae: e Criteria Pay Rate Hours Audit DOther Pay
First Name: w Deductions Leave Reports User Data
Employee #: 020010 [ ][SAMPLE EMPLOYEE Payroll Checks Fin
Earnings Earnings
Code Description Mtd ad Yid Frd Ltd
> [ H o] HOLIDAY | $0.00 | $0.00 | £0.00 $709.20 | $134507.28
[ M [ [MISCELLAMEOUS | $0.00 | $0.00 | $0.00 3243393 | $20,051.87
[ o Tl [OVERTIME | $0.00 | $0.00 | $0.00 $793.29 | $48,742.28
[ P o] |PAID PERSOMAL LEAVE | $o.o0 | $o.o0 | $0.00 $1.40912 | $14,602.40
[ R [ |REGULAR | $457950 | $7.24350 | $7.483.50 $36.506.05 | $458,107.96
[5 T [sicK | $0.00 | $0.00 | $0.00 $2.250.00 | $11.415.00
[ W o] [VACATION | $0.00 | $0.00 | $0.00 $4431 60 | $29,764.72
[ % o] |PaID TIME OFF | $0.00 | $0.00 | $0.00 $0.00 | $0.00
*
[ Ll | | | |
Totals: | F4E7I50 | $7.24350 | $7.483.50 $48.65519 | $536,191.51
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Leave

Click Leave to access the employee’s leave plan(s). Current pay cycle information will not display until

after the payroll update has been run. The following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
Search Hew Eamnings Labor Contacts
Searchitlame: b Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #5393 ~ ‘Sample Employes Payroll Checks Pin #
Eamned Leave: Eamings Code: | v |, ‘VACATIDN |Entit|ed immediately History
Plan Plan Code: 4 | [Admin Vacation |Ezrned annually
d Max Hours Lid Max
Months Worked Accrual Hours Entitled Usage Hours
At Least Less Than Rate Limit Limit Carryover
| £1.00 ‘ 99,993.00 | 200.000000 | 200.00 | 200.00 | 0o | 0.00
Setup Service Start Date: rm Months OF Service: 13500
Accrual Start: | 111 /2003 Months OF Prior Service: oo
Hired: | 11/01/2009 Accrue Benefit If No Pay [ ]
Anniversany 1M1 /204 Stop Accrual []
Begin Ytd Yid Yid Tid Td Ending Ltd
Accruals Balance Adjusted Accrued Entitled Used Worked Balance Hours
[ oon | ooo | oon | 20000 | 200 | 000 | 1000 | 568 00
R Hours Hours Hours Hours Hourz Ending Period
Adlus“‘nenls Adjusted Accrued Entitled Used Worked Balance Ending Date
| [ | | | | 180.00 | Update
Last Updated: |imh|baugh | 1042742020 12:58:56 PM |FNPH7Pa}IcheckUpdateForm

Select the applicable Earmnings Code from the drop-down list and the applicable leave plan displays as
shown above. To view the History of the selected plan, click History. The following form displays:

2] Fup R_Employeel eaveDateSelectSubForm

Period Ending From Date: 1/25/2020

> Period Ending Thru Date: Display
5/2/2020 i
4/4/2020
a0
272242020
1/26/2020

Select the first pay period ending date and the last pay period ending date from the drop-down lists.

The following form displays:

Check Period Beg Hours Hours Hours Hours Hours Ending
Type Ending Description Balance  Adjusted Earned Entitled Uszed Worked Balance
f§ [ 516/2020  [NoCheck [ 180.00 | 000 | 0.00 | 000 | 0.00 | 0.00 | 180000

Updated: | 104272020 12:58:57 P |iruhrbaugh |FNF'FLF’a}IchecKUpdaleFUrm

[ AG [ 5/2/2020 [NoCheck IRE oo | oo | 0.00 | 0.00 | oon[ isnoo
Updated: | 1042242020 10:33:28 AM |irohrbaugh |FNPF\_F’aycheckUpdateForm

| RG | 44/2020  [MoCheck [ 160.00 | 0o | 0.00 | .00 | 0.00 | 0.00 | 180000
Updated: | 1042042020 11:58:56 A |irnhrhaugh |FNPF\_F’aycheckLlpdateFmrm

| RG | 3/7/2020 Mo Check [ 188.00 | oo | 0.a0 | .00 | .00 | 0.00 | 180000
Updated: | T428/2020 3:04:26 P |dﬂaharly |FNPF\_F’aychecKUpdaleFUrm

[ AG [ 2/227200 [NoCheck [ zo000 oo | 0.00 | oon[ tzoo| oon[ isa0o
Updated: | 42872020 239:31 P |dﬂaharty |FNPF\_F’aycheckUpdateForm

[ &P | 1/25/2020  [Mo Check [ 0.00 | 000 | 0.00 | 200.00 | 0.00 | 0.00 | 200,00
Updated: |  5/15/2020121315PM [irobrbaugh |FMNPR_PapcheckU pdateF arm
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To print the report, close the form and click print. Use the file/print option to print a copy of the report.

Employee Earned Leave Report
Emp #: 5X393 Sample Employee Earnings Code: V VACATION

Check Period Begin Hours Hours Hours Hours Hours Ending

Description: Type Ending Balance Adjusted Earned Entitled Used Worked Balance
No Check AP 1/25/2020 0.00 0.00 0.00 200.00 0.00 0.00 200.00
No Check RG 2/22/2020 200.00 0.00 0.00 0.00 12.00 0.00 188.00
No Check RG 31712020 188.00 0.00 0.00 0.00 8.00 0.00 180.00
No Check RG 4/4/2020 180.00 0.00 0.00 0.00 0.00 0.00 180.00
No Check RG 5/2/2020 180.00 0.00 0.00 0.00 0.00 0.00 180.00
No Check RG 51612020 180.00 0.00 0.00 0.00 0.00 0.00 180.00

Record Count: 6

To add a new Earned Leave Plan to an employee master, select the Earnings Code from the drop-down

list and the following prompt displays:

Microsoft Access

o Is this a new earnings accrual?

Click Yes to continue (the following form displays) or No to cancel:

Yes

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
Search Hew Eamings Labor Contacts
SeatchiName: & Criteria Pay Rate Hours Audit Other Pay
First Mame: ~ Deductions Leave Reports User Data
Employee #: |23 v |Sample M Employee Payroll Checks Pin #
Earned Leave: Earnings Code: | v | |\,"ACATIDN |Entit|ed immediately History
Plan Plan Code: [, “ |Admin Vacation |Earned annually
Yid Max Hours Ltd Max
Months Worked Accrual Hours Entitled Usage Hours
At Least Less Than Rate Limit Limit Canyover
| 0.00 | 12.00 | 40000000 | 4000 | 40.00 | | 0.00
Selup Service Start Date: | 1./21,2021 Months Of Service: 1.00
Accrual Start: | 1./21/2021 Months Of Prior Service:
Hired: | 01/21/2021 Accrue Benefit If No Pay []
Anniversany: 1./1/72022 Stop Accrual []
Begin Yid Yid Yid Yid Ending Ltd
Accruals Balance Adijusted Accrued Entitled Uged Worked Balance Hours
\ | | | | | | |
R Hours Hours Hours Hours Hours Ending Period
AdIUStmenls Adjusted Accrued Entitled Used Worked Balance Ending Date
| | | | | | *] Update
Last Updated: | | |
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Field Name

Description

Plan Code

Select the applicable Plan Code from the drop-down list

Service Start Date

Enter the date the employee’s Service Start Date

Accrual Start Date

Enter the date the employee’s Accrual Start Date

Hired

Employee’s Hire Date will automatically populate based on the Hire Date on
the employee master screen

Anniversary

Enter the Anniversary Date for the earned leave plan being added. When
payroll is run for a cycle that includes this date all Y-T-D balances will be reset
to zero. If this field is left blank, the Y-T-D balances will be reset when the
Year End Reset process is run.

Months of Service

Automatically populates based on Service Start Date

Months of Prior
Service

Enter any Months of Prior Service if applicable

Accrue Benefit if No
Pay

Check the box if the earned leave plan should continue to accrue if the
employee is not being paid

Stop Accrual

Check the box to Stop the benefit from Accruing

Adjustments

Enter Adjustments to the accrued and/or used time. To change the ending
balance, enter the adjustment in the Hours Adjusted field, and click Update.
Data entered any of the other fields will NOT affect the ending balance.

Period Ending Date

Select the applicable Period Ending Date for the adjustment entry. If an
adjustment is made during the payroll processing week and the current pay
cycle is selected, the adjustment will show on the pay checks and earnings
statements.

Checks

Click Checks to access the employee’s checks. The checks will be available for viewing in the current
cycle after payroll is calculated. Checks for all past pay cycles are also available for viewing. The

following form displays:

Employee Master Setup

Search Name:
First Name:

Employee #: 020010

[[] Show Inactive Employees Master Gross Motes ACH Setup
Search Hew Earmings Labor Contacts
s Criteria Pay Rate Hours Audit Other Pay
[ Deductions Leave Reports User Data
+ | |SAMPLE EMPLOYEE Payroll Checks Pin #

‘ Check History:

Period Ending From Date: |05/18/2019 |

Period Ending Thru Date: 03/07/2019 |

Select the Period Ending from Date and Period Ending Thru Date from the drop-down lists and click
Refresh and the following check information displays:
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= Em ployee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup

= Search Mew Earnings Labor Contacts

Search Name: b Criteria Pay Rate Hours Audit Dther Pay

First Name: ~ Deductions Leave Reports User Data

Employee #: 020010 | ||SAMPLE EMPLOYEE Payroll Checks Pin #t
Check History: Period Ending From Date: 0512/2019 |, Period Ending Thru Date: [09/07/2019 Refresh
Total Total -
Check Period Period Check Gross Tax Deduction
Check # Type Starting Ending Date Earnings Amount Amount Net Pay
[ B [ RG [ 0e/25/2mg [ 09/072m13 [ 094132019 | $214236 | [ $1.009.43 | $0.00
| MoChesk | BC | 08A1/2013 | O8/24/2019 | 08/30/2019 | wrze0 | j5E42 | 173 | $0.00
| MoCheck | RG | 08A11/2013 | O8/24/2019 | 08/30/2019 | #183.23 | f2rdE | 151642 | $0.00
[ NoCheck [ RG [ o/zssz0is | osno/zms [ 0snec2ms | $165487 | 52328 | $14z2201 | $0.00
| MoCheck | RG | 07A14/2019 | O7/27/2019 | 08/02/2019 | $248270 | F41750 | $2035.20 | $0.00
| MoCheck | RG | 0B/30/2019 | O7A3/2019 | 07A19/2019 | $2AMGZE | FA04EE | $2001.40 | $0.00
| MoCheck | RG | 08A6/2013 | O6/20/2019 | O07/05/2019 | #5467 | [ Azl | $0.00
[ MoChesk | &5 [ OBAOZ/z0MS | OBAS/20TY | OB/21/2019 | $#180.00 | 1z | #EETT | $0.00
| MoCheck | RG | 0BA0Z/20M9 | DBAS/2019 | OB/21/2019 | BEESE| fardEe | $1.51645 | $0.00
| MoCheck | &5 | 05419/2019 | DBADN/2019 | OBAOFA2019 | $rz0.00 | $39.34 | $620.08 | $0.00
Totals: | $18.029.85 | | $15.338.13 | 000

Double click on the Gross Earnings, Total Tax Amount, or Total Deduction Amount to access the

detail for those fields.

Notes

Click Notes to enter and/or view notes or attach documents to the employee’s file; the following form

displays:

Search Name:
First Name:

Employee #: |23

Employee Master Setup

[] Show Inactive Employees M aster Gross Notes ACH Setup
Search Hew Earnings Labor Contacts
s Criteria Pap Rate Hours Audit Other Payp
“ Deductions Leave Reports User Data
P |Sample M Emplopee Payroll Checks Pin #

| of| Reference: [Persanal Cell Phone

| Attachment:

| 1425/2021 9:31:36 AW |FNPH_EmponeeMasterForm

= B
[
el
]
5
dilaharty 1/25/2021 9:31:45 4M:
Perzonal Cell Phone - [814] 333-3399
Hyperlink: |
Created: |dflaha|ty
Updated: |dflaharty

[ 1/25/2021 33226 8M  [FNPR_EmployesM asterFarm

Field Name Description
Code Enter a user defined code or add a new code by clicking on the green
check mark. Mandatory Field
Reference Enter a user defined reference. Mandatory Field
Attachment Right click in this field to activate the attachment process
Hyperlink Enter the path to any desired hyperlink

Avail Technologies Inc. April 2021

Page 59 of 189



Avail Technologies

Payroll Manual

Labor

Click Labor to view and/or print the employee’s labor entries. The hours will be available for viewing in
the current cycle after payroll is calculated. The following form displays:

Search Name:

First Name:

Employee #f: 020010

Employee Master Setup

[] Show Inactive Employees

o

L

Search
Criteria

| |5AMPLE EMPLOYEE

Master
New
Pay Rate
Deductions
Payroll

Gioss
Earnings
Hours
Leave
Checks

MNotes
Labor
Audit
Reports
Pin #

ACH Setup
Contacts
Other Pay
User Data

Labor History:

From Date: 5/17/2020

“

Thru Date: |

141342021
1124204
11142021
1A10/2021
1/9/2021
14642021
1/8/2021
1442021
143742021
1/2/2021
121642020
12/1/2020
121042020
12/8/2020
12/8/2020

-~

w

Refresh

Print

Select the From and Thru dates from the drop-down lists and click Refresh and the following labor

information displays:

Employee Master Setup [[] Show Inactive Employee: Master Gross Motes ACH Setup

Search New Earnings Labor Contacts

Seachitame: > Criteria Pay Rate Hours Audit Other Pay

First Mame: ~ Deductions Leave Reports Usger Data

Employee #: 020010 | ||SAMPLE EMPLOYEE Payroll Checks Pin #
Labor History: From Date: [5/17/2020 | Thru Date: [5/31/2020 | Refresh Print
Date Code Dept Run 1t Chk EC Pap Rate Prem Rate Hourz Factor Fixed Pap Total Pay

[ s/ FEGa [2 [ RG [R [ 300000 00000 | 8000 1oo00 | 000 | $2,400.00
‘ 5/23/2020 | SGA ‘2 | RiG ’F| 30.0000 | 0.0000 | &0n | 1.0000 | $0.00 | $240.00
‘ 542842020 | FLT ‘2 | R ’F| 30.0000 | 3.0000 | 842 | 1.0000 | $0.00 | $287.10
‘ B/28/2020 | SGA ‘2 | RiG ’T| 30.0000 | 0.0000 | 200 | 1.0000 | £0.00 | £24000
‘ BA27/2020 | PLT ‘2 | R ’T| 30.0000 | 2.0000 | B:42 | 1.0000 | $0.00 | $287.10
‘ 572742020 | SGA ‘2 | RiG ’F| 30.0000 | 0.0000 | &0n | 1.0000 | $0.00 | $240.00
‘ 542642020 | FLT ‘2 | R ’F| 30.0000 | 3.0000 | 842 | 1.0000 | $0.00 | $287.10
‘ B/26/2020 | SGA ‘2 | RG ’?| 30.0000 | 0.0000 | 200 | 1.0000 | £0.00 | £240.00
‘ B/28/2020 | PLT ‘2 | R ’T| 30.0000 | 2.0000 | B:42 | 1.0000 | $0.00 | $287.10
‘ 5/25/2020 | SGA ‘2 | RiG ’F| 30.0000 | 0.0000 | &0n | 1.0000 | $0.00 | $240.00
‘ 542442020 | FLT ‘2 | RiG ’F| 30.0000 | 3.0000 | 842 | 1.0000 | §0.00 | $287.10
238 $7.279.50

Click print and the following report displays to the screen. Use the file/print option to print a copy of the

report.
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Employee Labor History Report
Emp #: 020010 SAMPLE EMPLOYEE
Pay Chk Premium
Date Code Dept Run # To EC  payRate Rate Hours Factor Fixed Pay  Total Pay
5M17/2020  PLT 2 RG R $30.0000  $0.0000 842 1.0000 $0.00 $261.00
Date Total: 842 $261.00
5182020 SGA 2 RG R $30.0000  $0.0000 300  1.0000 $0.00 $240.00
Date Total: 800 $240.00
5192020  PLT 2 RG R $30.0000  $0.0000 842 1.0000 $0.00 $261.00
5192020 SGA 2 RG R $30.0000  $0.0000 8:00  1.0000 $0.00 $240.00
Date Total: 16:42 $501.00
5/2002020  PLT 2 RG R $30.0000  $0.0000 842  1.0000 $0.00 $261.00
52002020  SGA 2 RG R $30.0000  $0.0000 300 1.0000 $0.00 $240.00
Date Total: 16:42 $501.00
5/21/2020  PLT 2 RG R $30.0000  $0.0000 842 1.0000 $0.00 $261.00
5/21/2020 SGA 2 RG R $30.0000  $0.0000 8:00  1.0000 $0.00 $240.00
Date Total: 16:42 $501.00
Audit
Click Audit to view and/or print the employee’s audit data; the following form displays:
Em ployee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
s - _ Search Hew Earnings Labor Contacts
earch Name: >~ Criteria Pay Rate Hours Audit Other Pay
First Name: [ Deductions Leave Reports User Data
Employee #: 020010 .. |SAMF‘LE EMPLOYEE Payroll Checks Pin #

[] Master [[]Earnings Eamings Code: A [] Deductions Deduction Code: w
[[] Gross Wages/Taxes Record Type: o Field Mame: « | []All Fields
From Date: #@| ThuDate: [IJ_J & Display Print

Enter the From and Thru dates and the category (see chart below) for the report. Click Display; the

following form displays:

Employee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
s - ) Search New Earnings Labor Contacts
earch fame: > Criteria Pay Rate Hours Audit Other Pay
First Name: e Deductions Leave Reports User Data
Employee #: (020010 [ |[S&MPLE EMPLOYEE Payroll Checks Pin &
M aster [] Earmnings  Earnings Code: o [] Deductions  Deduction Code: =
[[] Gross Wages/Taxes FRecord Type: = Field Hame: .| [] All Fields
From Date: IW @ ThruDate: |12/31/2020 | Display Print
Update Date Field Hame OId ¥alue New Yalue User Id =
‘ 1A2/2021 B:38.08 P |Deparlmanl |>< |2 |cnavalas
‘ 122021 BB 23 P |Deparlmanl |2 |>< |cnavalas
[ 1/8/2021 4 4617 PM [BithD ate: |1 A1/2005 |1 A1/2000 [dflaharty
‘ 1/8/2021 44617 P |D|vLicEnseExpDate |1 142015 |1 £1/2000 |df|ahart_l,l
‘ 12/18/2020 32359 P |F'aymIIStatus |AF |IF |df|aharty
‘ 12/18/2020 1:34:58 P |F'aym||9tatus |IF |AF |ltumar
‘ 11/23/2020 3. 22:05 & |DTF’ayCDdeDaiI_u | |DTU |irohrbaugh
‘ 11/23/2020 3. 22:05 & |DTLimitDa\Iy | |8 |irohrbaugh
‘ 8/24/2020 93456 A |Flsa |Trua |Fa|se |df|aharty -
Record: W 1of4e | b M Search
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Click Print to view/print the report:

Employee Master Audit Report

Employee #:: 020010

SAMPLE EMPLOYEE

Update Date Field Name Before After Updated By
1/8/2021 4:46:17 PM|BirthDate 1/1/2005 1/1/2000 dflaharty
1/12/2021 6:16:23 PM|Department 2 X cnavales
1/12/2021 6:38:08 PM|Department X 2 cnavales
1/8/2021 4:46:17 PM|DrvLicenseExpDate 11112015 1/1/2000 dflaharty
8/24/2020 9:27:50 AM|Flsa False True dilaharty
8/24/2020 9:34.56 AM|Flsa True False dflaharty
8/24/2020 9:26:17 AM|OT LimitDaily 8 dflaharty
11/23/2020 9:23:05 AM|OTLimitDaily 8 rohrbaugh
8/24/2020 9:26:17 AM|OTPayCodeDaily OTU dflaharty
11/23/2020 9:23.05 AM|OTPayCodeDaily oTuU rohrbaugh
8/24/2020 9:33:53 AM|OTPayCodeWeekly OBN OoTU dflaharty
12/18/2020 1:34:58 PM|PayrollStatus IF IAF turner
12/18/2020 3:23:59 PM|PayrollStatus AF IF dflaharty
Field Name Description
Master Report will show all entries made to the Employee Master
Earnings Select a specific earnings code or leave blank to view all earnings codes
Deductions Select a specific deduction code or leave blank to view all deduction codes

Gross Wages/Taxes

Select a specific Record Type (M=Month to Date, Q=Quarter To Date,
Y=Year to Date, F=Fiscal To Date) or leave blank to view all record types

Payroll Setup

Report will show all entries made to the Payroll Section of the Employee
Master

Reports

Click Reports to view and/or print the employee reports; the following form displays:

Employee Master Setup [] Show Inactive Employees Master Gross Motes ACH Setup
Search MNew Earnings Labor Contacts
Saarchiblame: bt Criteria Pay Rate Hours Audit Other Pay
First Name: . Deductions Leave i | User Data
Emplopee #: 23 ~ ||5ample M Employee Payrall Mzt Print master file data.
[[]Master
[]Payroll Setup
[ Gross Wages/Taxes
[]Earnings
[ Deductions

[]Pay Rate History
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To print the selected report(s) use the File/Print option.

Select the report category (one or multiple categories can be selected) and click Print.
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Pin #

Click Pin # to view and/or reset the employee’s pin number. This is also where you will change their
name. The following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
— New Eamings || Labor || Contacts
Searsh ame v | Ciiteria Pay Rate || Hours Audit || Other Pay
First Name: v Deductions || Leave Reports | | User Data
Employee #: 23 « |[Sample M Employee Payroll Checks
New Employee Setup eeled
Emp # First Name Middle Name Last Name Dept # Out
M 2 Sample X Employes ] <l O
Reset Pin #f | Pin
Field Name Description

Emp # Automatically populates based on the employee selected

First Name Automatically populates based on the employee selected. If changing the
employee’s first name, change it on this form and it will update the employee
master. Updating the employee master does NOT update this form. When printing
W2’s the system uses the data in this form.

Middle Name Automatically populates based on the employee selected. If changing the
employee’s middle name, change it on this form and it will update the employee
master. Updating the employee master does NOT update this form. When printing
W2’s the system uses the data in this form.

Last Name Automatically populates based on the employee selected. If changing the
employee’s last name, change it on this form and it will update the employee
master. Updating the employee master does NOT update this form. When printing
W2’s the system uses the data in this form.

Department Automatically populates based on the employee selected. If changing the
employee’s department, change it on this form and it will update the employee
master. Updating the employee master does NOT update this form. When printing
W2’s the system uses the data in this form.

Locked Out Lock Out can be used to manually lock out an employee if necessary.

Reset Pin # Select to reset the employee Pin #.

ACH Setup

Click ACH Setup to access the employee’s ACH data. The following form displays:

Em ployee Master Setup ] Show Inactive Employees Master Gross Motes
Search Hew Eamings Labor Contacts
Search Hame: 25 Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #: |23 v ||Sample M Emplayes Paproll Checks Pin #
ACH Setup Active o
Deduction # Deposit Prenote Routing # Bank Account i Code
MR o ol [ [
Recipient Mame: | Description: |

Field Name

Description

Deduction #

Select the priority number for the deduction from the drop-down list. The
deduction code assigned to the selected priority number and deduction
description will automatically populate.
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Active Direct Check the box if the direct deposit is active and/or if the direct deposit is a pre-

Deposit note

Pre-note** Check the box if the direct deposit is a Pre-note

Bank Account # Enter the employee’s bank account number for the direct deposit

Routing # Enter the routing number for the employee’s bank for the direct deposit

Tran Code Following are the applicable tran codes: 22 - Direct Deposit; Checking Account,
23 - Pre-note; Checking Account, 32 — Direct Deposit; Savings Account, 33 —
Pre-note; Savings Account

Note: To set up an ACH, the deduction code(s) must have been created in the employee master.
** Pre-note Conditions

Pre-notes can be processed outside the payroll cycle. See the ACH Transaction section of this manual for
instructions on creating a Pre-note outside of the payroll cycle.

If Pre-note is selected for an ACH that is net pay, the tran code must be either 23 or 33. Once payroll has
been processed the system will automatically uncheck the pre-note box and change the tran code to 22
or 32, as applicable.

If Pre-note is selected for an ACH that is not net pay and will be processed during the payroll cycle, see

the ACH Transaction section of this manual for instructions. Once payroll has been processed the system
will automatically uncheck the pre-note box and change the tran code to 22 or 32, as applicable.

Contacts

Click Contacts to access the employee’s contacts data. The following form displays:

Employee Master Setup [] Show Inactive Employees M aster Gross Motes ACH Setup
= Search Hew Earnings Labor Contacts
Searchitlame: s Criteria Pay Rate Hours Audit Other Pay
First Mame: - Deductions Leave Reports User Data
Employee #: |23 v ||Sample M Employes Payroll Checks Pin #
Contacts
it First Hame Middle Hame Last Hame Relationzhip Phone Type Phone Ext
T [Charlie Emplopee [HUSBAND | | [Cel ] | [[555) 5555555
Information: Email: ‘Charlie@email cam
» l—[ | vl | v |
Information: Email: ‘
Field Name Description
# Enter the sequence number for the contact. (Must be unique)
First Name Enter the first name of the contact
Middle Name Enter the middle name of the contact
Last Name Enter the last name of the contact
Relationship Select the relationship from the drop-down list
Phone Type Select the phone type from the drop-down list
Phone Enter the contact’s phone number associated with the phone type selected
Ext Enter the contact’s extension number if applicable
Information Enter any information pertinent to the contact
Email Enter the contact’s email address
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Other Pay

Other Pay is used to create labor entries for recurring items. The setup includes rates for items paid
based on months of service, pay cycle frequency for payment, pay code assignment, and earning code

assignment to specific pay types.

Click Other Pay on the employee master form, the following form displays:

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
Search Hew Earnings Labor Contacts
Search Name: hod Criteria Pay Rate Hours Audit Other Pay
First Name: ~ Deductions Leave Reports User Data
Employee #: |22 v |Sample M Employes Payroll Checks Pin #
Pay Hours / Earnings E arnings Fre- Fized Longevity Longevity
Code Eamings Computed On Codes Comp On quency Amount Rate Start Date Plan
| CHG [ [H «||0s &l 123 [ [ 043  8/15/15987 [@| [Years of Service | |Cale Rate
GRT |.. |E ~ |D Gl |123 ‘ | 0.43 | 8151987 @ |Years of Service | | Cale Rate
* <l wl| [ &1 [ [ [ [ & | ~  |Calc Rate
Field Name Description

Pay Code

Select the applicable pay code from the drop-down list

Hours/Earnings

Select 'H" if the rate will be multiplied by the eligible Hours or ‘E" if
the rate will be multiplied by the eligible Earnings

Earnings Computed on Codes

Prior to entering codes in this field, select either ‘A’ or ‘G’ in the
Earnings Comp On field (see next line)

Earnings Comp On

Select 'A” and leave the Earnings Computed on Codes blank to
apply the rate to all hours/earnings. If any eaming code(s) should
NOT be included in the calculation, enter the applicable eamings
codes in the Earnings Computed on Codes field. In the example
above (line 1 - pay code 39), all hours/earnings EXCEPT Overtime
(O) and Sick (S) pay will be used for the calculation.

Select ‘G’ to enter each earnings code that the calculation will be
based on. In the example above (line 2 — pay code 36) only.
hours/earnings with an ‘O; earnings code will be used for the
calculation.

Frequency

Enter the pay cycle frequencies to be used. If the payment is only
processed the first pay cycle, enter a ‘1" in this field. In the example
above, the payment is calculated on cycles 1, 2 and 3.

Fixed Amount

If the pay is a Fixed Amount (i.e., Uniform Allowance, Cell Phone
Reimbursement, etc.) enter the fixed amount.

Rate

If the pay is based on a rate per hour/earnings, enter the rate. If the
rate is based on months of service, this field can be left blank (see
next step).

Longevity Start Date

Enter the applicable date for the selected employee

Longevity Plan

If rates were setup for months of service, select the applicable plan.
(Refer to the Longevity Plan setup section of this manual)

Calc Rate**

Click the button; the program will calculate the months of service
(System Date — Longevity Start Date) and apply the applicable rate
based on the setups.

** Once an employee is set up, the program will check for anniversary dates that fall in the cycle being
processed. If an employee’s anniversary is during the cycle being processed, the new rate will be
applied, and this form will be updated to display the new rate.
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Employee Master Report by Department

To view and/or print reports like those in the employee master select Menu Item #2 on the Employee
Master Maintenance menu. The following form displays:

Employee Master Report By Department

Department: |2 ~ ‘Dpelalors

Master

Paypraoll Setup

Gross Wages/Tanes
E arnings

Deductions

Pay Rate History
Department Summary

Select the department (or leave blank for all departments) and report category (one or multiple
categories can be selected) and click Print.

To print the selected report(s) use the File/Print option.

Renumber Employees

There are two options available for renumbering employees. If all databases are in Sql instead of Access,
it is recommended that option #9 be used in place of this option.

To renumber employees, select Menu ltem #3 on the Employee Master Maintenance menu. The
following form displays:

Renumber Employee @
Old Employee #: 23 « | |Sample M Employes Start
Last Name: o
First Name: o
Mew Employee #: [T00230

Field Name Description
Old Employee # Enter the employee number or select it from the drop-down list
Last Name To search for the employee by last name enter it here or select it from the
drop-down list
First Name To search for the employee by first name enter it here or select it from the
drop-down list
New Employee # Enter the new employee number
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The following prompt displays:

Microsoft Access

o Old employee #: 23

Mew employee #: 10023

Continue with renumber?

Click Yes to continue or No to cancel. The system will search all databases and update the employee
number with the new number. Click OK when the renumber finishes.

If Yes was selected in error or the user changes their mind, click the w button. This will stop
the renumbering process and the following will display.

o Employee renumber aborted...Please correct and restart.

Ok

Employee Audit Report/Purge

To review and/or print the employee audit reports select Menu ltem #4 on the Employee Master
Maintenance menu. The following form displays:

Employee Audit Report { Purge

From Date: |01/01/2020 |[@ Thru Date: [12/31/2020 @ Print
[[] Eamings/Leave
[] Deduction
[] Gross Wages/Taxes
Field Name Description

From Date Enter the starting date for the report and/or purge

Thru Date Enter the ending date for the report and/or purge

Category Select the category for the report and/or purge

Click Print. The audit report displays. Use the file/print option to print the report.
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Employee Master Audit Purge Report

From Date: 1/1/2020 Thru Date: 12/31/2020
Employee #: 000020 Jane M Doe
Update Date Field Name Before After Updated By

8/13/2020 7:44:37 AM|AddressLine 136 Main Street pdodd
8/13/2020 7:44:37 AM|Zip 32789~ pdodd
8/13/2020 7:44:37 AM|Phane (555) 136-1360 pdodd
8/13/2020 7:44:37 AM|City ORLANDO pdodd
8/13/2020 7.44:37 AM|State FL pdodd

When the display is closed, the following prompt displays:

Microsoft Access

o Do you wish to purge the employee master audit history

now?

Click Yes to PURGE THE AUDIT DATA or No to cancel the purge and close the form.

Global Pay Rate Change

To process a global pay rate change, select Menu ltem #5 on the Employee Master Maintenance menu.
The following form displays:

Pay Rate Update Eftective Date: 7772021 g

Department: 3 P |HH [JAll Departments  Paproll Status: |4F | | |Active Ful Time ] All Payroll Status
Job Class: > | AIIJnh Classes Hourlp/Salary: H « ||Hourly
Grade: | | All Grades Step: | W All Steps
Matching Pay Rate: [/]All Pay Rates  Adjustment %: 200 Adjustment Amount: | [] Decrease Pay Rate
Compute
New Rates
Edit Rates
Print Audit
Field Name Description
Effective Date Enter the effective date of the pay rate change
Department Enter the Department to calculate pay rate change for a specific Department

or leave the All Departments check box checked to calculate for all
Departments

Payroll Status

Select the Payroll Status from the drop-down list to calculate pay rate change
for a specific Payroll Status or leave the All Payroll Statuses check box
checked to calculate for all Payroll Statuses

Job Class

Select the Job Class from the drop-down list to calculate pay rate change for
a specific Job Class or leave the All Job Classes check box checked to
calculate for all Payroll Classes

Hourly/Salary

Select either H (Hourly) or S (Salary) from the drop-down list

Grade

Select the Grade from the drop-down list to calculate pay rate change for a
specific Grade or leave the All Grades check box checked to calculate for all
Grades
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Step Select the Step from the drop-down list to calculate pay rate change for a
specific Step or leave the All Steps check box checked to calculate for all
Steps

Matching Pay Rate To calculate a pay rate change based on a specific pay rate, enter the rate in

this field. The calculation will locate all employees (based on the selection
criteria in the previous steps) with that rate of pay and adjust accordingly or
leave the All Pay Rates checked to calculate for all Pay Rates.

Adjustment % Enter an Adjustment % to calculate new pay rates based on a percentage

Adjustment Amount Enter an Adjustment Amount to calculate new pay rates based on a flat
amount

Decrease Pay Rate If pay rates will be decreased check this box. Leave it unchecked if pay rates

are being increased

Once selections have been made, click Compute New Rates, review the confirmation message; click Yes
to continue or No to cancel. If Yes was selected, click OK on the completion confirmation message.

Click Edit Rates to review the calculation, the following form displays:

Pay Rate Update Effective Date: [271/2021 &

Department: [3 < |[RR [] All Departments ~ Payroll Status: [4F  [_ ,m [] All Payroll Status
Job Class: o | All Job Classes Hourly/Salary: |H w W
Grade: v | W | All Grades Step: v | W ’7 All Steps
Matching Pay Rate: []All Pay Rates  Adjustment Z: 300 Adjustment Amount: [] Decrease Pay Rate
Effective Previous Hew Adjust  Adjust
Employee # Employee Hame Date Pay Rate Pay Rate 4 Amount Grade Step I:::wm%l‘lalﬁas

|23 ~ |Sampla M Employes | 2201 @ | | | 3.00 | | o | W =
| [ )| [ [ [ vl il

vl

Print Audit

New Pay Rates can be edited. If they're changed, you must also change the Adjusted Amount as this
field will not recalculate.

Grade and Step can also be edited.

Once all New Pay Rates, Grades and Steps are audited and correct, click Print Audit, the following
report displays. The report can be printed using the File/Print function.

Pay Rate Update Audit Report

Previous New Previous Previous New New New
Job Hourly Adjustment Adjustment Adjust Pay Adjust Adjust Pay
Employee # Name Department Class Salary Date Date Amount Rate Amount  Percent Rate
23 Sample M Employee 8 40 H 2/1/2021 3.00
Previous Grade: Previous Step: New Grade: New Step:

The following prompt displays; click Yes.

Microsoft Access

o Did the pay rate audit report print correctly?

The following prompt displays: Click Yes to continue (the following message displays) or No to cancel:
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Microsoft Access

o Do you wish to update employee pay rates?

Click OK on the completion confirmation message.

Earned Leave Adjustment

To process Earmned Leave Adjustments without having to access the Employee Master.
The following form displays:

Earnings Code: v

Earned Leave Adjustment

\, |VAD’-\TIDN Plan Code: & Adrmin Vacation

Employee #: |23

2| [Sample M Employee Pay Period: | Bw

Beginning Balance: 0.00 Hours Adjusted: 40.00  Ending Balance: 40.00 Period Ending Date: |1

Update

Field Name

Description

Earnings Code

Select the applicable Earnings Code and Leave Plan from the drop-down list

Employee Number

Enter the Employee Number or search by name by clicking on the red
question mark

Beginning Balance

The selected employee’s current balance for the Leave Plan selected displays

Hours Adjusted

Enter the number of hours to add (8.00) or subtract (-8.00)

Ending Balance

The new balance displays

Period Ending Date

Select the applicable Period Ending Date for the adjustment entry. If an
adjustment is made during the payroll processing week and the current pay
cycle is selected, the adjustment will show on the pay checks and earning
statements.

Click Update if the new balance is correct, the following confirmation message displays:

Microsoft Access

o Update hours adjusted?

Click Yes to update or No to cancel.
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Click OK on the completion confirmation message.

If an employee number is entered and the employee is not assigned to the Leave Plan selected, the
following message displays:

Earned Leave Adjustment

Earnings Code: | v |VAEATIDN Plan Code: A Adrmin Y acation
Employee #: 020010 7 | |[SAMPLE EMPLOYEE Pay Period: | B\
Beginning Balance: Hours Adjusted: Ending Balance: Period Ending Date: “w
Microsoft Access X Update

Employee plan code V'
is not the plan code selected,

Click OK to close the message and enter a different employee number or select the plan assigned to the
employee.

Earnings Statement Inquiry

The Inquiry form will allow for employees to enter their employee number and PIN number and access
their pay records for a specified date range.

Add the following Miscellaneous Code (Payroll Code Maintenance Menu — PR0402)

Modify } Add Misc List Codes
Module: 'ﬁ

RET Tl ainingsS tatemen

Code Yalue Print
DefaultFarmat FMPR_E arningsStatementnquiniF epart

*| w

Earnings Statement Inquiry
Employee #: = |Sample I Employee Department #: |3 PIN #:
From Check Date: @ Thru Check Date: il

Display
Print
Field Name Description
Employee # Enter the Fleet-Net employee number
Department Auto=populates based on the employee number entered
PIN # Enter the employee PIN number
From Check Date Enter the first check date for the display/report
Thru Check Date Enter the last check date for the display/report

Click Display; the following form displays:
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Earnings Statement Inquiry

Employee #: ===

|5AM FLE EMPLOYEE

Department #: |2

From Check Date: |m /2020 |g@| Thru Check Date: |12!31 f2020 g
Check Period Perod Gross Iﬁ
Check # Check Date Dept Type Start Date End Date E arnings Taxes Deductions Net Pay splay
I MoCheck 0E/05/2020 | 2 | RG |05£1?£2E|2El IEHBEI.-’ZUZEI | $4.879.50 | $633.98 | $4.239.52 | $0.00 Print
I MoCheck |D1KD3/2DZD | 2 | RG |12/15£2018 |12/28!2018 | $2.364.00 | $329.27 | $2.034.73 | $0.00

Click Print; the following report displays:

Earnings Statement
o200 |

| Check # | MoCheck | Check Date | 01032020 |Period Starting| 121152019 | Period Ending | 12/28/2019

| Rate | $29.5500 | Status:| 5 |Exempt:| 0 |Add Tax| $0.00 |
Taxable Wages Taxes Current Year To Dale
Currant Yoar To Date Current Year To Date SDI $0.00 50.00
FIT| $1.514.80 536,436 .44 $199.83 $3,941.32 Gross| $2.364.00 $43,775.69
FICA] $0.00 $0.00 50.00 50.00 Taxes $379.27 $6,520.58
Medicare| $2,364.00 543, 77569 33478 3634.76 Deductions| $2.034.73 $37.255.11
SIT| $1.514.80 536,436 .44 $36.06 $a50.11 Mel Pay| $0.00 50.00
Ty $2.384.00 543 77589 358.10 51,084,385 ACH Nel Pay| 528,90
Esrnings Hours Amount Year To Date Deductions Amount | Year To Date
HOL 0.00] 50.00 $708.20 ||P.E.R.S. PICK-UP $236.40 5$3.926.45
MISC 0,00 30.00 5248383 |[EMPLOYER PERS PICKUP (570.82) ($1.177.85)
T 0.00 $0.00 579328 ||PERS. Pick-up Il $4T2.80 47280
PPL 0.00 £0.00 5140812 |MEDICAL £0.00 534760
REG B0.00 $2.384.00 $31,628.55 |)1OHIO DEFERRED COMP. $140.00 £2,840.00
SICK 0.00 $0.00 $2.250.00 |[UNION DUES-TWU $20.55 $556.98
WAL 0,00 $0.00 $4,40160 ||CREDIT UNION $600.00 $11,269.93
NET PAY $626.90 $18,919.30
Current Leave Year To Date Leave
Beg End Beg End
Type Balance | Used | Accrued | Avallable| Balance | | Balance | Adjust Used | Accrued |Available | Balance
BICK 0.00 0.00) 0.00) 0.00) 0.00 0.00 0.00) 0.00) 0.00 0.00 0.00
WAL 72.00 0.00f 000 18000 23200 72.00 0.00) 000 16000 180.000 232.00
FTO 0.00 0.00| 000 0.00) 0.00 0.00 0.00| 0.00) 0.00 0.00) 0.00
[check w | MeCheck | Check Date | 08052020 [Peried Starting| 05172020 | Period Ending | 05302020 |
[Rate] 3300000 [Statws] H [Exempt:] 0 [Add Tax]  $0.00 |
Taxable Wages Taxes Current Year To Date
Current Year To Date Current Year To Date SDi $0.00 50,00
FIT} 33.275.65 54.790.45 $342.18 3542.01 Gross| 34 879.50 57.243.50
FICA] $0.00 $0.00 50.00 $0.00 Taxes $539.98 $969.25
Medicare 34 879,50 5724350 $70.75 $105.03 Deductions| $4.230.52 S6.504.77
SIT| 3327585 4. 79045 $105.08 $141.12 Mal Pay| 30,00 ($230.52)
T $4 B79.50 $7.243.50 $121.99 $181.09 | | ACH Nat Pay| $2.719.06
Earnings Hours Amount Year To Date Deductions Amount | Year To Date
REG 158,30 $4,879.50 5746350 ||PE.R.S. PICK-AUP $487.95 574835
EMPLOYER PERS PICKUP ($145.39) (5224.51)
[PERS. Pachup Ii $075.50 £1.406.70
UNITED FUND £3.00 $3.00
J0HI0 DEFERRED COMP $140.00 $420.00
LINION DUES-TWU 560.00 511527
[CREDIT UNION 50.00 $600.00
NET PAY S2, 71008 £3.34596
Current Leave Year To Date Leave
Beg End Beg End
Typs Balance | Used | Accrued ¢ | | Balance | Adjust | Used | Accrued |Available | Balance
SICK 0.00 0.00) 0.00) 0.00) 0.00 0.00 0.00) 0.00) 0.00 0.00) 0.00
WAC 232.00 0.00| 0.00) 000 23200 72.00 0.00] 0.00) 000 160,00 23200
PTO 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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Deduction Life Insurance Form

This form is used to assign life insurance rates. After the rates are established, users can use the
lookup function in the employee deduction setup to assign the correct rate based on the
criteria selected. Since life insurance is an age driven deduction, the system will automatically
use the next applicable rate after the payroll that contains their birthdate is updated. NOTE: If
the form shows a range (example 18-30) you must enter each age in that range in the form.

To access the Deduction Life Insurance Form, go to the Employee Master Maintenance menu
and select #10. Select the Life Insurance deduction code from the drop-down.

SINER | Deduction Life Insurance Form
Deduction Code: LI + | |LIFE INSURAMCE
L Age Coverage Gender Smoker Employee Employer -
PIEE[ 5000000 [F [o] W T 475 | 415
[8] 5000000 M [«] [N ]| 558 | 558
| 18] $50.00000 [F [o] [¥ [« 6.27 6.27
[8]  s5000000 M [«] [V | 855 | 8.55
BED $50.00000 [F [o] [N [wf] 444 | 444
| 31 $50,000.00 |M [o] N [ 5.7 7
31 5000000 [ [«] [V & | 662 | 5.62
31 s5000000 M [«] [V & | 291 | 891
[32] 5000000 [ [«] [N & | 468 | 468
[32] 5000000 M [«] [N ]| 582 | 5.82
[32] 5000000 [ [«] [ & | 707 707
| 32| $50.00000 (M [o] [v [« 9.27 9.27
BEE) $50.00000 [F [o] [N [« 48 | 48
[33[  ss000000 (M [o] [N 0] 596 | 596 -
Record: 1 FH M Search
Field Name Description
Age Enter the applicable age for the coverage
Coverage Enter the coverage amount
Gender Select the gender from the drop-down
Smoker Select Yes/No from the drop-down
Employee Enter the employee deduction amount
Employer Enter the employer amount if applicable
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Employee Search Criteria Setup

The Employee Search Criteria Setup is used to define alter methods to search for employees on the
Employee Master form. Avail will assist you with the setup of this forms as actual table and field names
are used. In the example below three search options are available for selection on the Employee Master

Form.

Search Criteria Setup Form

Search Field Name: [EmployeeMo

Uszer Field Name Seq #t Actual Table Mame Actual Field Name Linked Table Field Name Linked Tab
3 |Emplayee # | 10 |FMFR_E mplayesh asterT able |Emplayeetia | |
|Empluyee Mame | 20 |FNPH_EmpIUyeaMaslerTable |EmpNama | |
|Sucica\ Security # | a0 |FNPH_EmpIUyeaMaslerTable |SUCSBCNU | |
flll | | | | |
HHEI:EF Em ployee Master Setup [[] Show Inactive Employees Master Gross Notes ACH Setup
Ej Search | | Employee i New E amings Labor Contacts
GeaichiName: R Ci Emplayee Mame Pay Rate Hours Audit Other Pay
Fi ) Socical Security # =
irst Hame: v Deductions Leave Reports User Data
Employee i: ~ Payroll Checks Pin #
Once an option is selected, a list will display based on the selection choice:
Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
Gearch New Eamings Labor Contacts
EeSchiNanes - - Pay Rate Hours Audit Other Pay
First Name: w Deductions Leave Reports User Data
Employee #: o Payroll Checks Pin #

Employee Search

Employee Mame EmployeeNo Description
|A\an Sarmple |DD1 29 |A|an Sample
|&manda Employee |co140 |&manda Employes
|Amanda Sample |DD1 28 |Amanda Sample
|Andrew Sample |DD1 21 |Andrew Samplz
|Austin Sarmple |DD1 46 |Austin Sample
|Erenda Sample o109 |Brenda Sample
|Erice Sample ((EE] |Bice §ample
|Cnry Sample |DD1 34 |Cory Sample
|Curtis Sample |DD1 15 |Curlis Sample
|Dan|e| Sample |I]I]'I 20 |Dan|e| Sample
|Drarla Sample |cot14 |Drarla Sample
|David Emplayes |DD1 a7 |David Emplayes
|David Sample |DD1 03 |David Sample
|Dean Samplz |DD1 48 |Daan Sample
|Donald Sample o011 |Donald Sample
|Edward Sample |DD1 30 |Edward Sample
|Eric Samplz |DD1 04 |E|ic Sample

Once the item being searched is located, double click in the column on the left and the selected

employee’s data displays.
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Tax File Maintenance

Tax File Maintenance must be completed prior to processing payroll. Select Menu Item #4 to access the
tax maintenance files.

Payroll

Payroll M aintenance

Pay Time Entry

Pay Check Processing

Tax File Maintenance

Tax Reporting

Attendance

Pension Management

Employee Reporting

==
o m || e

-
2]

Special Payroll Programs

e ) emd eades))em) emd ] | es))

16| Return To Previous Menu

4 Enter your selection: [ Show Details

Tax File Maintenance

Tax File Maintenance

Tax Allowance Tables
Tax Credit Setup
Tax Credit Wage Limit Setup

Tax Table Setup

Tax Fixed Percentage Setup

R IR I

EXEY PP I

Return To Previous Menu

4 || Enter your selection: [J Show Details

The Tax Tables will need to be updated annually utilizing IRS Publication 15-T Employer’s Tax Guide
for Federal Taxes and the State specific Tax Guide for applicable State and Local taxes.
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Tax Allowance Tables

To set up or edit tax allowances select menu item #1 — Tax Allowance Tables the following form displays.
The screenshots and setup described are for Federal Taxes. Please refer to the state/local quick guides
to set up those taxes if applicable.

Tax Allowance Setup

Tax Record Type: [FIT | |Federal
Tax Entity Id: &I || |« |2D2D Federal Taxes
Tax Exemption Type [Cwa | | [« |C\a\med Withholding Allawance

Field Name Description
Tax Record Type Select one from the drop-down list:
FIT = Federal
SIT = State
LIT = Local
Tax Entity Id Select one from the drop-down list (See explanation below):

FT = Federal Tax
20 = 2020 Federal Tax

Tax Exemption Type Select from the drop-down list:

CWA = Claimed Withholding Allowance
FWA = Federal Withholding Allowance

DDT = Dependent Exemption (Indiana)

EDT = Estimated Deduction Table (California)
SDT = Standard Deduction Table (State)

SIE = Low Income Exemption Table (State)
STC = Exemption Allowance Table (State)

When updating the allowances, you only need to select Tax Entity 20. You will be updating exemption
types: CWA and FWA.

You will get the allowance amounts from the Percentage Method Tables for Automated Payroll Systems.
In the worksheet, for Step 1 there are two sections that reference if the employee submitted a W4 for
2020 or later or if they have not. This is where you will get your allowance amounts.

Worksheet 1. Employer’s Withholding Worksheet for m
Percentage Method Tables for Automated Payroll Systems Keep for Your Records
Table 3 ISemiannuaIIyl Quarterly I [ ,{ y I Weekly I Daily I

2 [« [ 12 | 2a | 26 | s2 | 260
Step 1.  Adjust the empolyee's payment amount
1a Enter the employee's total taxable wages this payrollperiod . ....................ciiiinn. 1a $
1b Enter the number of pay periods you have per year (see Table 3) 1b
1c Multiply the amount on line 1a by the numberonline1b ............. ... ..., 1c $
If the employee HAS submitted a Form W-4 for 2020 or later, figure the Adjusted Annual Wage Amount as follows
1d Enter the amount from Step 4(a) of the employee's Form W-4 1d $
1e. Addilines:1cand Td . cusnmmmrmmss e T Ve Brnes . 1e $
1f  Enter the amount from Step 4(b) of the employee's Form W-4 1®f $
1g If the box in Step 2 of Form W-4 is checked, enter -0-. If the box is not checked, enter $12,900 if the
taxpayer is married filing jointly or $8,600 otherwise .................. ... i, ig §
LT e R | RO BT T S R R R B T O O e T R T 1th $
1i  Subtract line 1h from line 1e. If zero or less, enter -0-. This is the Adjusted Annual
Wage AMOUNE i e e e o B R i S s Ty B e o S RO i 8

If the employee HAS NOT submitted a Form W-4 for 2020 or later, figure the Adjusted Annual Wage Amount as folloy§s:
1j  Enter the number of allowances claimed on the employee's mostrecentFormW-4 . .............. i

Tk: MUl et oy 4 300 iy s 4 S A B T D A S T S I RS N S by k $
ublractfine Tk from line Tc. Tt zero or less, enter -0-. This is the Adjusted Annual
Wage AMOUNR 555 o 55 ieis s aisraiaaiats s a hin e da s ae) 000 0 S8 B wats Al aa e ar s o TS e o ol i1 8
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The amounts listed under “If the employee HAS submitted a form W-4 for 2020 or later” are what gets
entered for FWA. The amounts listed under “If the employee HAS NOT submitted a form W-4 for 2020
or later” are what gets entered for CWA.

Click Setup and the following form displays: For Federal taxes only, your pay period will be AN,
regardless of what your actual pay period is.

Tax Allowance Setup

Tax Record Type: [FIT [ |Federal

Tax Entity I1d: |20 [ | [of| 2020 Federal Taves

Tax Exemption Type |Cwa | ||« |C|aimedW'ithholdingAIIowance

Allowance
Pay Period Filing Status Exemption # Amount
| B o] ) [ERNOAL | [« [Head of Househeld [ T[T s430000
AN e [AHNLAL WM (o] o [Maried | 1 $4.300.00
AN | | JANNUAL | [of||Single | 1 $4.300.00
* w [ || | |
Tax Allowance Setup
Tax Record Type: FIT [ |  [Federal
Tax Entity 1d: |20 || |of | [2020 Federal Taxes
Tax Exemption Type Pt | | of \Federal withholding allowance
Allowance
Pay Period Filing Status Exemption # Amount
» | of | JANNLUAL | o | |Head of Househald [ 1 $8.600.00
AN (o] | JANNUAL | [of | [Mariied [ 1 $1230000
AN [ [of | [ANNUAL | [&f] [Single [ 1 $8,600.00
* e ml \ |

Tax Table Setup

To set up or edit Tax Tables, select menu item #4 — Tax Table Setup, the following form displays:

Tax Table Setup
Tax Record Type: FIT ||  [Federal Pay Period: |aN [ || [anmnar
Tax Entity Id: 20 [ ] of| [2020 Federal Taxes Filing Status: [§ [ &f|[Snge
Print
Field Name Description
Tax Record Type Select from the drop-down list.
FIT = Federal
SIT = State
LIT = Local
Tax Entity Id Select from the drop-down list.
20 = Form W4 Step 2 Checkbox Withholding Rate Schedules
FT = STANDARD Withholding Rate Schedules
Pay Period Select from the drop-down list — For Federal taxes ONLY the pay
period must be AN
Filing Status Select from the drop-down list

Publication 15-T now lists two schedules in the Percentage Method Tables for Automated Payroll
Systems. The rates listed under Standard Withholding Rate Schedules should be used to update tax
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entity ID FT. The rates listed under Form W-4, Step 2, Checkbox, Withholding Rate Schedules
should be used to update tax entity ID 20.

2021 Percentage Method Tables for Automated Payroll Systems

STANDARD Withholding Rate Schedules Form W-4, Step 2, Checkbox, Withholding Rate Schedules
(Use these if the Form W-4 is from 2019 or earlier, or if the Form W-4 is (Use these if the Form W-4 is from 2020 or later and the box in Step 2 of
from 2020 or later and the box in Step 2 of Form W-4 is NOT checked) Form W-4 1S checked)
If the Adjusted Annual f th If the Adjusted Annual 1 th
Wage Amount (line 2a) ot the Wage Amount (line 2a) ol the
) -g The amount that | " The amount that
s tentative the Adjusted s tentative the Adjusted
But less amount to Plus this Annual Wage But less ameount to Plus this Annual Wage
At least— than— withhold is: percentage— exceeds— At least— than— withhold is: percentage— exceeds—
A B c D E A B c D E
Married Filing Jointly Married Filing Jointly
$0 $12,200 $0.00 0% 50 $0 $12,550 $0.00 0% $0
$12.200 $32,100 $0.00 10% $12.200 $12,550 $22,500 $0.00 10% $12,550
532,100 $93,250 $1,990.00 12% 532,100 $22 500 $53,075 5895.00 12% §22.500
$93.250 $184,950 $9,328.00 22% $93.250 $53,075 $98,925 $4.664.00 22% 553.075
$184.950 $342,050 $29,502.00 24% $184,950 $98,925 $177.475 $14,751.00 24% $98.925
$342,050 $431,050 $67,206.00 32% $342,050 $177,475 $221,975 $33,603.00 32% 5177475
$431.050 $640,500 $95,686.00 35% $431,050 $221,975 $326,700 547.843.00 35% 5221975
$640.500 $168,993.50 37% $640.500 $326,700 $84,496.75 37% $326.700
Single or Married Filing Separately Single or Married Filing Separately
$0 $3,950 $0.00 Y% 50 $0 $6,275 50.00 0% $0
53,950 $13,900 $0.00 10% $3,950 $6,275 $11,250 $0.00 10% $6.275
$13.800 $44.475 $995.00 12% $13.900 $11,250 $26,538 $497.50 12% $11.250
544 475 $90,325 $4,664.00 22% 544 475 $26,538 $49,463 $2,332.00 22% §26,538
590,325 $168,875 $14,751.00 24% 590,325 $49,463 $88,738 $7.375.50 24% 549,463
$168.875 $213,375 $33,603.00 32% $168.875 $88,738 $110,988 $16,801.50 32% 588,738
$213,375 $527,550 $47,843.00 35% $213,375 $110,988 $268,075 $23,821.50 35% 5110988
$527.550 $157.804.25 37% $527.,550 $268,075 578.902.13 37% $5268.075
Head of Household Head of Household
$0 $10.200 $0.00 0% 30 30 $9,400 $0.00 0% 30
510,200 $24 400 $0.00 10% §10,200 $9,400 $16,500 50.00 10% $9.400
524,400 $64,400 $1,420.00 12% 524,400 $16,500 $36,500 $710.00 12% 516,500
$64.400 $96.550 $6,220.00 22% 564,400 $36,500 $52,575 $3.110.00 22% $36.500
596,550 $175,100 $13,293.00 24% 596,550 $52 575 $91,850 56,646.50 24% 8§52, 575
$175.100 $219,600 $32,145.00 32% $175,100 $91,850 $114,100 $16.072.50 32% 591,850
$219,600 $533,800 $46,385.00 35% $219.600 $114,100 $271,200 $23,192.50 35% $114,100
$533.800 $156,355.00 37% $533,800 $271,200 §78,177.50 37% $271.200
Click Setup; the following form displays:
Tax Table Setup
Tax Record Type: |FIT | Federal Pay Period: 5N | | [of |[ANNUAL
Tax Entity Id: FT |, of W Filing Status: |M v | o ’Married—
If wage amount less allowances is: Income tax withheld shall be: =
But not This Plus this Of excess Print
Over - over - amount percentage over -
4 0008 $12,200.00 $0.00 0.000 $0.00
$12,200.00 $32.100.00 $0.00 10.000 $12.200.00
$32,100.00 $93.250.00 $1.930.00 12.000 $32.100.00
$93,250.00 $184,550.00 $9.235.00 22.000 $93.250.00
§184,950.00 $342,050.00 $29.502.00 24.000 $184,950.00
$342,050.00 $431,050.00 $67.207.00 32.000 $342,050.00
$431,050.00 $640,500.00 $95,686.00 35.000 $431,050.00
$640,500.00 $9,999,933.99 $168,953.50 37.000 $640,500.00

Replicate the IRS Publication 15-T for each Tax Entity ID:
FT — use the rates listed under Standard Withholding Rate Schedules
20 — use the rates listed under Form W-4, Step 2, Checkbox, Withholding Rate Schedules
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Tax Fixed Percentage Setup

To set up or edit Fixed Percentage (FICA, Medicare, FUTA, SUTA, etc.) Taxes select menu item #6 — Tax
Fixed Percentage Setup, the following form displays:

E MET Fixed Percentage Tax Setup o
Print

Tax Record Type: FIT | |[Federal
Tax Entity Id: | |of | [Federal Tax

Field Name Description
Tax Record Type Select from the drop-down list:
FIT = Federal
SIT = State
LIT = Local
Tax Entity Id Select FT from the drop-down list.

Click Setup; the following form displays:

| Fixed Percentage Tax Setup =

Print
Tax Record Type: FIT | Federal
Tax Entity Id: |[FT | | |of |Federal Tax

Employee Employee Employ Employ Employ Employ
Employee Max Wages Maximum Tax  Employer Max Wages Maximum Tax Additional Additional
Tax Rate Subject To Tax Withheld Tax Rate Subject To Tax Withheld Tax Rate 'Wages Over
v | o | | £.200 | $142,800.00 | $8.853.60 | 6.200 | $142,800.00 | $8,853.60 | |
> | | | | 1.450 | $39.933.933.00 | §1.443.933.33 | 1.450 | $393.933.933.00 | $1.443.933.93 | 0.300 | $200,000.00
* Sk [ | | | | | | [

Update the FICA and Medicare rates/wages with the new year information. This can be found on the IRS
website using Publication 15 (Circular E), Employer’s Tax Guide.

Tax Reporting

Select Tax Reporting to process quarterly and annual tax reports as well as issue W2s.

Tax Reporting

J Employee Tax Reporting
_ 2| wa2c Builder
ﬂ Return To Previous Menu

[] Show Details

4 | Enter your selection:
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Employee Tax Reporting Setup

Select Employee Tax Report, the following form displays:

Payproll Year:

Employee Tax Reporting

Tax Period:

Modify Employee Print W2's Setup Employer Print 941

) ,7 Add Employee Print W3's Setup States Frint DEG
Build Tax Data Setup W2 Boxes Setup Local Setup Pay Codes
Create Xmit File Print Tax Register Setup

Initial set up is required for the following: Employer, State, Local, Departments and W2 Boxes.

Setup Employer

Click Setup Employer, the following form displays:

D

—

Establishment Id: (0000

’ Employer Tax Id: (37700300

Employer Name: |Sample Transit

Street Address / PO Box: |1 23 Main Street

Location Address: |

City: STATE COLLEGE ~

State: |Pa || Zip: [16803-

ContactTitle: |F'ayro|| Manager

Contact Name: [Jane Doe

Contact Phone: |[555) 5551212 Ext

Contact Email: |idoe@lransilemai\.org

Problem Notification Code: |2 Pieparer Code: |L Resub Indicator: |0 Resub TLCN:

Software Code: |35 Pin: |Q000DRZ0

Contact Fax: ([555) 7771212

Path Tao File: |C_\SpecifyLUcatiUn\FileName bt

Field Name

Description

Employer Tax Id

Enter the Employer Tax ID number

Establishment Id

Enter the Establishment Id

Employer Name

Enter the Transit Name

Street Address / PO Box

Enter the mailing address

Location Address

Enter the location address if it is different than the mailing address

City Select the city from the drop-down list
State Select the state from the drop-down list
Zip Code Enter the zip code

Contact Name

Enter the name of the contact person for tax reporting

Contact Phone

Enter the contact’s phone number

Contact Email

Enter the contact’s email address

Contact Fax

Enter the contact’s fax number

Problem Notification Code

Enter preferred method of problem notification code: 1 = Email/Internet
or 2 = Mail

Preparer Code

Enter L = Self-Prepared

Resub Indicator

Enter O = Initial submission of the file or 1 = For a resubmission of the
file

Avail Technologies Inc. April 2021

Page 80 of 189




Avail Technologies

Payroll Manual

Resub TLCN If 1 was entered in the Resub Indicator field, enter the TLCN displayed
on the notice sent to you by SSA. Otherwise, leave Blank

Software Code Enter 98 for In-House Program

Pin Enter the PIN number assigned to the transit

Path To File Enter full path to the location where the W2REPORT will be saved. This

file is used for electronic transmission of Federal tax data.

Setup States

Click the Stop button to make the other selections available. Click Setup States, the following form

displays:

L‘JEU Employee Tax Reporting

—

Employer Tax Id: 91100300 « Company: [Sample Transit

» State Code: P4 |, Mumeric State Code: |42 | .. |&f Pin: |1234

State Employer Account #: |14-08582M

State Wage Plan Code: | W

State Path To File: |C:\SpecifyLocation\Spec:ifyF\IeName.txt

Ul Account B: [123456

Ul Wage Plan Code: | o

Ul Path To File: |C:\SpecifyLocation'3 peciyFieh ame. bt

5DI Account: |

5DI1 Wage Plan Code: | o

SDI Path To Flle: |

Local Tax Type Code:

Suffix Code:
Computer Mfg:

Employees Month 1: Employees Month 2: Employees Month 3:
Tazxing Entity Code: MAICS Code:

County Code: Outside County Employees:

Field Name

Description

Employer Tax Id

Select the Federal EIN number from the drop-down list

Company Automatically populates based on the EIN number selected
State Code Select the state code from the drop-down list

Numeric State Code Select the numeric state code from the drop-down list

Pin Enter the Pin number assigned for electronic transmission

State Employer Account #

Enter the state tax ID number

State Wage Plan Code

This field is for California properties for DE-9¢ build for quarterly
reporting.

State Path To File

Enter the path to the location where the SIT electronic file will be
exported

State Ul Account #

Enter the transit's Unemployment Account number. This number
will be included on Unemployment electronic files.

State Wage Plan Code

This field is for California properties for DE-9¢ build for quarterly
reporting.

Ul Path To File **

Enter the path to the location where the Ul electronic file will be
exported

State SDI Account # **

Enter the transit’s SDI Account number. This number will be
included on SDI electronic files.

State Wage Plan Code **

This field is for California properties for DE-9¢ build for quarterly
reporting.

SDI Path To File **

Enter the path to the location where the SDI electronic file will be
exported
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Employees Month 1, 2 and 3

Fields will automatically populate when the tax build is run for
each quarter

Taxing Entity Code

Enter the state code provided by your State or leave blank

NAICS Code

Enter the transit’s NAICS code if required by the State

Local Tax Type Code

Enter the applicable City code or leave it blank. This field will be
used when creating the electronic file for Local Taxes.

Suffix Code

This is for Texas properties — Enter the code provided for TEC
Wage Reporting

Computer Mfg

This is for Texas properties — Enter the code provided for TEC
Wage Reporting

County Code

This is for Texas properties — Enter the county code for SUTA
reporting

Outside County Employees

This is for Texas properties — Enter the number of employees
included in each quarterly tax build who live outside the county
where the transit is located.

Setup Local

Click the Stop button to make the other selections available. Click Setup Local, the following form
displays. This form is for Local Tax reporting on W2s. Employee Local Tax Code is the code used for
withholding purposes — what is set up in the employee master under payroll. Local W2 Tax Reporting is
what will show up on the W2. For PA agencies, you will need to determine if the local tax is going to
where the employee lives (you would use the same code as the employee local tax) or where the agency
is located (you would select the local tax code for the agency). For more information you can visit
dced.pa.gov and search for Local Withholding Tax FAQs.

Employee Tax Reporting

—

Employee
Local
Tax Code Desciiption

Local W2

ax
Reporting Descriplion

» |BB ~ |Be||eﬁ:nnbeBorough

|FT ~ |Ferguson Township

|B T | |Benner Township

|BT ~ |BennerTownship

|CT ~ |CDI\egeTownship

|CT ~ |Co\|egeTDwnship

|FT ~ |Ferguson Township

|FT ~ |Ferguson Township

|F‘B ~ |Phi||ipsburgBDrough

|FT ~ |Ferguson Township

|F‘T ~ |Pat'b0nTownship

|F'T ~ |PatbonTo'.anhip

|

vl |

[ O

Field Name

Description

Employer Local Tax Code

Select each of the available Local Tax Codes. These codes are the
codes that are assigned to each employee file based on where the
employee resides

Description

Automatically populates based on the code selected

Local W2 Tax Reporting

Select the Local Tax Codes based on either the location of the
transit or the employee’s residence

Description

Automatically populates based on the code selected

Setup Departments
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Click the Stop button to make the other selections available. Click Setup Departments (under Setup
Local), the following form displays. NOTE: If you add new departments in HR, you will need to update
the list here, otherwise the new department(s) information will not show on reports.

NE@: Employee Tax Reporting
l_ r—

3]
=]

Employer Tax Id: 31100300 | Company: |Sample Transit

Dept # Description

~ |F‘art Time Operators

[ |Uperalur§

| [Mecharics

v |Veh|c\e Service

« | |Union Staff

w |N orUnion Staff

~ |Helilee

~|[HR

| |[ea| ||| o] [ [ =] [ ool |l | =

~ |Payro\| Dept

~|

Field Name Description

Employer Tax Id Select the Federal EIN number from the drop-down list

Compan Automatically populates based on the EIN number selected
pany Y pop

Dept # Select each department code from the drop-down list

Setup W2 Boxes

Click the Stop button to make the other selections available. Click Setup W2 Boxes, the following form
displays:

Employee Tax Reporting
]
D
Include Include State =
Ded w2 Plan Def d Reti Empl: Employer Disability
Code Description Box 1t Code Comp Plan Amount  Amount  Amount
P [EE <7 [crin care [0 ST 125 O] O O O
[P TS [c.opE inion 1 [ o [corE [ & O O ] ]
[0C " T< JorIo DEFERRED COMP. [2T¥ e W O O O
|DD ~ |Emplayer Medical Cost m o ’ﬁ of O O O O
[OM T [sECTION 125 PLAN [# ST 15 U] O O O
[AM T [MEDICAL -HMo [1# ] ) [MEDICA [] W O | |
[ME T [MEDICAL [1# 72T | [MEDICA [] & O O O
[FE o PERS. PICKUR [ 107w [ Ty O O O
[57 T [scrooL Tax - 7612 (Narthwest) 1 [ ]| o1z (L] O O O O
[52 < [scHoOL Tax -8501 (Chippewa)) [# 107w o1 T O O O O
[53° 1< [scrooL Tax - as0s (Triway) 14 [« | [Bsos  [] W O O O ]
[54 T [5CHOOL Tax - 8502 (DALTON LSD) [# 07w [z T O O O O
[s& < [cHooL TAX - 7711 NORTON [ 0w [ Tl O O | |
[50 < [SCHOOL TAX - 3308 (Western Res [# 107w [ Ol O O O O
[00 < [onzon pUEs-Twu [# 0] [non [T O O | |
[0F 1< [onTeD Funp [# o] [nmep S| O O O O
[0T o [ONION DUES - Teamster [12 7] &l [onON o] &f ] ] | | -
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Field Name Description
Ded Code Select each deduction code to be included on W2s
Description Automatically populates based on the deduction code selected
W2 Box Select the box that the deduction amount will appear in on the W2
Plan Code Select the plan code for each deduction. The code will appear on

the W2

Deferred Comp

Check the box if the deduction is deferred compensation

Retirement Plan

Check the box if the deduction is a retirement plan deduction

Include Employee Amount Check the box if the amount withheld from the employee wages for

the selected deduction is to be shown on the W2

Include Employer Amount

Check the box if the amount contributed by the employer for the
selected deduction is to be shown on the W2

State Disability Amount

Check the box if the deduction is for State Disability (California
Only)

Setup Pay Codes

Click the Stop button to make the other selections available. Click Setup Pay Codes, the following form

displays:
Employee Tax Reporting
]
Pay W2 W2
Code Description Box # Desc

» [8E T [covp-13

14 |« | of| |SCK ~ o

[C0v || [cOVID-18 67% Rate

14 [ ] | [P v o

|PPL || [PAID PERSONAL LEAVE

14 [ | [AOTST [ W

il

|

mel I mmer

This was implemented in 2020 when the IRS created Emergency Family and Sick leave plans under the

FFRCA for the Coronavirus
14 of the 2020 W2.

Pandemic. Wages paid for these plans were required to be reported in box

Field Name Description
Pay Code Select the pay code being reported
Description Automatically populates based on the code selected
W2 Box # Select the box number where the information should appear on the W2
W2 Desc Select the description

Build Tax Data

Click the Stop button to make the other selections available. Enter the payroll year and select the tax
applicable tax period. Click Build Tax Data to build the tax file for the selected year and quarter, the

following form displays:
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Employee Tax Reporting

[20z i
D

1st Quarter

Build Employee Tax Data

From Check Date: (01/01/2020 |@ Thru Check Date: |03/31/2020

lete Existing Aecords

All Departments Department: v

Start

Field Name

Description

From Check Date

Enter the first date for the quarter being built

Thru Check Date

Enter the last date for the quarter being built

overwritten.

Delete Existing Records | Check this box to delete any existing Tax Build records for the selected
year and tax period. If the box is left unchecked and there is data from
previous builds for the selected year and quarter, it will NOT be

All Departments

Leave the box check to run the tax build for all departments for the
selected year and tax period

Department

Select the department from the drop-down box to run the tax build for
a specific department

Click Start. If the Delete Existing Records box was checked, the following message displays:

Microsoft Access

Existing employee tax data will be deleted for the selected
payroll year and tax period.

Do you wish to continue?

If the Delete Existing Records box NOT was checked, the following message displays:

Microsoft Access

Existing employee tax data will be left unchanged for the
selected payroll year and tax period,

Do you wish to continue?

Click Yes to continue or No to cancel.
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Click OK on the tax build completion message.

Create Transmit File

Click the Stop button to make the other selections available. Click Create Xmit file, the following form

displays:

Employee Tax Reporting

[2020 1
@

1st Quarter

Create Tax Reporting File

Employer Tax Id: 31100300 «.| Company: ‘Sample Transit

Path To Federal Tax File: |C:\SpacifyLocalion\Fi\eName tat
State Code: P& .. Federal Reporting [[]State Reporting [ ] UI/ICESA Reporting [ | State W2 Reporting
[] State IDES Monthly Reporting  [] State IDES Quanterly Reporting

Path To State Tax File: |C:\SpacifyLocalion\SpecifyFiIeNama.txl

Kind Of Employer: M |, (lNUneApply

California DESC - Separate employer account reporting
[16IT Wages

For employee monthly count. Only those
employees working or paid on 12th of month
will be counted.

Period Start Date: [1215/2019 @

15D Wages []Ul Wages

Period End Date: 03/21/20200 | &

Print Start
Field Name Description
Employer Tax Id Select the Federal EIN number from the drop-down list
Company Automatically populates based on the EIN number selected

Path to Federal Tax File

Automatically populated based on the EIN number selected

State Code

Select the state code from the drop-down list

Federal Reporting

Leave the box checked to create the Federal electronic file

State Reporting

Check the box to create the State electronic file. Federal Reporting
will automatically ‘uncheck’ once State Reporting is selected

UI/ICESA Reporting

Check the box to create the Interstate Conference of Employment
Security Agencies electronic file

State W2 Reporting

Check the box to create the State W2 electronic file

State IDES Monthly Report

llinois Properties — Check this box and the State Reporting box to
generate a monthly IDES report

State IDES Quarterly Report

Illinois Properties — Check this box and the State Reporting box to
generate a quarterly IDES report

Path to State Tax File

Automatically populated based on the EIN number selected

Period Start Date

This date is used for employee counts. The field can be left blank if
employee counts are not required for reporting purposes. These
counts will populate the Month 1, Month 2, and Month 3 fields on the
State Setup Form. See Below

Period End Date

This date is used for employee counts. The field can be left blank if
employee counts are not required for reporting purposes. These
counts will populate the Month 1, Month 2, and Month 3 fields on the
State Setup Form. See Below

California De9c

If the State assigned separate employer codes for SIT, Ul and SDI
reporting, check the applicable box to generate each report. If only
one account number was assigned, this is not necessary

Employee Count:
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Pay Period Report

Pay Period: BW Payroll Year: 2020

Payroll Period Period Check
Cycle Start Date End Date Date
1 12/15/2019 12/28/2019 01/03/2020

2 12/29/2019 01/11/2020 01/17/2020
3 01/12/2020 01/25/2020 01/31/2020
4 01/26/2020 02/08/2020 02/14/2020
5 02/09/2020 02/22/2020 02/28/2020
6 02/23/2020 03/07/2020 03/13/2020
7 03/08/2020 03/21/2020 03/27/2020
8 03/22/2020 04/04/2020 04/10/2020
9 04/05/2020 04/18/2020 04/24/2020
10 04/19/2020 05/02/2020 05/08/2020
11 05/03/2020 05/16/2020 05/22/2020
12 05/17/2020 05/30/2020 06/05/2020
13 05/31/2020 06/13/2020 06/19/2020
14 06/14/2020 06/27/2020 07/03/2020
15 06/28/2020 07/11/2020 07/17/2020

16 07/12/2020 07/25/2020 07/31/2020

Dates used for the employee counts are based on pay period start and end dates. Employee counts
typically use the pay period that includes the 12 of the month. Since the tax build uses check dates, you
want to find the first check date of the quarter being built and use that period start date as the start date
for the count. Then find the last check date of the quarter and use that period end date as the end date
for the count.

Click Print to view and/or print a copy of the selected report.

Click Start to create the selected electronic file.

Click OK on the file creation completed message.

Click the Stop button to make the other selections available. Click Print Tax Register, to view and/or
print the register for the selected year and tax period.

Click the Stop button to make the selections available. Click Print 941 to view and/or print the 941
register for the selected year and tax period.
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Modifying Employees

Click the Stop button to make the other selections available. Click Modify Employee, the following form

displays:

£

2020

ELJHU Employee Tax Reporting

1 1st Quarter

Line 1:
Line 2:
City:

Employee #: (020010

First Mame: |SAMPLE

Employee Address:

Form #: |1— Department: 2 e

Middle Name: Last Name: |EMF‘LDYEE

Dizability Wages: $0.00

Weeks Worked: | 2

First Employed: a/5/2007 Separation:

|1 23 Main 5t
[100
BARBERTOM || State: [OH [] Zip: [44203
Misc State/Federal Reporting:
Gross Wages: ’w Filing Status
Deferred Compensation: ’W Federal: ,r
Unemployment Wages: ’W State: [S[0]

MOGE: |g .. Social Security #: [555.56.5655

Suffix: |
1.T axable Wages 2FT
3.Social Security Wages 4 Social Sec Tax
T  wmm
5.Medicare Taxable Wages/Tips 6.MedicareT ax
7.5ocial Security Tips 8 AllocatedTips
T —
9. Advanced EIC Papment 10.Dependent Care
—

11.Non-Qualified Plans

13. []S5tatutory
Retirement
[] Third Party Sick Pay

12.5ee Instructions
14.0ther
14. Pay Codes

Code State Name 15.5tate Tax # 16.5IT Wages 17.5IT 18.LIT Wages 19.LIT Id 20.Locality
A (oK [ ][oH ‘51 -2548215 | $1.514.80 | $I6.05 | $2.364.00 | $53.10 4K [ ][AKRON
B «|| [ 3000 | $0.00 | $0.00 | $0.00 |

Edits can be made to all fields on this form. To access detail for boxes 10, 11, 12 and 14, click on the

button with the box number being edited. The following form displays:

==] FNPR_EmployecTaxReportingBoxSubForm — | X
12.5ee Instructions
Ded Plan  Contrib
Code Code Year Description Amount
M U700 [U7[2020  [Emploper Medical Cost [ ¢&11.00
o oG [.][2020 |OHIO DEFERRED COMP. | $140.00
* I ] | I

Click the Stop button to make the other selections available. Click Add Employee, the following form

displays:
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Add Employee

Employee Tax Reporting
2020 1 1st Quarter

Employee #- ?| Form #: |— Department: - MOGE: - Social Security #:

First Name: Hiddle Name: Last Name: | Suffix: |
Employee Address: 1.Taxable Wages 2FIT
Line 1: |
Line 2: | 3.Social Security Wages 4 Social Sec Tax
City: B State: v| Zip: 5.Medicare Taxable Wages/Tips 6.MedicareTax
Misc StatefFederal Reporting: = = =
7.5ocial Security Tips 8. AllocatedTips
Gross Wages: Filing Status ’7 ’7
Deferred Compensation: Federal: g 9. Advanced EIC Payment 10.Dependent Care
Unemployment Wages: State: o
Dizahility Wages: 11.Mon-Qualified Plans 12.See Instructions
Weeks Worked: 13. []Statutory 14_Other
[] Retirement
First Employed: Separation: ] Third Party Sick Pay 14. Pay Codes
Code State Hame 15.5tate Tax # 16.51T Wages 17.5IT 18.LIT Wages 19.LIT Id 20 Locality

vl M|
B[ [ | | | | | vl

If adding additional forms for an existing employee, the Form # field must be sequentially numbered.
The system automatically numbers the first form as 1 during the tax build. Employees must be in the
employee master to be added to the tax file.

Any information entered on a second W2 will not be picked up on the tax transmittal. You will either
need to mail completed forms to the agency or update form 1 with the information.

Click the Stop button to make the other selections available. Click Print 941, the view and/or print a
quarterly report for the selected payroll year and tax period.

W2C Builder

Verify the following in Setup Employer in Employee Tax Reporting
The Street Address / PO Box field is completed.
The PIN number field is populated with the User ID/Password assigned by the SSA.

Note the current file name in Path to File so that it can be reentered. Change the file name to W2C.

From the Payroll Tax Reporting menu (PRO6) select #2 — W2C Builder.

Em ployee Tax Correction Reporti ng Modify Employee Create Xmit File

Payproll Year: (2020 Report Correction #: £ B Print W3
mployee Tin c

Build Tax Data

Enter the Payroll Year and click Build Tax Data.
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[ —

Build Employee Tax Data

From Tax Period: & .. | |Annual Previouz Report Comrection it: Mew Report Comrection #: | 1

[] All Departments Department: | = |

[] All Employees Employee #: 5x393 7 |Sample Employee ||

Delete Existing Records Stark

Field Name Description
From Tax Period Select the tax period being corrected:
1 = First Quarter
2 = Second Quarter
3 = Third Quarter
4 = Fourth Quarter
5 = Annual
Previous Correction Report | Enter the correction report number you are revising — leave blank if this
is the first W2C

New Report Correction # Enter the correction report #, if this is the first W2 you are revising,
enter 1
All Departments Leave checked to correct everyone or select a specific department
All Employees Leave checked to correct everyone or enter a specific employee
number
Delete Existing Records Check this box if this is the first correction report being generated
Click Start.

Microsoft Access

Existing employee correction data will be deleted forthe
selected payroll year and report correction #.

Do you wish to continue?

Click Yes to continue or No to cancel.

Microsoft Access >

o Employee Tax Data Build Complete.

Click OK.
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Click the Stop Sign to reactivate the selection buttons.

Employee Tax Correction Reporting
Payroll Year: |2020 Report Comection #: ’—1r

Modily Employee
Add Employee

Build Tax Data

Create Xmit File

Print W3c

Field Name Description

Payroll Year Enter the payroll year you are correcting

Report Correction #

Enter the report #. If you are updating the first correction report enter 1.

Click Modify Employee.

Employee Tax Correction Reporting
2020 1
Employee #: m_ Form i ’1— Department: |2 | MOGE: (0., Social Security #: |F55.55.FG55 [] Modified
First Mame: |SAMPLE Middle Name: Last Mame: |EMF‘LDYEE 5 uffin: |
Employee Address:| Find and Replace 7 > RAT
Line 1: i N $1.282.66
" 123Men St Find  Replace }.5ocial Sec Tax
Line 2: [100 .
Find What: 020010 Find Mext §0.00
City: [BARBERTON [ &= v| LEndNext § -
_MedicareT ax
Cancel f——
Misc StatefFederal §  Lock In: Current field - 411 '.45
= _AllocatedTips
Gross Wages| Match: Whole Field ~
Deferred Compensation)  search; Al - 10.Dependent Care
Unemployment Wages| [IMatch Case Search Fields As Formatted
Disability Wages pro = 12.5ee |
Weeks Worked: [ 0 []1st Month []2nd Month []3rd Month | | 13- []Statutory 14.0ther
. _ Retirement
First Employed: [ 5/5/2007 Separation: [] Third Party Sick Pay 14. Pay Codes
Code State Hame 15.5tate Tax # 16.5IT Wages 17.5IT 18.LIT Wages 19.LIT Id 20 Locality
A (OH [ ][oH |51-2548215 [ $982595 | [ $1251350 | $31284 2K [ [aKRON
B [ [ \ 5000 | 5000 | $0.00 | $0.00 ||

Locate the employee(s) who requires correction (click in the employee number field; press CTRL-F; enter

the applicable employee number; close the ‘find’ form)
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Employee Tax Correction Reporting

Disability Wages: $0.00

Weeks Worked: | 0 []1st Month []2nd Month []3rd Month

First Employed: 8 /5/2007 Separation:

2020 1
Employee #: (020010 Form #: |1— Department: |2 «| MOGE: [0 .. Social Security #: |555-55-5555 Modified
First Name: (SaMPLE Middle Name: Last Name: |EMPLDYEE Suffix: |
Employee Address: 1.Taxable Wages 2FIT
Line 1: [123 Main St $9.825.95 $1.2682.66
Line 2- |'IEIEI 3.5ocial Security Wages 4 Social S5ec Tax
) . $0.00 $0.00
City: [BARBERTON || State: [OH || Zip: |44203- 5.Medicare Taxable Wages/Tips 6.MedicareT ax
. - 12513560 181.45
Misc StatefFederal Reporting: $ = __ § .
7.50ocial Security Tips 8.AllocatedTips
Gross Wages: 31251350 Filing Status 900 ’7
Deferred Compensation: $420.00 Federal: > 9.Advanced EIC Payment 10.Dependent Care
Unemplopment Wages: $0.00 State: = $0.00

11_Non-Qualified Plans

13. [] Statutory
Retirement
[] Third Party Sick Pay

12.5ee Instructions
14.0ther
14. Pay Codes

Code State Name 15.5tate Tax #  16.51T Wages 17.5IT 18.LIT Wages 19.LIT Id 20 Locality
A [OH [ [oH |51-2548215 | $9.826.95 | $335.21 | $1251350 | §31284 [AK [ [AKRON
B vl [ [ $0.00 | $0.00 | s0.00 | ||

Enter the corrected data for all applicable fields and check the Modified box. Only those flagged
employees will be included in the report. Once all edits are completed, click the Stop Sign to reactivate

the selection buttons.

Click Add Employee if a new record needs to be created.

Click Create Xmit File for to create the text file for submission to the SSA.

Employee Tax Correction Reporting
an20

—

Create Tax Reporting File

Employer Tax Id: 91100900 « Company: |Sample Transit

Path To Federal Tax File: |E'\SpecnyYnuancahnn\WZE bt

Original Tax Period: |5 ., W Original Report #: l_

Comrected Tax Period: 5 ., W Corrected Report #: ,1_
Original Kind Of Employer: [N .. | &f |None Apply
Correct Kind Of Employer- [N .. |None Apply

W2e Start

Field Name

Description

Employer Tax ID

Select the FEIN from the drop-down

Original Tax Period
1 = First Quarter

2 = Second Quarter
3 = Third Quarter

4 = Fourth Quarter
5 = Annual

Select the original tax period that was reported:

Original Report #
original report #

If this is the first correction report, leave blank, otherwise enter the

Corrected Tax Period

Select the corrected tax period that is being reported:
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1 = First Quarter
2 = Second Quarter
3 = Third Quarter
4 = Fourth Quarter
5 = Annual
Corrected Report # Enter 1 if this is the first correction report, otherwise enter the new
corrected report #
Original Kind of Select the original type of employer from the drop-down list
Employer
Corrected Kind of Select the corrected type of employer from the drop-down list
Employer
Click Start.

Click Yes to continue or No to cancel.

Microsoft Access

o Create tax file now?

Click OK on the confirmation message.

Microsoft Access >

o Completed

Click Audit to print a report listing all changes.

Microsoft Access

o Print report?

Click Yes to continue or No to cancel.
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Employee Tax Correction Report
TaxYear: 2020 MQGE: Q Original Period: Annual 12-December Original Report #: Original Kind Of Employer: N
Corrected Period: Annual 12-December Correction Report #: 1 Correct Kind Of Employer: N
Original Corrected Original Corrected Original Corrected
Soc Sec #: 555-55-5555 FIT Earnings: $9.82595 Medicare: $181.45
First Name: SAMPLE FIT $1,282 66 Advanced EIC: $0.00
Middle Name: FICA Earnings: $0.00 Statutory Emp: No
Last Name: EMPLOYEE FICA: $0.00 Retirement: Yes
Suffix: Med Earnings: $12,513.50 3Rd Party Sick: No
Box Plan  Year Deduction Original Amt  Correct Amt
12 DD 2020 DD Employer Medical 811.00
12 G 2020 DC OHIO DEFERRED 420.00 280.00
14 #414H 2020 PE P.ER.S PICK-UP 764.85 72435
14 UNION 2020 UD UNION DUES-TW 119.48 89.55
14 UNITE 2020 UF UNITED FUND 6.00 3.00
Click W-2c to print the employee copy of the W-2c.
Microsoft Access
o Print report?
Click Yes to continue or No to cancel.
Sample Transit
173 Mair Sermas 2020 555-55-5555
STATE COLLEGE FA 16803-
$11005%00
SAMFLE EMPLOYEE
123 Mair 5t
100
BARBEETON OH 44203-
G 20 42000 G 20 2B0. .00
4] 41 TES _B5 4] 4H 724 35
N I0H 119 .48 N ICH B9 .55
UHITED [ UHITED j.oo

Go back to the Payroll Tax Reporting menu (PR06) select #1 — Employee Tax Reporting and change the

file name to the original file name as noted in the first step.
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Attendance

Select Attendance to track employee attendance.

Payroll

Payroll Maintenance

Pay Time Entry

Pay Check Processing

Tax File Maintenance

Tax Reporting

Altendance

Penszion Management

Emplovee Reporting

Special Payproll Programs

Return To Previouz Menu

EA =N PEAN PN

4 || Enter your selection:| | [] Show Details

Aftendance

1| Attendance Tracking

Attendance Report

|

|
Attendance Purge | N

|

(3wl

6| Return to Previous Menu

4 || Enter your selection: [0 Show Details
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Attendance Tracking

Select Attendance Tracking to enter and/or import attendance. Use this form to enter data for
employees or import data from Payroll (Import Labor History), Human Resources (Import Absences),
Operator Timekeeping (Import Operator Off) or use Automatic Entry. The following form displays:

Attendance Tracking Search Name: = @
First Mame: | -
Employee #: [(20010 || [SAMPLE EMPLOYEE Date Hired: | 4/30/2007

From Date: [07/01/2019  [@| Thiu Date: (0923022019 @

Display

Totals
Calendar
Print

Attendance
Entiy

Import
Labor History

Import
Absences

Import

Operator Off
Auél:.r:l;lic
Sort Setup
Field Name Description

Search Name Enter the employee’s last name OR

First Name Enter the employee'’s first name OR

Employee # Enter the employee’s number

Date Hired Automatically populates once an employee is selected

From Date Enter the starting date for reviewing reports for the selected employee or

importing data from Payroll, Human Resources, Operator Timekeeping or
creating entries in Automatic Entry
Thru Date Enter the ending date for reviewing reports for the selected employee or
importing data from Payroll, Human Resources, Operator Timekeeping or
creating entries in Automatic Entry

Select an employee, enter a date range, click Display. The following form displays:

Attendance Tracking

Search Name: A
First Name: A
Employee #: 020010 | |SAMPLE EMPLOYEE Date Hired: | 4/30/2007

From Date: |07/01/2019 [@| Thru Date: |03/30/2013

1 2 3 4 L [ Fi [:] 9 10 11 12 13 14 15 16 17 18 19 W
T T T T T T T T T T ™™l T [T TTTTT —
Pew [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ o
P [ [ [ [ [ [ [ [ [ [ [ [ [ [™[ [5[ [ [V [v[v[f Colenta
Pew [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [crcmel| Prm
Bew [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ [V etemme
P [ [ [ [ [ el [ [ [ [ [ [ [ [ [ [ [ [ [ [ [ =

Import
Labor History

Import
Absences

Import
Dperator OfF
Automatic
Entry

Sont Setup
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Click Totals and the following form displays:

Attendance Tracking  ;...ch name: = @
First Name: A
Employee #: 020010 | |SAMF'LE EMPLOYEE Date Hired: | 4/20/2007

From Date: |07/01/2019 @ Thiu Date: [09/30/2019 @

Attendance -
Code Description Count Hours Display
[BR [BIRTHDAY HOL \ T 500 [ Towls 1
[FML [FMILY MED. LEAVE \ Bl o.00 Calondar
[Rvz [REQ PAID VDAY 2DAY \ T 000
Print

B [SIEK \ T 0.00

[VaC [VACETION \ 0| EL.00 T
Import

Labor History

Import
Absences

Import
Operator Off
Automatic
Entry

Sort Setup

Totak ’721 ’W

Click Calendar and the following form displays:

Attendance Tracking T = @
First Name: o
Employee #: 020010 .. |SAMPLE EMPLOYEE Date Hired: | 4/30/2007

From Date: [07/01/2019 [@ Thru Date: |09/30/2019 @

July 2019 Display
Sun Mon Tue Wed Thu Fri Sat
Totals
1 2 3 4 5 [
7 8 9 10 11 12 13 Print
| | | | |FML |FML | Attendance
Entry
14 15 16 17 18 19 20
Import
Labor History
21 22 23 24 25 26 27 Import
W W W G G
| |VAE var  fvac |\mc |VAE | LEErCES
28 29 30 31 Import
| |FML |FML |FML Dperator Off
Automatic
Entry
Sort Setup
Record: 4 [1 »oh l Search

Use the record buttons to move between months.

Click Print to print out the report.
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Employee Attendance Report
From Date: 07/012019 Thru Date: 02202013
1 2 3 4 5 6 7 8 9 10 1 12 13 14 15 16 17 18 19 2 il 22 23 24 25
Employee #: 020010 Name: SAMPLE EMPLOYEE Date Hired: 04202007
2019 Jul
e e e vy
AN | | N A | N N { N | | N N | O | = |
2018 Aug
FML s v v v RVZ v
VAC || VAC || VAC i VAC
VAC

2018 Sep
NN | | | N | | | N | N ) { N N | N N
Attendance
Code Description Count
BIR BIRTHDAY HOL.
ML FAMILY MED. LEAVE 8
Rv2 REQ PAID VDAY ZDAY 1
s SICK
VAC VACATION 0

Total: 21

The report defaults to a landscaped 81/2 X 11. To change the size, select Page Setup from the ribbon.

e OO BB H |&|KREEE

BHOEE B

Print Size  Margins Print Data Only  Portrait Landscape Columns | Page | Zoom One Two More Excel Text PDF  Email More  Close Print
- - ! Setup s Page Pages Pages-+ File orXps - Preview
Print Page Size Page Layout Zoom Data Close Preview

Then select Page from the Page Setup and select the size from the drop-down.
x

Page Setup ?
Print Options  Page  Columns

Orientation

O Portrait

Paper

(® Landscape

Sze:  [Lotter

Envelope C2
Envelope C3
Envelope C4
Envelope C5
Envelope C&
FLSA

FLSE

1SO B0
ISOB1

IS0 B2

IS0 B3

ISO B4

IS0 BS

150 B&

J15 B0
JISB1

JI5 B2
JISB3

JIS B4

JI5 B5
JISBS

LadEer

Letter

LetterSmal

Note

PAS

PostSeript Custom Page Size
Statement

[Tabloid

Source:

Printer fof
(®) Defau
Ouses

This will change the display on your screen. From there you can select Print from the ribbon and print

the report.

Click Attendance Entry to enter attendance records. Any existing records for the selected date range

displays. Entries can be made on this form outside of the date range selected.
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Attendance Tracking  5...ch Name: 5
First Name: = @
Employee #: 020010 . |SAMF‘LE EMPLOYEE Date Hired: | 4/30/2007
From Date: [17/01/2019 @ Theu Date: [19/30/2015 @
Employee # Name Date A“?:r.':jaence Description Hours =/ Display
¥ | dzoma 2 |[EAMPLE EMPLOYEE [FAT203  @| ML 2| [FAMILY MED. LEAVE 0.00 Totals
020010 7 |[52MFLE EMPLOYEE [Frizzos @ [ML 7| [FAMICY MED. LEAVE 0.00 Calendar
020010 7 |[SAMPLE EMPLOYEE [Frz2izms @) [V 2| &0 Print
020M0 7 |[SAMPLE EMPLOYEE [Frzfzmg @ Vec 7 |[VACATION 0.00
020010 7 |[SAMPLE EMPLOYEE [Frzzizos @ v 2| 8.00 Sl
020010 ? |SAMF‘LE EMPLOYVEE |7/23/2me @ |[Vac 2 |VACATIDN 2.00 Labt?lmtloly
020M0 7 |[52MFLE EMPLOYEE [7 /24213 @) |V Al 8.00 _ Import
020010 7 |[SAMPLE EMPLOYEE [7/2872019 @) [VaC 7 |[VACATION 200 mport
020010 7 |[SAMPLE EMPLOYEE [Frsaoe @ [v 7| .00 Operator Off
020010 7 |[52MFLE EMPLOYEE [Fresizos @) V€ 2| [VACATION 8.00 A”é‘:l'l':;“c
020010 ? |SAMF‘LE EMPLOYVEE |7/26/2m3 @ |V ? | 2.00 Sort Setup
020010 2 |[SAMPLE EMPLOYEE I7 /26/2ma @l [VaC 2 | [VACATION a.00 e
Record: W 1 L Search
Field Name Description
Employee # Enter the employee number
Name Automatically populates based on the employee number entered
Date Enter the applicable attendance record date
Attendance Code Enter the attendance code or use the red question mark to search for the
code
Description Automatically populates based on the attendance code selected
Hours Enter the number of hours being recorded for the selected attendance
code. This field can be left blank if hours are not tracked.

Click:

Import Labor History to import attendance records from Payroll. Pay codes entered in Labor Entry or
Time Entry with associated attendance codes can be imported into attendance. Refer to the Pay Code
Setup section of this manual.

Import Absences to import attendance records from absence tracking in Human Resources. Absence
records entered in Human Resources must have an attendance code assigned for the records to import
into attendance.

Import Operator Off to import attendance records from Operator Timekeeping. Operator Off entries
entered in Operator Timekeeping must have an attendance code assigned for the records to import into
attendance.

If the attendance code is the same in Labor History, Absences or Operator Off, the entries will not
duplicate if entered in more than one location and imported.

Click Automatic Entry to enter attendance for a specific date or range of days. This can be used to enter
a specific attendance code for a date or a range of dates for all employees or employees in a selected
department. It can also be used to enter attendance codes for a specific employee by date range. This is
helpful when an employee is out on extended leave or for entering paid time off (such as a holiday) for
all employees in the organization or specific departments.
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Attendance Tracking  5...ch Name: 5 @
First Mame: ~
Employee i#: o ‘ Date Hired:
From Date: |01/25/2021 @ Thiu Date: [02/26/2021  |@
Automatic Update Display
[ All Departments Department: oo ‘ Totals
[A All Employees Employee #: 0200100 ] | Calendar
Attendance Code: [FML | |[FAMILY MED. LEAVE Hours: | Print
[JSun [JMon [ATue [AWed [AThu [AFi []Sat A“tl'-_:mia"ce
Start e
Import
Labor History
Import
Absences
Import
Operator OFF
Automatic
Entry
Sort Setup
Field Name Description
From Date Enter the first date that the Automatic Attendance entry will be recorded
on
Thru Date Enter the last date that the Automatic Attendance entry will be recorded

on

All Departments

Leave the box checked if the entries are for all departments

Department Select the department from the drop-down list to make entries for a
specific department

All Employees Leave the box checked if the entries are for all employees. If a specific
department was selected and the All Employees box is checked, entries
will be made for all employees in the selected Department

Employee # Enter the employee number to make entries for a specific employee

Attendance Code Select the applicable attendance code from the drop-down list

Hours Enter the number of hours being recorded for the selected attendance

code. This field can be left blank if hours are not tracked.

Day of the Week

Check the applicable day or days of the week. If a date range is selected
for a one month period and the employee is going to be off every
Tuesday during the month, check the box labeled Tuesday and an
attendance record will be written for every Tuesday that falls within the
date range.

Click Start. The following confirmation message displays:

Microsoft Access

From Date: 01/25/2021

Thru Date: 02/26/2021

Hours: 0

Employee #: 020010 SAMPLE EMPLOYEE
All Departments

Continue?

Click Yes to continue or No to cancel.

Click OK on the update confirmation message.
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Click Sort Setup to assign a user defined sort option. The standard reports sort by department and
employee number. Assigning a user defined option will allow for the reports to be sorted by assigned

groupings.

Attendance Tracking  ...ch Name: v @
First Name: v
Employee #: o | Date Hired:
From Date: ’W @ Thru Date: |02/26/2021 @
Employee # Name Sort Yalue Description Display
|020010 || |SAMPLE EMPLOYEE |oPs + | ] Joperation Group Totals
»|[ooo0z0 ] rane M Dee [EOMIN ™[] | [Administration
Calendar
hlll ] | vl ]
Print
Attendance
Entry
Import
Labor History
Import
Absences
Import
Dperator OFF
Automatic
Entry
Sort Setup
Field Name Description
Employee # Select each employee that is being assigned to a user defined sort group
Name Automatically populates based on the employee number selected
Sort Value Select the code from the drop-down list for the group that the selected
employee is being assigned to
Description Automatically populates based on the Sort Value selected

To create a Group, click on the green checkmark for Sort Value and update the list with the new group
code and value (description). This allows you to specify employees to print instead of all employees at
one time. It's very useful when printing reports for department managers.

Modify !} Add Misc List Codes
Module: W

Type: AttendanceR eportS oy slue ~

Code Value Print

Adrniniztration

Operation Group

*
Field Name Description
Code Enter a code for each of the sort groups
Value Enter a definition for the sort group
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Attendance Report

Select Attendance Report from the Attendance menu to review and/or print attendance records for
multiple employees. The following form displays:

Attendance Report

Search Name:

Mame:

- Department: ~ | [] All Departments

.| From Date: [01/01/2019 |@ ThiuDate: [12/31/2019 @

Employee #: o

Use Alternative Sort

Date Hired: [+]All Employees [ Active Emplopees Only
All Soit Values

Sort Value: ™ |

Field Name

Description

Search Name

To produce a report for a specific employee, enter the employee’s last
name OR

Name Enter the employee’s first name OR
Employee # Enter or select the employee number from the drop-down list
Department Select the department from the drop-down list to run the reports for a

specific department

All Departments

Leave the box checked to run the report for all departments

From Date Enter the first date for the report date range

Thru Date Enter the last date for the report date range

Date Hired If a specific employee is selected their date of hire automatically
populates

All Employees Check this box to generate a report for all employees.

Active Employees Only

Leave the box checked to exclude inactive employees. Remove the check
mark to see all employees with attendance records for the selected date
range.

Use Alternative Sort

Check this box to sort the report based on the User Defined Sort Value.
Leave it unchecked to sort the report by department and employee
number

Sort Value

If the ‘Use Alternative Sort’ box was checked, select the sort group to
produce a report for one sort group.

All Sort Values

Check this box to produce a report for all user defined sort groups.

Click Totals, the following form displays:

Attendance Report
Search Name: . Department: A ‘ [] All Departments
Mame: «| From Date: |01/01/2019 @ Thru Date: [12/31/2019 @
Employee - o | Date Hired: ’7 [] All Employees [/ Active Emplopees Only
Use Alternative Sort Sort Value: [ | All Sort Values
Attendance -
Code D escription Count Hours W
- JBLANK | T o Print
|& |REFORT OFF | 18 |
|AD |Act\va Duty | 79 | 0.00
[DT [CCIDENT DRUG TEST | 17 | 18.29
[B [1/2REFORT OFF [ 32 |
5] |BIRTHDAY HOL | &0 | 416.00
|ChME |COMMITTEE 1.2 | 1 0.00
[cMC [COMMITTEE 2/2 | 4] 433
|CMT |COMMITTEE | 40 | 10.3:
|D |SUSPENSION | 143 | 0.00
|E |EMERGEMCY LEAVE | 10 | 0.00
[EC [EMG. LEAVE 2/2 | 10 | 0.0
Ico Ichicom v o [ [ ET=XTal
Total: W 'W -
Record: W 1of 83 Ll Search
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Click Print to print a report. If you have a sort value created, you can select it from the drop-down. This
will allow you to only print the employees specified in the sort order.

Microsoft Access

Active Employees Only
All Departments

From Date: 01,/01/2019
Thru Date: 12/31,/2019

Continue?

Yes

Click Yes to continue or No to cancel.

Employee Attendance By Sort Value Report
From Date: 01/01201% Thru Date: 123212015
1z 3 4 5 & 7T B 8% MW # 12 13 4 15 16 7 48 18 W H m 1B W B
OPS Operation Group
Employee # 020010 Name: SAMFLE EMFLOYEE Date Hired: 043202007 Depatment: 2
2019 Jan
[ e e Il Il Il Il Il |l Il Il Il Il fsc s [ Il ] Il Il Il Il
2013 Feb
NN S | T T { N (N | N | I | N | N | N T { A NI I
2019 Mar
I N N A3 N A | N | { { A IO
1 | N | N | N | N N | N N | N N | | | | | N X |
2013 Apr
FMB L FMC L
RP1 s
RV1
2013 May
[ e jpwed[wod[wed fwod][ | J[woJ ]l FuL [[wodJ[wed ][R | [woJ ][ FuL ] [P |7 FiL [P ] %
I | S | L e e e Afwes[ [ {[wed] I | I |
2019 Jun
AN S T | T N { | N | | N | T { N I
2018 Jul
AN | (N (NN NI | N N N | N AN { N (o
[ Il I Il Il Il Il Il I Il Il I Il Il Il Il Il Il Il Il I |[vac |[vac |[ vac |[vac ||
2018 Aug
FML s v v v RV2
VAC |[VAC |[VAC ||V _|[VAC
VAC
2018 Sep
[ Il Il Il Il i Il Il Il Il Il Il Il Il Il Il Il Il Il Il Il Il | Il
2019 Oct
TS | N N N | N I { N { N | N | |

The report defaults to a landscaped 81/2 X 11. To change the size, select Page Setup from the ribbon.

e OO BB HaQE@HE ct@REOE a8

Print Size Margins Print Data Only  Portrait Landscape Columns | Page | Zoom One Two More Excel Text PDF  Email More  Close Print
- - ! Setup - Page Pages Pages~ File or#Ps - Preview
Print Page Size Page Layout Zoom Data Close Preview

Then select Page from the Page Setup and select the size from the drop-down.
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Page Setup

Print Options  Page  Columns

Orientation

() Portrait

Paper

(®) Landscape

Size:

Letter

Source:

Envelope C2
Envelope C3
Envelope C4

Printer fo Envelope C5

(®) Defaul Envelope C6
FLSA

() Use Sk op

ISOBOD

IS0 B1

IS0 B2

ISOB3

IS0 B4

ISOBS

IS0 B&

JISEO
JI5E1
JsB2
JISE3
s B4
JISEBS
115 Ba

LedEer

Letter

Lettersmall

Mote

A4

PostScript Custom Page Size

Statement

Tabloid v

This will change the display on your screen. From there you can select Print from the ribbon and print

the report.

Attendance Purge

Select Attendance Purge to purge attendance records. The following form displays:

Attendance Purge

=] All D

[]All Attend

[C] Al Emplopees

D - P ‘

Employee #: 020010 2 | SAMPLE EMPLOYEE

Codes Attend Code: |CMT | | [COMMITTEE
From Date: |[01/01/2019 @ Thru Date: |05/31/2019 @

[JSun [JMon [|Tue [1Thu []Fri []Sat

Start
Purge

Avail Technologies Inc. April 2021

Page 104 of 189



Avail Technologies

Payroll Manual

Field Name

Description

All Departments

Leave the box checked to run the purge for all departments

Department Select the department from the drop-down list to run the purge for a
specific department

All Employees Leave the box checked to run the purge for all employees

Employee # Enter the employee number to run the purge for a specific employee

All Attendance Codes

Leave the box checked to run the purge for all attendance codes

Attendance Code

Select the attendance code from the drop-down list to run the purge for a
specific attendance code

From Date

Enter the first date to purge records

Thru Date

Enter the last date to purge records

Day of the Week

Check the applicable day or days of the week. If a date range is selected for
a one month period and the records are to be purged for Thursdays during
the month, check the box labeled Thursday and an attendance record will
be purged for every Thursday that falls within the date range.

Click Start Purge, the following message displays:

Microsoft Access

Employee # 020010
Attendance Code: CMT
From Date: 01,/01,/2019
Thru Date: 05/31/2019

Correct?

Click Yes to continue or No to cancel.

Click OK on the purge completion message.

Pension Management

The Pension Management feature allows the employer to track pension contributions and earnings for all
employees who are enrolled.

Pension Maintenance

Select Pension Maintenance to maintain pension data. The following form displays:

Pension Maintenance @

Interest Rate

Enrollment
Transactions

Import
Deductions

Calculate
Interest

Print
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Click Interest Rate to assign current interest rates to the deduction codes for the pension plan. The

following form displays:

Pension Maintenance

Deduction
Code

Description

Annual
Interest Rate

|F‘N ~ |Pensinn

[ 5.0000

*

vl |

Field Name

Description

Deduction Code

Select the deduction codes(s) from the drop-down list

Description

Automatically populates based on the deduction code selected

Annual Interest Rate

Enter the interest rate applicable to each deduction code selected

Click Stop to make the other selections available. Click Enrollment, the following form displays:

Pension Maintenance @
Current  Pension Begin Begin Begin Begin
Enroliment Retirement Pension Deducti Empl I
Employee # Date Date Year Code Bal Bal Int 1
[2007T0 [o|[i//2010  [1/2/2040 2018 [PH o] | s000 | W | s000 | 5000
|SAMPLE EMPLOYEE
* o | \ [ &I \ \ |
|
Field Name Description
Employee # Select the employee number from the drop-down list

Enrollment Date

Enter the enrollment date for the selected employee

Retirement Date

Enter the anticipated retirement date for the selected employee

Current Pension Year

Select the pension year from the drop-down list

Pension Deduction Code

Select the pension deduction code from the drop-down list

Begin Employee Balance

For initial set up purposes enter a lump sum employee contribution
amount for the current pension year

Begin Employer Balance

For initial set up purposes enter a lump sum employer contribution
amount for the current pension year

Begin Employee Interest

For initial set up purposes enter a lump sum employee interest amount for
the current pension year

Begin Employer Interest

For initial set up purposes enter a lump sum employer interest amount for
the current pension year

Click Stop to make the other selections available. Click Import Deductions to import data from an
UPDATED payroll. The following form displays:
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Pension Maintenance

Import Deductions

Scheduled Cycle: [§ >

[[] Delete Existing Transactions

Pay Period: Bw |
Payroll Year: 2020 |..
Period Starting: | 03/08/2020

BIS/EEKLY
1215/2019  Ending: | 12/3/2020

Period Ending: | 03/21/2020  Check Date: | 03/27/2020

Start

Starting:

Field Name

Description

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populates based on the payroll year selected

Ending

Automatically populates based on the payroll year selected

Scheduled Cycle

Select the cycle from the drop-down list. The only cycles that will be

available for import are those that are updated

Period Starting Automatically populates based on the cycle selected

Period Ending Automatically populates based on the cycle selected

Check Date Automatically populates based on the cycle selected

Delete Existing Transactions | Check the box to delete existing transactions

Click Start, the following message displays:

Microsoft Access

This function will import all payroll pension deductions
for pay period ending: 03/21,/2020

Pension Year: 2020 Pension Month: 3

Please verify all interest rates are correct before proceding.

Continue?

Yes

Click Yes to continue or No to cancel.

Click OK at the import completion message.

Click Stop to make the other selections available. Click Calculate Interest to calculate interest on the

imported records. The following message displays:

Microsoft Access

o Calculate Interest?

Yes
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Click OK on the interest calculation completion message.

Click Stop to make the other selections available. Click Transactions to view and/or edit existing
transactions. The following form displays:

Pension Maintenance

Employee #: 020010 2 SAMPLE EMPLOYEE Calculate Interest
Annual
Pension Pension Deduction Interest Total Total Employ Employ Employ Employ
Year Month Code Hate Hours E arnings C ibuli C ibuti Int t Int:
[2079 [ [N =] [ soomd| BIO0|  $1.69123 | $E0000 | W00 | B0 $0.00
2018 [+ [ <] [ 5000 75| 9225319 | $60OCD | 000 | 3250 | 300
Y
— T [ & | | | | | |
Field Name Description
Employee # Select the employee number from the drop-down list. Existing transactions

for the selected employee displays

Pension Year

To add a new record, enter the pension year

Pension Month

To add a new record, enter the pension month

Deduction Code

To add a new record, select the new deduction code from the drop-down
list

Annual Interest Rate

To add a new record, enter the annual interest rate

Total Hours

To add a new record, enter the total hours subject to the pension
transaction

Total Earnings

To add a new record, enter the total earnings subject to the pension
transaction

Employee Contribution

To add a new record, enter the employee contribution amount

Employer Contribution

To add a new record, enter the employer contribution amount

Click Calculate Interest to calculate the interest associated with the new pension data, the following

form displays:

Pension Maintenance

Employee #: 020010 27 SaMPLE EMPLOYEE Calculate Interest
Annual
Pengion Penszion Deduction Interest Total Total E Ei E Employer
Year Month Code Rate Hours Earnings C Ci Interest Interest
|2U19 ’_8 PN . | 5.0000 | £4.00 | $1.891.23 ‘ $600.00 | $0.00 | 501 | 000
|2EI1B ’_4 PN v | 5.0000 | 7B.25 | $2,263.19 ‘ $600.00 | $0.00 | $2.50 | $0.00
»
— [ [ &I | | | | | |

Click Stop to make the other selections available. Click Print to view and/or print the pension report. The

following form displays:
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All Employees Employee #: 2

Field Name Description
All Employees Leave the box checked to view/print a report for all employees
Employee # Select the employee number from the drop-down list to view/print a report
for the selected employee
Click Print.

If a check is voided and not re-issued the pension entry must be manually deleted. To do so, click on
Transactions. Select the applicable employee, the following form displays:

Pension Maintenance

Employee #: 020010 ? SaMPLE EMPLOYEE Calculate Interest
Annual
Pension Pension Deduction Interest Total Total E E E E
ear Month Code Rate Hours Earni Contributi Contrit | |
|2018 I_B [PH T ‘ 5.0000 | £4.00 | $1.891.23 | $600.00 | $0.00 | 5.0 | §0.00
EIE] |_4 PN IuT | 5.0000 | 7825  $228319 | $600.00 | $0.00 | $250 | £0.00
*
| [ [ &I | | | | | |

[ 025 [ $414adz |

120000 |

$0.00_ | w5 | $0.00

Highlight the record associated with the check that was voided, press Delete on the keyboard, the
following message displays:

Microsoft Access

You are about to delete 1 record(s).

If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Yes Mo

Click Yes to Continue or No to Cancel.
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Payroll Processing

After all setups have been completed (for an initial installation) or edited (for payroll cycles), the next two
steps are Time Entry and Pay Check Processing.

Payroll

1P EAP PN

-
L

Ak

4

Payroll Maintenance

Pay Time Entry

Pay Check Proceszszing

Tax File Maintenance

Tax Reporting

Attendance

Penzion Management

Employee Reporting

Special Payroll Programs

Return To Previous Menu

Enter your selection:

=

wndl [emd || fend| )

b

=

[ 1 Show Details

Pay Time Entry

There are three ways to enter time in payroll; Manual Entry, Transfer to Payroll from Automated Dispatch
or Generate Daily Pay from Operator Timekeeping.

Pay Time Entry

Labor Entry

Labor Pay Inquiry

Labor Time Inquiry

EEL I Tt

Guarantee Pay

)

Pay Rounding Adjustment

)

Auto Overtime

Auto Pay Time

Labor Distribution Reports

Time Entry

Average Hours Worked

Process Other Pay

Purge Labor

EAEAENE PP EA EN P Y

Return To Previous Menu

4

Enter your selection:

[] Show Details
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Labor Entry

Select Labor Entry to enter time manually or make edits to time transferred from Automated Dispatch
and/or Operator Dispatch. The following form displays:

Labor Enlry Fizscal Year

Payroll Year:

[]24 Hour Time Entry

Scheduled Cycle:

Employee #:

2021 .| Pap Period: BW | |BI-WEEKLY Department #: o All Departments
2021 .| Starting: ’m Ending: ’W
i || Period Starting: | 05/07/2021 | Period Ending: [ 05/20/2021 Check Date: | 05/26/2021
2] Dept #: |
Starting D ate: IW # Ending Date: [05/20/2021 @

Detail Entry

Quick Entry

Field Name Description
Fiscal Year Select the fiscal year from the drop-down list. If Default Miscellaneous Codes
are setup, this field will default to the current fiscal year.
Pay Period Select the pay period from the drop-down list. If Default Miscellaneous Codes
are setup, this field will default to the transit's pay period.
Department Leave blank to access employees from all departments or select a specific

department from the drop-down list

Payroll Year

Select the payroll year from the drop-down list. If Default Miscellaneous Codes
are setup, this field will default to the current payroll year.

Starting

Automatically populated based on the payroll year that was selected.

Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date Automatically populated based on the scheduled cycle that was selected.

Employee # Enter the employee number or click the red question mark to search for the
employee by last name if time is being entered or edited for a specific
employee. Leave blank to see all employees

Department Automatically populated based on the employee selected

Starting Date

Date defaults to the starting date of the cycle selected. The date can be
changed to any date within the pay cycle. If dates are changed, only the
selected dates display on the form.

Ending Date

Date defaults to the ending date of the cycle selected. The date can be
changed to any date within the pay cycle. If dates are changed, only the
selected dates display on the form.

24 Hour Time Entry

Check box to enter Time In & Time Out in Military (24 hour) Time. Example
1:00pm = 13:00.

If a specific employee and Detail Entry are selected, the following form displays:
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Labor Entry Fiscal Year: 2021 | ..

Pay Period: Bw .. |BI-W'EEKLY

Department #:

V All Departments

Fiscal Year: (2009 Div #: 10 Account #: (5010103001
Mode: 1B 7 Emp Cls: 2 321 Cls: ?

Pay Rate Factor: 1.0000 Premium Rate: $0.0000  Fixed Pay: |

Payroll Year: 2021 |, Starting: ,W Ending: ’W
Scheduled Cycle: 10 || Period Starting: | 05/07/2021 | Period Ending: [ 05/20/2021  Check Date: [ 06/25/2021
Employee #: (020010 2 |[SAMPLE EMPLOYEE Dept #: | 2
[]24 Hour Time Entry Starting Date: [05/07/2021 |@ Ending Date: [05/20/2021 |@
Pay Decimal Time Check Ean Misc
Date Dept Code Time hhhmm Pay Rate Type Run # Code Days Total Pay
4l 7 202 e 2|[GF [z][ o000 ] 800 $30.2500 [RG |2 Fp[ [ s2dzm

2| Project: Fl

Time Dut
o | o |

Time
00

Time In

$0.00 |

Gz @2 2|[GLR 2[ 1000 | 1000 |

Fizcal Year: [2003 Div #: 10 Account #: {5010103001
Mode: 1B 7| Emp Cls: 2| 321 Cls: 7

Pay Rate Factor: 1.0000  Premium Rate: $0.0000  Fixed Pay: |

$30.2500 [RG |2 [F |2 430250
2| Project 2
Time Out
\

Time
1000

Time In

w000 | @ |

Detail Entiy

Quick Entry

[Frazz @[z 2[[GLR - [2|[ Soood| 500 [ s30.2500 [RG |2 F |2 $272.55
Fiscal Year: {2003 Div #: 10 Account #: (5010103001 2| Project: 2?
Mode:[ME [ EmpCls[ 3] 3210 o Time In Time Out Time
Pay Rate Factor: 1.0000 Premium Rate: $0.0000  Fized Payp: | $0.00 | ® | @ ‘ 5:00
Total Hours: Totals Total Pay:
Record: W Tof3 P MK search
Field Name Description
Date Enter the date worked
Pay Code Enter the applicable pay code

Decimal Time / Time
hhmm

Time can be entered in either field. If time is entered in the Decimal Time
field, the system will compute and automatically populate the Time hhmm
(Hours/Minutes). If time is entered in the Time hhmm field, the system will
compute and automatically populate the Decimal Time field.

Pay Rate Automatically populated from the current pay rate in the Employee Master.
If the pay rate changes during the pay cycle, the applicable pay rate for
each date displays.

Department Automatically populated from the Employee Master

Check Type Automatically populated based on the check type assigned to the selected
pay code

Run # Enter the run number, if applicable or leave blank

Earn Code Automatically populated based on the earn code assigned to the selected
pay code

Total Pay Automatically calculates based on the time entered times the pay rate

Fiscal Year Automatically populated from the Employee Master or pay code set up

Div # Automatically populated from the Employee Master or pay code set up

Account # Automatically populated from the Employee Master or pay code set up

Project Enter the Project number if applicable.

Mode Automatically populated from the Employee Master or pay code set up

Emp Cls Automatically populated from the Employee Master or pay code set up

321 Cls Enter the NTD 321 class, if applicable.

Misc/Days Used only if pay period code in employee master is DM, enter the number

of days worked. This factor is used for computing taxes.

Pay Rate Factor

Automatically populated from the pay code set up

Premium Rate

Automatically populated from the pay code set up

Fixed Pay Automatically populated from the pay code set up

Time In Enter the time the employee clocked in, if applicable

Time Out Enter the time the employee clocked out, if applicable

Time Automatically calculates based on the times entered in Time In and Time

Out
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Total Hours The total hours display in this field after the Totals button is clicked

Totals Click Totals to calculate the hours and pay for all entries displayed on the
form

Total Pay The total pay displays in this field after the Totals button is clicked

To delete one or more entries, click on the field to the left of the date. To select multiple sequential
entries, click on the first entry to be deleted, hold down the shift key and click on the remainder of the
entries to be deleted. The selected entries will now have a black bar at the far left side of the field; press
delete on the keyboard or right click and select Cut.

Labor Entry Fiscal Year: 2021 [ | Pay Period: [Bw | |[BIWEEKLY Department #: ~| [ All Departments
Payroll Year: 2021 |, | Starting: ’W Ending: ’W
Scheduled Cycle: (10 || Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021 Check Date: [ 05/26/2021
Employee #: 020010 2| [SAMPLE EMPLOVEE Dept#: [z
[]24 Hour Time Entry Starting Date: ’m @ Ending Date: |05/20/2021 &
Pay Decimal Time Check Eamn Misc - .
Date Dept Code Time hht Pay Rate  Type Run ## Code Days Total Pay Detail Entry
[Er7/20z1 @[z ?[[6R  [7][ 80000 ] 00| 302500 [FG [2]] R R[] $242.00 Quick Entry
Fiscal Year: 2003 Div #: [10 Account : [S010103001  [2] Profect:[| 2
Mode: [ME 7| EmpCls:[  [g] 3210 |7 Time In Time Out Time
Pay Rate Factor: 1.0000 Premium Rate: ’W Fixed Pay: | $0.00 | ® | @ | 200
FEEE I E 2|[GtR [2|[ Tonoooo | 00| 3302500 [RG (2] R[2]] [ sam2E0
Fiscal Year: |2DDS Div #: |1D Account #: 501010300 2 | Project: ’— 2
Mode:[ME  [2| EmpCls:[  [2] 321Ck:[ |2 Time In Time Dut Time
Pay Rate Factor: 1.0000 Premium Rate: ’W Fixed Pay: | $000 | @ | @ | 10:00
[Fra/zizr (@2 7|[GLR [2|[ o000 s00 [ 302500 [RG [2]] FRI[ [ s$@2s
Fiscal Year: 2003 Div #: [10 Account : [S010103001  [2] Profect:[| 2
Mode: [ME 7| EmpCls:[  [g] 3210 |7 Time In Time Out Time
Pay Rate Factor: 1.0000 Premium Rate: ’W Fixed Pay: | $0.00 | ® | @ | .00
Total Hours: '7 Totals Total Pay: '7 -
Record: M 4 |2 of 3 P oMK Search

To edit an entry, click in the field to be edited and type in the new data. All fields on the form can be
edited. l.e., If an employee used vacation time and his time is generated from Operator Timekeeping
using his employee normal pay code, the pay code can be changed on this form from the normal pay
code to the vacation pay code.

If Quick Entry is selected, the following form displays:
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Labor Entry Fiscal Year: [2021 .| Pay Peried: [Bw |\ |[BIWEEKLY Department #: = All Departments
Payroll Year: 2021 |..| Starting: | 01/01/2021 Ending: | 12/31/2021
Scheduled Cycle: (10 || Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021 Check Date: | 05/26/2021
Employee #: 2 | Dept #:
[] 24 Hour Time Entry Starting Date: (05/07/2021 |g@| Ending Date: |05/20/2021 @
Pay -
Employee it MName Date Dept Code Run # Detail Entry
¥ ([0z0010 2 |5AMPLE EMPLOYEE |5.-"?.-"2D21 & |2 ? |GLF| ? |
Decimal Time
Project: Time hhhmm Time In Time Out Time
[ 2| &0000 | &0 | @ @[ &:00
020010 | [7 |[GAMPLE EMPLOYEE [6/5/202 @2 7|[ER 2]
Decimal Time
Project: Time hhhmm Time In Time Out Time
[ 7|[ tooooo[ 1000 @ @ 10.00
020010 2 |5AMPLE EMPLOYEE |5.-"9.-"2D21 & |2 ? |GLF| ? |
Decimal Time
Project: Time hhhmm Time In Time Out Time
7|[ o000 | 300 | @ @ 3.00
* ? | | dl 7]
Decimal Time
B T (NN Tima ln Tima [k Tima
Totals Total Hours: -
Record: M 1of3 LI Search
Field Name Description
Employee # Enter the employee number
Name Automatically populated based on the employee number entered
Date Enter the date worked
Pay Code Enter the applicable pay code
Department Automatically populated from the Employee Master
Run # Enter the run number, if applicable or leave blank
Project Enter the Project number if applicable. If a project is entered, when payroll is

updated, the cost of this labor will transfer to the Project Tracking Cost form
on the GL menu.

Decimal Time / Time
hhmm

Time can be entered in either field. If time is entered in the Decimal Time
field, the system will compute and automatically populate the Time hhmm
(Hours/Minutes). If time is entered in the Time hhmm field, the system will
compute and automatically populate the Decimal Time field.

Time In Enter the time the employee clocked in, if applicable

Time Out Enter the time the employee clocked out, if applicable

Time Automatically calculates based on the times entered in Time In and Time Out
Totals Click Totals to calculate the hours for all entries displayed on the form

Total Hours

The total hours display in this field after the Totals button is clicked
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Labor Pay Inquiry

Select Labor Pay Inquiry to review entries from the current or previous pay periods for a specific
employee. Changes cannot be made on this form. The following form displays:

Pay |nquiry Payp Period: Bw | |BI-W'EEKLY Paproll Year: 2020 |..| Starting: | 12115/2019  Ending: | 12/31/2020
Scheduled Cycle: [1 | Period Starting: | 12/15/2019 | Period Ending: | 12/28/2019  Check Date: | 01/03/2020
Employee #: 020010 2 | S4MPLE EMPLOYEE Dept #: 2
Starting Date: [1215/2019  [@| Ending Date: [12/28/2019 @
Date Code Dept Run # Chk Check# EC PayBHRate Prem Rate Hours Factor Fixed Pay Total Pay ! Display i
1201572015 [ 5G4 |2 RG |[Nocheck | R | 29.5500 0.0000 BO00[ o000 [ $000 | 236400 —
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date Automatically populated based on the scheduled cycle that was selected.
Employee # Select the employee from the drop-down list
Name Automatically populated based on the employee number selected

Starting Date

Automatically populated based on the scheduled cycle that was selected. This
date can be changed to any day within the payroll year selected.

Ending Date Automatically populated based on the scheduled cycle that was selected. This
date can be changed to any day within the payroll year selected.

Display Click to view entries

Print Click to view a report. The report can be printed using the file/print option

Labor Time Inquiry

Select Labor Time Inquiry to review entries from the current or previous pay periods for a specific
employee. No wages or earnings are listed on this form. Changes cannot be made on this form. The
following form displays:

Time InqQUiry  po period: [gw < [EAweeEaly Payroll Year: 2020 [;| Starting: [ 12/15/2015  Ending: [ 12/31/2020
5cheduled Cycle: |1 | Period Starting: | 12/15/2013 | Period Ending: | 12/26/2019 Check Date: | 01/03/2020
Employee H: (120010 2| SAMFLE EMPLOYEE Dept#:[ 2
Starting Date: [12115/2019 @ Ending Date: [12/28/2019 @
Date Code Dept Run # Chk Check # Mode Div Account # EC Prem Rate Reg Hours Ovt Howrs E Display i
1271572019 | SGA |2 RG [NoCheck | [0 [5o10103001 [R [ o000 £0:00 —
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Avail Technologies Inc. April 2021

Page 115 of 189




Avail Technologies

Payroll Manual

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date Automatically populated based on the scheduled cycle that was selected.
Employee # Select the employee from the drop-down list
Name Automatically populated based on the employee number selected

Starting Date

Automatically populated based on the scheduled cycle that was selected. This
date can be changed to any day within the payroll year selected.

Ending Date Automatically populated based on the scheduled cycle that was selected. This
date can be changed to any day within the payroll year selected.

Display Click to view entries

Print Click to view a report. The report can be printed using the file/print option

Guarantee Pay

Select Guarantee Pay to calculate Guarantee Time based on the parameters set up in the employee
master and pay code set up. The following form displays:

Guarantee Time

Scheduled Cycle: |2 | Period Starting: | 01/15/2021 | Period Ending: | 01/28/2021 Check Date: | 02/03/2021

Pay Period: [Ew [ [EFWEEKLY @
Payroll Year: 2021 ., Starting: | 01/01/2021  Ending: | 1243172021

Period Starting Date: (01/15/2021 @ Period Ending Date: |01/21/2021 @
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date

Automatically populated based on the scheduled cycle that was selected.

Starting Date

Automatically populated based on the scheduled cycle that was selected. As the
guarantee time set up is based on a 40 hour week the starting and ending
dates must be for a seven day period.

Ending Date

Automatically populated based on the scheduled cycle that was selected. As the
guarantee time set up is based on a 40 hour week the starting and ending
dates must be for a seven day period.

Click Calc, the following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 05/31/2020

Period Ending Date: 06/05/2020

Continue with calculation?

Yes
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Click Yes to continue (the following form displays) or No to cancel:

Guarantee Time B TR @
2021 Starting: | 01/01/2021 Ending:|12x’31x’2021
2 Period Starting: | 11/15/2021 | Period Ending: [ 11/28/2021  Check Date: [ 02/03/2021
01/15/2021 @ Of/2tsz202 @
Calculate Guarantee Time
Status: | Inactive
:  Department: > |
[~] All Employees Employee #: Fl |
Start
Field Name Description
Status Inactive will automatically display; once Start is clicked, the status will change to

In Progress

All Departments

Leave the box checked if the calculation is being run for all departments

Department Select the department from the drop-down list if the calculation is being run for
a specific department

All Employees Leave the box checked if the calculation is being run for all employees. If a
specific department and all employees were selected, the calculation will be run
for all employees in that department

Employee # Select the employee from the drop-down list if the calculation is being run for a

specific employee

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 01/15/2021

Period Ending Date: 01/21/2021
All Employees
All Departments

Continue?

Click Yes to continue or No to cancel.

Click OK on the calculation completion message. Click Stop to make the selection buttons available.
Click Print to preview and/or print the audit report.
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Once the report has been reviewed for accuracy, close the report, and click Stop to make the selection
buttons available. Click Update the following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 01/15/2021

Period Ending Date: 01,/21,/2021

Continue with update?

Click Yes to continue or No to cancel.

The Guarantee Time Update Report contains the entries that will be updated displays. Use the file/print
option to print a copy of the report. When the report is closed the following confirmation message

displays:

Microsoft Access

e Do you wish to update labor history now?

Click Yes to continue or No to cancel.

Click OK on the updated completion message.

Pay Rounding Adjustment

Select Pay Rounding Adjustment to calculate Pay Rounding Adjustments. The following form displays:

Payroll Rounding Adjustment Pay Petiod: [Bw | [BIWEEKLY

Scheduled Cycle: |1 . Period Starting: | 01/01/2021 | Peniod Ending: | 01/14/2021  Check Date: | 01/20/2021

Payroll Year: 2021 | Starting: | 01/01/2021 Ending:|12£31x‘2l]2‘\

Period Starting Date: |01/01/2021  [@ Period Ending Date: [01/14/2021 @
Cale
Print
Update
Field Name Description
Pay Period Select the pay period from the drop-down list.
Payroll Year Select the payroll year from the drop-down list.
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.
Scheduled Cycle Select the applicable cycle from the drop-down list.
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Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date Automatically populated based on the scheduled cycle that was selected.
Starting Date Automatically populated based on the scheduled cycle that was selected.
Ending Date Automatically populated based on the scheduled cycle that was selected.

Click calc, the following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 01,/01,/2021

Period Ending Date: 01,/14/2021

Continue with calculation?

Click Yes to continue (the following form displays) or No to cancel:

Payroll Rounding Adjustment B0 | [ETWEERDY @
2021 Starting: | 01/01/2021  Ending: | 12204
1 Period Starting:  01/01/2021 | Period Ending: | 01/14/2021  Check Date: | 01/20/2021
MENEETIN- A0 @
Calculate Variances
[ All Employees Employee #: | 2
Start
Field Name Description

All Employees Leave the box checked if the calculation is being run for all employees
Employee # Select the employee from the drop-down list if the calculation is being run for

a specific employee

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 01,/01,/2021

Period Ending Date: 01,/14/2021
All Employees

Continue?

Click Yes to continue or No to cancel.
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Click OK on the calculation completion message. Click Stop to make the selection buttons available.
Click Print to preview and/or print the audit report.

Once the report has been reviewed for accuracy, close the report, and click Stop to make the selection
buttons available. Click Update the following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 01,/01/2021

Period Ending Date: 01,/14/2021

Continue with update?

Click Yes to continue or No to cancel.

The Pay Rounding Update Report contains the entries that will be updated displays. Use the file/print
option to print a copy of the report. When the report is closed the following confirmation message
displays:

Microsoft Access

o Do you wish to update labor history now?

Click Yes to continue or No to cancel.
Click OK on the updated completion message.
Auto Overtime

Select Auto Overtime Parameters to calculate Auto Overtime based on the parameters set up in the
employee master files. The following form displays:

Automatic Overtime Pay Period: [Bw |- | [BIWEEKLY @
Payroll Year: [2021 || Starting: [ 07/01/2021  Ending: [ 12/31/2021
Scheduled Cycle: |10 || Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021  Check Date: | 05/26/2021
Overtime Starting Date: [05/07/2021 [ Overtime Ending Date: |05/13/2021 @

Update
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Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date

Automatically populated based on the scheduled cycle that was selected.

Overtime Starting Date

Automatically populated based on the scheduled cycle that was selected. As
weekly overtime is calculated based on a 40 hour week, the selected date
range cannot be more than 7 days. If overtime is set up for daily
overtime, the calculation can be run for each day or for the week.

Overtime Ending Date

Automatically populated based on the scheduled cycle that was selected. As
weekly overtime is calculated based on a 40 hour week, the selected date
range cannot be more than 7 days. If overtime is set up for daily
overtime, the calculation can be run for each day or for the week.

Click Calc. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 05/07,/2021

Period Ending Date: 05/13/2021

Continue with calculation?

tes

Click Yes to continue (the following form displays) or No to cancel:

Automatic Overlime

B BIWEEELY @

2021 Starting: | 01/01/2021  Ending: ‘ 12/31/2021
10 Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021 Check Date: | 05/26/2021
05/07/2021  |@ 05132021 @

Calculate Overlime Pay

Status: | Inactive

Department: = |

Employee - 2 |

Start

Field Name

Description

Status

Inactive will automatically display; once Start is clicked, the status will change
to In Progress

All Departments

Leave the box checked if the calculation is being run for all departments

Department

Select the department from the drop-down list if the calculation is being run
for a specific department
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All Employees Leave the box checked if the calculation is being run for all employees. If a
specific department and all employees were selected, the calculation will be
run for all employees in that department

Employee # Select the employee from the drop-down list if the calculation is being run for

a specific employee

Click Start. The following confirmation message displays:

Microsoft Access

Fay Period: BW
Period Starting Date: 05/07/2021

Period Ending Date: 05/13,/2021
All Employees
All Departments

Continue?

Click Yes to continue or No to cancel.

Click OK on the calculation completion message. Click Stop to make the selection buttons available.
Click Print to preview and/or print the audit report.

Once the report has been reviewed for accuracy, close the report, and click Stop to make the selection
buttons available. Click Update the following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 05/07/2021

Period Ending Date: 05/13/2021

Continue with update?

Click Yes to continue or No to cancel.

The Automatic Overtime Update Report contains the entries that will be updated displays. Use the
file/print option to print a copy of the report. When the report is closed the following confirmation

message displays:

Microsoft Access

o Do you wish to update labor history now?
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Click Yes to continue or No to cancel.
Click OK on the updated completion message.
Auto Pay Time

Select Auto Pay Time to pay employees a set number of hours or a set amount for a day or range of
days using a set pay code. The following form displays:

Automatic Pay Time Entry Pay Period: [T |- [BIWEEKLY @
Paproll Wear: (2021 [.| Starting: | 01/01/2021  Ending: | 1231201
Scheduled Cycle: |1 + | Period Starting: | 01/01/2021 | Period Ending: | 01/14/2021  Check Date: | 01/20/2021

Starting Date: |01/01/2021 @| Ending Date: |01/01/2021 @

Print
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.
Scheduled Cycle Select the applicable cycle from the drop-down list
Period Starting Automatically populated based on the scheduled cycle that was selected.
Period Ending Automatically populated based on the scheduled cycle that was selected.
Check Date Automatically populated based on the scheduled cycle that was selected.
Starting Date Enter the starting date for the pay entry. If the time is being entered for one
day, enter the same date in the Starting and Ending Date fields. If a range of
dates is entered, a pay record for each of the dates in the range will be
generated
Ending Date Enter the ending date for the pay entry

Click Calc. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Starting Date: 01,01,/2021

Ending Date: 01,/01,2021

Continue with calculation?

Click Yes to continue (the following form displays) or No to cancel:
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Automatic Pay Time Entry

B
2021
1 Period Starting: | 01/01/2021

BI*EEKLY

D

Starting: ‘ 01/01/2021  Ending: | 12434204

Check Date: | 01/20/2021

Period Ending: | 01/14/2021

0/01/2021  |@ [0T/07/2021 [
Calculate Pay Time
Status: Inactive
[] All Departments Department: ~ |
[ All Employees Employee #: 7 |
Hourly Employees Salaried E [] Empl Birthd. [ Delete Existing Entries

Specific Payproll Status: |4F
Pap Code: HOL |.. |HDL\DAY P&y

% |Active Full Tirne

Hours Paid: 2.00  Amount Paid: |—| Start
Field Name Description
Status Inactive will automatically display; once Start is clicked, the status will change

to In Progress

All Departments

Leave the box checked if the calculation is being run for all departments OR

Department Select the department from the drop-down list if the calculation is being run
for a specific department

All Employees Leave the box checked if the calculation is being run for all employees. If a
specific department and all employees were selected, the calculation will be
run for all employees in that department. OR

Employee # Select the employee from the drop-down list if the calculation is being run for
a specific employee

Hourly Check either or both boxes, as applicable

Employees/Salaried

Employees

Specific Payroll Status

Select the payroll status from the drop-down list. If the field is left blank all
employees will be paid based on the remainder of parameters selected on
this form

Pay Code Select the pay code to be used from the drop-down list

Hours Paid Enter the number of hours being paid or leave blank if the payment is a flat
amount

Amount Paid Enter the flat amount being paid or leave blank if the payment is based on

hours

Click Start. The following confirmation message displays:
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Microsoft Access

Pay Period: BW

Starting Date: 01,/01,/2021
Ending Date: 01,/01,/2021
Hours Paid: 8,00
Amaunt Paid: 50.00

All Employees

All Departments

All howurly employees

All salaried employees

Continue?

Yes
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Click Yes to continue or No to cancel.
Click OK on the calculation completion message. Click Stop to make the selection buttons available.
Click Print to preview and/or print the report. Unlike Guarantee Pay, Pay Rounding and Auto Overtime,

there is no update process in Auto Pay Time. Once entries have been generated, they are automatically
updated.

Labor Distribution Reports

Select Labor Distribution Reports to preview and/or print various labor reports. The following form

displays:

Labor Distribution

Pay Period: B\ | |
Scheduled Cycle: |1 ~
[] &ll Employees

Starting Date: |071/01/2021

[ All Departments  From Dept #: |

Employee #:

BI'WEEKLY Payroll Year: 2021 || Starting: | 01/01/2021  Ending: ‘ 1203172021

/14,2021 Check Date: 01./20/2021

Thru Dept

Period Starting: 0140122021 Period Ending:

2 | ] Active Only [ ] Alpha Sort Current Payroll
Ending Date: |01/14/2021 @ Print Detail Include Non-Paid Time [ ] Only Non-Paid Time [ | Updated Payroll

™|

F
Dizplay
Earn Codes
Pay Codes
Print

Print Pay
Codes

Print Earn
Codes

Time
Summary

Earn Code
Summary

Employee
Pay Detail

Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date

Automatically populated based on the scheduled cycle that was selected.

All Departments

Leave the box checked if the reports are being run for all departments

Department Select the department from the drop-down list if the reports are being run for
a specific department

All Employees Leave the box checked if the reports are being run for all employees. If a
specific department and all employees were selected, the reports will be run
for all employees in that department

Employee # Select the employee from the drop-down list if the reports are being run for a
specific employee

Alpha Sort To view the display or report in alphabetical order, check this box

Current Payroll**

To view the display or report for the current pay cycle, check this box

Starting Date

Enter the starting date for the report. The date defaults to the starting date of
the cycle that was selected, but it can be changed.
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Ending Date Enter the ending date for the report. The date defaults to the ending date of
the cycle that was selected, but it can be changed.

Print Detail To view details on the display and/or report, check this box

Include Non-Paid To include non-paid time on the display and/or report, check this box

Time**

Only Non-Paid Time** | To view the display or report for non-paid time only, check this box

Updated Payroll** To view the display or report for previously updated payrolls, check this box

** Current Payroll
Non-updated entries in the Labor History Table for the date range selected. The records included will
depend on which ‘Include’ flag is checked.
¢ Include Non-Paid Time checked: Non-updated records for the date range selected with zero
pay and records with pay will be included.
¢ Only Non-Paid Time checked: Only non-updated records for the date range selected with zero
pay will be included.
¢ Neither checked: Only non-updated records for the date range selected with pay will be
included.

** Updated Payroll
Updated entries in the Labor History Table for the date range selected. The records included will
depend on which ‘Include’ flag is checked.
¢ Include Non-Paid Time checked: Updated records for the date range selected with zero pay
and records with pay will be included.
¢ Only Non-Paid Time checked: Only updated records for the date range selected with zero pay
will be included.
¢ Neither checked: Only updated records for the date range selected with pay will be included.

** Current Payroll & Updated Payroll
Both Updated and non-updated entries in the Labor History Table for the date range selected. The
records included will depend on which ‘Include’ flag is checked.
¢ Include Non-Paid Time checked: Updated and non-updated records for the date range
selected with zero pay and records with pay will be included.
¢ Only Non-Paid Time checked: Only updated and non-updated records for the date range
selected with zero pay will be included.
e Neither checked: Updated and non-updated records for the date range selected with pay will
be included.
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Click Display and the following form displays:

Labor Distribution
B | BIwEEKLY 2021 Starting: | 01/01/2021  Ending: | 12037201
1 Period Starting: | 071,/01/2021 Period Ending: [ 07/14/2021 Check Date: [ 0/20/2021
| |
|
EETE [EEZE |
Date Code Dept Run i Ck EC PayRate Prem Rate Heg Hours OwtHours Factor Fixed Pay Total Pay -

Emplogee #: [120010 [EMPLOYEE SAMPLE

[ 1rzrzna VAl [z [ [RG [v [ snzmo0| o000 B0 | [ toooo|  s0od | 242,00
Emplogee #: [120010 [EMPLOYEE SAMPLE

REEE R [ [RG [v [ 3snzm00] o000 B0 | [ toooo|  sood | 242,00
Employee #- |U2DU1U |EMF‘LDYEE SAMPLE

EE N [ [RG [R[ 30zm00[ 00000 B0 | [ toooo|  sood | 242,00
Employee #: |U2DU1U |EMF‘LDYEE SAMPLE

IREEZER R [ [FG [* [ 3nz500] 00000 | B [ 10000 $0.00 | $242.00
Employee #: |U2DU1U |EMF‘LDYEE SAMPLE

[ 1sesz0z [HOL |2 [ [FG [H [ 302500 00000 | B | 10000 $0.00 | $242.00
Employee #: |U2DU1U |EMF‘LDYEE SAMPLE

RN [ [FG [R [ 302500 00000 | B | 10000 $0.00 | $242.00
Employee #: |U2DU1U |EMF‘LDYEE SAMPLE

H Dcuhlemc select this employee, ’W ’? | 30.2500 | 0.0000 | 8:00 | | 1.0000 | $0.00 | $24200
Emplogee #: [120010 [EMPLOYEE SAMPLE

[ ROz [ [RG [R [ 30z500] 30000 | B | 10000 so00 | $266.00

Tatals: | 8458 | I

Record: 4 1 M Search

Click Stop to select another report.

Click Earn Codes and the following form displays:

Labor Distribution
B | BIWEEKLY 2021 Starting: \ 01/01/2021  Ending: ‘ 123142021
1 Peniod Starting: 0140122021 Period Ending: 01/14/201 Check Date: 01/20/2021
|
o020 @ omA4:2021 @

Earn Reg Owt
Code Description Hours Houwrs Total Pay

H [HOCIDAY [ 800 | [ $242.00

0 [OVERTIME [ [ [ $75.12

R [REGULAR [ 5258 | [ $6,626.25

v [VACATION [ 16:00 | [ $454.00

% |PAID TIME OFF [ 800 | [ $242.00

Totals: | 24:58 [ $7.56A.37

Click Stop to select another report.

Click Pay Codes and the following form displays:
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Labor Distribution
B | BIWEEKLY 2021 Starting: | /0172021 Ending: | 12/31/2021
1 Period Starting: 010742021 Period Ending: mA4/2021 Check Date: 01/20/2021
| |
|
01/01/2021 @ 01/14:2021 @

Pay Reg Owt

Code Description Hours Hours Total Pay

HOL [HOLIDAY PAY [ 800 | [ $242.00

IDP [JURY DUTY P&Y [ B0 | [ $242.00

0TS [Overtime Scheduled [ [ [ $75.12

FLT |Reverue [ &00 | [ $266.00

SGA [SALARY-GEN. ADMIN. [ 1458 | [ $6.360.25

VAL [VACATION [ TE00 | [ $454.00

Totals: | 84:58 | | $7.6E9.37

Click Stop to select another report.

Click Print and the following report displays:

Labor Distribution Report
Period Starting: 01/01/2021  Period Ending: 01/06/2021 Pay Period: BW
Pay Chk Emp Tim Premium
Date Code Run # TP Mod Div Account # Cls Cls gc PayRate Rate Reg Hours OvtHours  Factor Fixed Pay Total Pay
Dept #: 2
Emp #: 020010 SAMPLE EMPLOYEE
01/0212021  VAC RG MB 10 5021103001 ™V §302500  $0.0000 8:00 1.0000 $0.00 524200
01/02/2021 Date Total: 8:00 $242 00
01/02/2021  VAC RG MB 10 5021103001 ™V §302500  $0.0000 8:00 1.0000 $0.00 524200
01/03/2021 Date Total: 8:00 $242 00
01/04/2021  SGA RG 10 5010103001 R $302500  $0.0000 8:00 1.0000 $0.00 524200
01/04/2021 Date Total: 8:00 $242 00
01/05/2021  JDP RG MB 10 5010103001 X $302500  $0.0000 8:00 1.0000 50.00 5242.00
01/05/2021 Date Total: 8:00 $242 00
01/08/2021  HOL RG MB 10 5021003001 H $30.2500  $0.0000 8:00 1.0000 50.00 5242.00
01/06/2021 Date Total: 8:00 $242 00
Emp #: 020010 SAMPLE EMPLOYEE Employee Total: 40:00 $1,210.00
Department Total: 40:00 $1,210.00
Click Print Pay Codes and the following report displays:
Labor Distribution Pay Code Summary Report
Period Starting: 01/01/2021  Period Ending: 01/06/2021 Pay Period: BW
Pay Code Description Reg Hours Ovt Hours Total Pay
Dept #: 2
HOL HOLIDAY PAY 8:00 $242.00
JDP JURY DUTY PAY 8:00 $242 00
SGA SALARY-GEN. ADMIN. 8:00 $242 00
VAC VACATION 16:00 $484.00
Department Total: 40:00 $1,210.00

Click Print Earn Codes and the following report displays:
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Labor Distribution Earnings Code Detail Report

Period Starting: 01/01/2021  Period Ending: 01/06/2021 Pay Period: BW

Dept #: 2 Earn Code Description Reg Hours Ovt Hours Total Pay
Emp #: 020010 SAMPLE EMPLOYEE
H HOLIDAY 800 $242 00
R REGULAR 8:00 $242.00
v VACATION 16:00 $484.00
X PAID TIME OFF 8:00 $242.00
Employee Total: 40:00 $1,210.00
Department Total: 40:00 $1,210.00
Click Time Summary and the following report displays:
Time Summary Report
Period Starting: 01/07/2021 Period Ending: 01/14/2021 Pay Period: BW
Total Time|[ Thu-07|[  Fri-08][ Sat08|[ Sun-10] Mon-11][ Tue-12|[ Wed-13|[ Thu-14]| i i Il Il I i i
Department: 2 Operators
020010 SAMPLE EMPLOY EE
aTs Overtime Scheduled
| 4:58]| | I | I [ 152 J[_3.0d] Il I | I | Il | |
PLT Revenue
| 8:0q| I I I [ e I I I I I I I I I I |
SGA SALARY-GEN. ADMIN.
| 3.58)| | I[__soq[ 8o |[_osa[  soo][ 308 Il I | I | Il | |
| 49:56) | I I soq[ sool[ sool[ 144 soo[ i I I I I I I I |
R REGULAR
| 4458 I |80l sool[ sool[ 9s[ soo][  og I I I I I I I |
= [ [ sool[ooo[ oo eed[ soo[ 309 I [ [ [ [ I [ |
Click Earn Code Summary and the following report displays:
Time Summary Report
Period Starting: 01/07/2021  Period Ending: 01/14/2021 Pay Period: BW Department: 2 Operators

Total Time|[ Thu-07][  Fri-08|[ Sat-09)[ Sun-10][ Mon-11][ Tue-12|[ Wed-13|[ Thu-14]|

020010 SAMPLE EMPLOYEE
R REGULAR

[ 44:58)| i [ ool  soo|[ ool es52[  soo][ 308

[ 44:58) | || [ &o0)[ soo][ soo]] @5[  sod[ 308

Click Employee Pay Detail and the following report displays:
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Employee Pay Detail Report

Period Starting: 01/07/2021 Period Ending: 01/14/2021 Pay Period: BW
Pay Chk Premium
Date Code Run # Tp EC PayRate Rate Reg Hours Ovt Hours Factor  Fixed Pay Total Pay
Dept #: 2
Emp #: 020010 SAMPLE EMPLOYEE
1/9/2021  SGA RG R $30.2500 $0.0000 8:00 1.0000 $0.00 $242.00
1/9/2021 Date Total: 8:00 $242.00
110/2021  SGA RG R $30.2500 $0.0000 8:00 1.0000 $0.00 $242.00
1/10/2021 Date Total: 8:00 $242.00
1M11/2021  PLT RG R $30.2500 $3.0000 8:00 1.0000 $0.00 $266.00
1/11/2021 Date Total: 8:00 $266.00
112/2021 QTS RG O $30.2500 $0.0000 0.5000 $0.00 $28.23
112/2021  SGA RG R $30.2500 $0.0000 9:52 1.0000 $0.00 $298.47
112/2021 Date Total: 9:52 $326.70
113/2021 SGA RG R $30.2500 $0.0000 8:00 1.0000 $0.00 $242.00
1/13/2021 Date Total: 8:00 $242.00
1/14/2021 QTS RG O $30.2500 $0.0000 0.5000 $0.00 $46.89
1/14/2021 SGA RG R $30.2500 $0.0000 3086 1.0000 $0.00 $93.78
1/14/2021 Date Total: 308 $140.67
Employee Total: 44:58 $1.459.37
Time Entry

Select Time Entry to enter time manually or make edits to time transferred from Automated Dispatch

and/or Operator Dispatch. This function is like Labor Entry; however, pay rates and wages are not

displayed. The following form displays:

Time Entry Fiscal Year: 2021 || Pay Period: |[Bw |, |BI-W'EEKLY Department #: P All Departments
Payroll Year: 2021 |..| Starting: ’m Ending: ’W
Scheduled Cycle: [f] . Period Starting: | 01/01/2021 | Period Ending: | 01/14/2021 Check Date: 'm
Employee 2 | Dept #: '7
[]24 Hour Time Entry Starting Date: [01/01/2021 |[@  Ending Date: [01/14/2021  |@#
Detail Entry
Quick Entry
Field Name Description
Pay Period Select the pay period from the drop-down list
Department Leave blank to access employees from all departments or select a specific

department from the drop-down list.

Payroll Year

Select the payroll year from the drop-down list.

Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.
Fiscal Year Select the fiscal year from the drop-down list.

Scheduled Cycle

Select the applicable cycle from the drop-down list.

Period Starting

Automatically populated based on the scheduled cycle that was selected

Period Ending

Automatically populated based on the scheduled cycle that was selected

Check Date Automatically populated based on the scheduled cycle that was selected

Employee # Enter the employee number or click the red question mark to search for the
employee by last name if time is being entered or edited for a specific
employee. Leave blank to see all employees.

Department Automatically populated based on the employee that was selected.
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Starting Date

Date defaults to the starting date of the cycle selected. The date can be
changed to any date within the pay cycle. If dates are changed, only the
selected dates display on the form.

Ending Date

Date defaults to the ending date of the cycle selected. The date can be
changed to any date within the pay cycle. If dates are changed, only the
selected dates display on the form.

If a specific employee and Detail Entry are selected, the following form displays:

[[124 Hour Time Entry

Time Enftry Fiscal Year [2021 [ | Pay Period: [Bw [ |[BIWEEKLY Department #: - All Departments

Payroll Year: 2021 .. Starting: | 01/01/2021 Ending: | 12/31/2021

Scheduled Cycle: { « Period Starting: | 01/01/2021 Period Ending: | 01/14/2021 Check Date: | 01/20/2021
Employee #: 020010 2 |‘3AMF’LE EMPLOYEE Dept #: | 2

Starting Date: |01/01/2021 |g| Ending Date: [01/14/2021 @

Pay Decimal Time  Check Earn Misc - =
Date Dept Code Time hhhmm  Type Run # Code Days E Detail Entry i
Mz @2 7 [veC [2|[ &oood]| 800 [RG [2 ] M 7] Quick Entry

Fizcal Year: |2015 Div #: |10 Account #: [5021103001 7| Project ?

Time In Time Out Time

Mode: [MEB 2| Emp Cls: 2| 321 Cls: [ 2| [ @|| 2:00

EZEEIE

Fiscal Year: 2015 Div #: (10 Account B: (5021103001 2 | Project: 2?

2 e [2|[ e.o000] a0 [RG 7| ElE;

Time In Time Out Time
Mode: |ME 2| Emp Cls: 2| 321 Cls: [~ 2| [ @[ 200
202 @ 2 2 [sGa [2|[ 0000 800 [RG 2| R [2
Fiscal Year: |2015 Div #: 10 Account B: (5010103001 2 | Project: 2?
Time In Time Out Time
Mode: 2| Emp Cls: 2| 321 Cls: ? | | ‘ 8:00
[EWTNTeT] =1 [ [T I nnnn [ oo [om =il o
Totals Total Hours: =
Record: 4 4 [1 r oMb Search
Field Name Description
Date Enter the date worked.
Pay Code Enter the applicable pay code.

Decimal Time / Time
hhmm

Time can be entered in either field. If time is entered in the Decimal Time field,
the system will compute and automatically populate the Time hhmm
(Hours/Minutes). If time is entered in the Time hhmm field, the system will
compute and automatically populate the Decimal Time field.

Department Automatically populated from the Employee Master.

Check Type Automatically populated based on the check type assigned to the selected pay
code.

Run # Enter the run number, if applicable or leave blank.

Earn Code Automatically populated based on the pay code selected.

Fiscal Year Automatically populated from the Employee Master or pay code set up.

Div # Automatically populated from the Employee Master or pay code set up.

Account # Automatically populated from the Employee Master or pay code set up.

Project Enter the Project number if applicable. If a project is entered, when payroll is
updated, the cost of this labor will transfer to the Project Tracking Cost form on
the GL menu.

Mode Automatically populated from the Employee Master or pay code set up.

Emp Cls Automatically populated from the Employee Master or pay code set up.

321 Cls Enter the NTD 321 class, if applicable.

Misc/Days Used only if pay period code in employee master is DM, enter the number of

days worked. This factor is used for computing taxes.
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Field Name Description
Time In Enter the time the employee clocked in, if applicable
Time Out Enter the time the employee clocked out, if applicable
Time Automatically calculates based on the times entered in Time In and Time Out

Total Hours

The total hours display in this field after the Totals button is clicked

Totals

Click Totals to calculate the hours and pay for all entries displayed on the form

If Quick Entry is selected, the following form displays:

Time Ently Fiscal Year: (2021 || Pay Period: [Bw |[_|[BI'WEEKLY Department i: | [ All Departments
Payroll Year: 2021 |, Starting: | 01/01/2021 Ending: | 12/31/2021
Scheduled Cycle: 1 « Period Starting: | 01/01/2021 Period Ending: | 01/14/2021 Check Date: | 01,/20/2021
Employee #: 2 | Dept #: |
[]124 Hour Time Entry Starting Date: |01/01/2021 |  Ending Date: (01/14/2021 @
P “ .
Employee # Name Date Dept l:oadve Run # Detail Entry
| (020010 7 | [SAMPLE EMFPLOYEE |1 S0 & |2 2 |\u"AE 2? |
Decimal Time
Project: Time hhhmm Time In Time Dut Time
[ 2 [ o000 | g0 | @ | @l 200
020010 7 | [SAMPLE EMFPLOYEE |1 £30204 & |2 2 |\u"AE 2? |
Decimal Time
Project: Time hhhmm Time In Time Dut Time
[ 2 [ o000 | g0 | @ | @l 200
020010 7 | [SAMPLE EMFPLOYEE |1 A0201 & |2 2 |SGA 2? |
Decimal Time
Project: Time hhhmm Time In Time Dut Time
[ 2 [ o000 | g0 | @ | @l 200
020010 7 | [SAMPLE EMFPLOYEE |1 5204 B |2 2 |JDF' 2? |
Decimal Time
Project: Time hhhmm Time In Time Dut Time
Totals Total Hours: -
Record: M 1 L Search
Field Name Description
Employee # Enter the employee number
Name Automatically populated based on the employee number entered
Date Enter the date worked
Pay Code Enter the applicable pay code
Department Automatically populated from the Employee Master
Run # Enter the run number, if applicable or leave blank
Project Enter the Project number if applicable. If a project is entered, when payroll is

updated, the cost of this labor will transfer to the Project Tracking Cost form on
the GL menu.

Decimal Time / Time
hhmm

Time can be entered in either field. If time is entered in the Decimal Time field,
the system will compute and automatically populate the Time hhmm
(Hours/Minutes). If time is entered in the Time hhmm field, the system will
compute and automatically populate the Decimal Time field.

Time In Enter the time the employee clocked in, if applicable

Time Out Enter the time the employee clocked out, if applicable

Time Automatically calculates based on the times entered in Time In and Time Out
Total Hours The total hours display in this field after the Totals button is clicked

Totals Click Totals to calculate the hours for all entries displayed on the form

Avail Technologies Inc. April 2021

Page 132 of 189




Avail Technologies

Payroll Manual

Average Hours Worked

Select Average Hours Worked to calculate the average hours worked and preview and/or print a report.

The following form displays:

Average Hours Worked
All Departments
All Employees

Week Starting Date: B

Pay Period: o

Department:

Employee #:

Week Ending Date: B

™|

al

Weeks Worked:

| Eaming
Codes

Compute
Averages

Display
Averages

Print
Averages

Click Earning Codes to complete the one time set up. The following form displays:

Average Hours Worked
All Departments
All Employees

‘wWeek Starting Date: B

Pay Penod: =

Department:

Employee #:

‘wWeek Ending Date: B

|

al

Weeks Worked:

Earn -
Code Description Eaming
y Codes
i c
3 P
C COMID-19 W2 Test Rz
E Test R
F WORKING FOREMAN PAY A?,:,':;ig
H HOLIDAY
L CONTINGENCY PAY Print
2] MISCELLANEQUS Averages
M MIGHT SHIFT FREMILK
) OVERTIME
F PAID PERSONAL LEAVE
13 Mo Pay
5l REGULAR
3 Sk
v, VACATION
% PAID TIME OFF
Field Name Description
Earn Code Select each of the Earn Codes to be used in the average hours worked

calculation

Enter Week Starting Date and Week Ending Date; click Compute Averages. Click OK on the completion

message.
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Click Display Averages. The following form displays:

Average Hours Worked Pay Period: [Bw | || EIWEERLY
[ All Departments Department: " |
[ All Employees Employee #: ? |
Week Starting Date: |1/1/2021 ] ‘Week Ending Date: [1/14/2021 B Weeks Worked: 2
Average -
Hours Weeks Hours Eglr:]mg
Emp it Name Worked Worked Worked s
» [Bz001o [S&MPLE EMPLOVEE [ 5250 | A 26:29 Pompule
g
| Display
Averages
Print
Averages
Total Employees: 1 Totals:‘ 5258 | 2 | 26:29

Click Print Averages to view the report on the screen. Use the file/print option to print a copy of the

report.

Average Hours Worked

Week Starting: 01/01/2021 Week Ending: 01/14/2021 Average
Hours Weeks Hours

Emp # Name Worked Worked Worked
020010 SAMPLE EMPLOYEE 52:58 2 26:29
Total Employees: 1 Totals: 52°58 2 2629

Process Other Pay

*** |f ‘Other Pay’ is based on Overtime, the Overtime calculation must be processed and updated

prior to running this process. If overtime is rerun, other pay must be rerun.

*** Once the ‘Other Pay’ process has been run, if there are ANY edits in the Labor Entry, the ‘Other

Pay’ process must be rerun if the ‘Other Pay’ is based on a percentage of earnings.

Select Process Other Pay on the Pay Time Entry; the following form displays:

Process Other Pay Pay Period: [Bw |- [BIWEEKLY @
Payroll Year: 2020 ., Starting: | 124542019 Ending: | 12312020
Scheduled Cycle: [[E |..| Period Starting: | 05/31/2020 Period Ending: | 06/13/2020 Check Date: | 05/13/2020

Starting Date: |05/31/2020 @ Ending Date: [08/13/2020 @&

Delete

Field Name Description
Pay Period Enter the Pay Period or accept the default
Payroll Year Enter the payroll year or accept the default
Scheduled Cycle Select the applicable cycle from the drop-down list
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Starting Date

Enter the pay cycle starting date or accept the default. Dates in this field will
be used for calculation of other pay. If all days in the pay cycle are to be used
for the calculation, accept the default date.

Ending Date

Enter the pay cycle ending date or accept the default. Dates in this field will
be used for calculation of other pay. If all days in the pay cycle are to be used
for the calculation, accept the default date.

Click Calc. The following form displays:

Process Other Pay

Bw BIWEEKLY @
2020 Starting: | 12418/2019 Ending: | 12/3/2020
13 Period Starting: | 05/31/2020 Period Ending: | 06/13/2020 Check Date: | 06/19/2020

05/31/2020 @ 06/13/2020 @

Calculate Other Pay

All Departments
All Employees

Status: Inactive

Department:

||

Employee #: 2 |

Frequency for Pay: | € | |2nd pay of month

Start

Field Name

Description

All Departments

To calculate ‘Other Pay’ for all employees whose employee master files
include the 'Other Pay’ setup leave All Departments checked. To calculate
‘Other Pay’ for a specific department, select the department from the drop-
down list

All Employees

To calculate ‘Other Pay’ for all employees whose employee master files
include the ‘Other Pay’ setup leave All Employees checked. To calculate
‘Other Pay’ for a specific employee, select the employee number from the
drop-down list

Frequency for Pay

Select the applicable pay frequency from the drop-down list

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW

Starting Date: 05/31,/2020
Ending Date: 06/13/2020
All Employees

All Departments

Continue?

Yes

Click Yes to continue or No to cancel. Click OK on the completion confirmation message.

Click Stop to reactivate the buttons. Click Print to review/print the calculation audit report:
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Other Pay Report

Pay Period:| BW Period Starting:| 05/31/2020 |F'eriod Ending:‘ 06/13/2020 |

Check Tran Pay Rate Premium
Emp# Type Date Code EC PayRate Factor Rate Hours Extra Pay Total Pay
020010 SAMPLE EMPLOYEE
BC 06/13/2020 MBN M $0.0000 1.0000  $0.0000 0.00 $500.00 $500.00
Check Total: 0.00 $500.00 $500.00
Report Total: 0.00 $500 00 $500.00

There is NO update process on this calculation. Once calculated, the entries are automatically
transferred to the Labor Entries. Rerunning this process will NOT result in duplicate records. If the
process is rerun, the existing records from the Other Pay process will be deleted and new ones

created.

Purge Labor

Select Purge Labor to purge labor from the current pay cycle. The following form displays:

Labor Purge Pay Period: [Bw o] | BIWEEKLY

Payroll Year: 2021 || Starting: | 014012021

Ending: | 1243172021

D

Scheduled Cycle: (& . Period Starting: 01 /1542021 Period Ending: 0142842021 Check Date: 02/03/2021
Starting Date: |01/15/2021 & Ending Date: |07/258/2021 ]
Start
Field Name Description
Pay Period Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populated based on the payroll year that was selected.

Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date

Automatically populated based on the scheduled cycle that was selected.

Starting Date

Automatically populated based on the scheduled cycle that was selected. Edit
the starting date to the first date of the date range being purged.

Ending Date

Automatically populated based on the scheduled cycle that was selected. Edit
the ending date to the last date of the date range being purged.

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Starting Date: 01,/15/2021
Ending Date: 01/28/2021

Continue with purge?

Yes
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Click Yes to continue or No to cancel.

If Yes, the following form displays:

Labor Purge Bw [ BIWEEKLY @
2021 Starting: | 01/01/2021  Ending: | 123202
2 Period Starting: | 01/15/2021 Period Ending: [ 01/28/2021 Check Date: [ 02/05/2021
e [z
Purge Labor Entries
Status: Inactive
§°  Department: |

[Z]All Employees Employee #: all

[Z]All Pay Codes Pay Code: || T

Field Name | Description

Status Inactive will automatically display; once Delete is clicked the status will change
to In Progress

All Departments Leave the box checked to purge all records for all departments for the
selected date range.

Department Select the department from the drop-down list if purge is being run for all
departments for the selected date range.

All Employees Leave the box checked to purge records for all employees for the selected
date range. If a specific department and all employees were selected, the
purge will be run for all employees in that department

Pay Code Leave the box checked to purge all records for all pay codes for the selected
date range.

Click Delete to continue. The following confirmation message displays:

Microsoft Access

Pay Period: BW

Starting Date: 01,/15/2021
Ending Date: 01/28/2021
All Employees

All Departments

All Pay Codes

Continue?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access

o 3 records found,

Continue?
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Click Yes to continue or No to cancel.

Click OK on the purge completion message.

Pay Check Processing

Payroll

- ==
| o|w |0 || m|w ]| =-

-
@

4

Payroll Maintenance

Pay Time Entiy

Pay Check Processing

Tax File Maintenance

Tax Reporting

Attendance

Timekeeping

Pension Management

Employee Reporting

Special Payioll Programs

Retuin To Previous Menu

Enter your selection:

e ) end e) ) emd esdes))emd | esd)

] Show Details

Pay Check Calculation

Paychecks can be calculated for the current pay cycle or if the calculation is being run for a pay period
that includes dates from the previous month, a preliminary calculation can be run for the days from the
previous month so that the payroll expenses can be posted to that month. Refer to the GL Accrual Auto
Post section of the manual for those instructions.

Select Paycheck Calculation to calculate pay for the selected pay cycle. The following form displays:

Payroll Paycheck Calculation  p,, period: 5 10 SIEERLY

Payroll Year: 2021 |..| Starting: | 01/01/2021
Scheduled Cycle: [[i |..| Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021
Period Starting Date: |05/07/2021 |g| Period Ending Date: |05/20/2021 [& Check Date: | 05/26/2021 @

Ending: | 1243172021

Check Date: | 05/26/2021

Calc Checks

Edit Checks
Preview Chk
Create Chk

Field Name

Description

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populated based on the payroll year that was selected.

Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected

Period Ending

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected

Period Starting Date

Automatically populated based on the scheduled cycle that was selected

Period Ending Date

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected
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Click Calc Checks. The following form displays:

Payroll Paycheck Calculation

B [ BIWEEKLY @
2021 Starting: | 01/01/2021  Ending: | 1243142021
10 Period Starting: | 05/07/2021 | Period Ending: ’m Check Date: ’m
05/07/2021 @ 05/20/2021 @ 05/26/2021 @
Calculate Checks
All Emplopees Employee #: 7

Frequency for Deductions: \

1 13t pay of manth
[] Delete Manual Checks § gf} :j,yj'r;“;:r — —
5 Spwmentn
Field Name Description

All Employees Leave the box checked to calculate pay for all employees

Employee # Enter the employee number to calculate pay for one employee

Frequency for Deductions | Select the applicable frequency for deductions from the drop-down list

Delete Manual Checks If manual checks had been previously entered and a recalculation is being
run, check this box if they are to be deleted and recalculated

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW
Period Starting Date: 05/07/2021

Period Ending Date: 05/20/2021
Frequency for deductions: 2
All Employees

Continue?

Click Yes to continue or No to cancel. Click OK on the calculation completion message.
Edit Checks

Click Edit Checks to edit and/or delete the calculated checks. The following form displays:
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Payroll Paycheck Calculation T BTEELT @
2021 Starting: [ 01/01/2021  Ending: [ 12/31/2021
10 Period Starting: | 05/07/2021 | Period Ending: [ 05/20/2021  Check Date: [ 05/26/2021
O5/07/2021 g 05/20/2021 @ 15/26/2021 @8
Edit Checks Tl Tofel
Check Gross Tax Deduction
Emp # Type Employee Name E amnings Amount Amount Het Pay
[EE | RG [S&aMPLE EMPLOYEE [ $1.21000 | $57.52 | $1.152.48 | $0.00
Check #:[  Check Date: [ 05/26/2021 Dept: |2 Print Check [ ] Manual Check
["] Print Stat: t [ Ach Deducti [ Manual Tax Adjustment [ ]M | Ded Adjustment Delete
Totals: | $1.21000 | $57.62 | $1.15248 | $0.00

The following fields can be edited and/or reviewed by double clicking in the field: Gross Earnings, Total

Tax Amount and Total Deduction Amount. The check can also be deleted, if necessary, by clicking
Delete. Deleting the check does NOT delete the labor entries. Labor entries must be deleted on the

Labor or Time Entry form.

Gross Earnings: Double click to review entries. Changes cannot be entered on this form. If changes are

necessary, they must be completed in Labor or Time Entry.

2] FNPR_PaycheckEamingCodeSubForm — O >

Earnings  Eme #: [020010 |5AMPLE EMPLOVEE
Check Type: RG Check #: Check Date: | 05/26/2021

E arnings Beq Hours Hours Hourz

Code Description Balance Eamned Used Available Pay Amount

| &  |3FsP | 0og | 0.oo | 0.og | 0oo | $0.00
| H  |HOLDAY | 0og | 0.oo | 0.og | 0oo | $0.00
| M |MISCELLAMEDUS | 0og | 0.oo | 0.og | 0oo | $0.00
| O  |OvVERTIME | 0og | 0.oo | 0.0g | 0oo | $0.00
| P |PAIDPERSOMALLEAVE | 0oo | 000 | 000 | ooo | $0.00
| R |REGUL&R | 0oo | 000 | 40.00 | ooo | $1.210.00
| 5 [5ICK | 0oo | 000 | 000 | ooo | $0.00
| v |vaCATION | 4000 | 000 | 000 | 34000 | $0.00
| ® |PaiD TIME OFF | 0oo | 000 | 000 | ooo | $0.00

Tnlals:lw

Record: W 1of 9 FH Search

Total Tax Amount: Double click to review and/or edit entries. Changes can be entered on this form. If
edits are made, the Manual Tax Adjustment field will be flagged. After changes are entered, payroll

must be recalculated for the edited employee.
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== FNPR_P aycheckTaxTotals5ubForm

Edit Taxes
Emp #: |I32EIEI‘IEI |S.-'1'«MF'LE EMPLOYEE

Check Type: R Check H: Check Date: | 05/2E/20M1
Penod Starting: | 05/07/2021 Penod Ending: | 05/20/2021

[JManual Tax Adjustment Employee

Earned Income Credit: Eiilﬁ i
FIT: $0.00

Employer

FICA: | $0.00

$0.00

Medicare: | $17.55
EITIW
IITIW
SDE[  §0.00

$17.55

Total Deduction Amount: Double click to review and/or edit entries. Changes can be entered on this
form. If edits are made, the Manual Ded Adjustment field will be flagged. After changes are entered,

payroll must be recalculated for the edited employee.

ZE' FMPR_PaycheckDeductionSubForm — O e
Edit Deductions  Emp #: [0z0000 [SAMPLE EMPLOYEE =
Check Type: | RG  Check#:[ Check Date: [ 05/26/2021
Priority Ded Employee Employer Balance Manual
i Code Description Amount Amount Forward Ded/Tax Adiustment
4 [ ToT[ PE [PERS FICKLP [ s1z100 | 3000 | a0 [0 O
[27 7T [ A [EMPLOYER PERS FICKLP [ [$36.30) | 53630 | a0 [0 O
[z TCT [P0 [PERS Fickupll [ 524200 | $000 | a0 [0 O
[fo o7 [ M [YMCADUES [ $0.00 | 3000 | a0 [0 O
[207 ToT [ ME — [MEDICAL [ $0.00 | 3000 | 8476 [D O
[0 ToT [0 [OFEINSURANCE [ $0.00 | $000 | a0 [0 O
[tor TOT [ UF [UNITED FUND [ 5300 | $000 | a0 [0 O
[2007TCT [BC [OHID DEFERRED COMP [ $14000 | $000 | a0 [0 O
[301 TUT [ U0 [UNION DUES-Twl [ $E0.00 | s000 | saol [0 O
[400 TOT [ CUT [CREDIT UNIDN [ s0.00 | s000 | saol [0 O
[g01 ToT [ 0D [Emplover Medical Cost [ $000 | 3000 | ool [ O
[s50 TOT [ DT [DueGCT [ s0.00 | s000 | saol [0 O
[338 ToT [ N1 [MetPay Adjustment [ $000 | 3000 | saol [0 O
[333 TUT [ WP [NETPaY [ 562278 | s000 | saol [0 O
i ™l [ | | | [ 0
Totals: | §1.15248 | 53630 | $34.76 -
Record: M 1of14 L Search

Preview Check

Click Preview Chk to view and/or print the Preview Check Register. The following form displays:
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050772021 @

Payroll Paycheck Calculation BT ETEERLY
2021 Starting: | 01/01/2021  Ending: | 12/n/004
10 Period Starting: | 05/07/2021 | Period Ending: | 05/20/2021  Check Date: | 05/26/2021

06/20/2021 @ 05/26/2021 @

Preview Checks

[ All Employees Employee #: |

Report Sort Order
Sort Checks By Employee #
[]Sort Checks By Employee Hame
[]Sort Checks By Department #/Employee #
[]Sort Checks By Department #/E mployee Name

7

Department: « | [~]All Departments

Audit Reports Mo Depatmental Sorting
[] Print Zero/Megative Checks
[[] Print Negative Leave Balances

[[] Print Abieviated Preview Register

Print
Field Name Description
All Employees Leave the box checked to view/print the register for all employees or enter an
employee number
Employee # Enter the employee number to view/print the register for one employee

Report Sort Order

Select the sort order for the report. If either of the options to sort by
department is selected, a department total page will be included

Department

Leave the box checked to view/print the register for all departments or select a
department from the drop-down list

Audit Reports

Check the applicable box to view/print the selected report

Click Print to view/print the selected report.

You will receive the following prompt. Click Yes to continue or No to cancel.
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Preview Check Register
[ Pay Period] BW [ Period Starting:[ 050072021 [ Period Ending] 05202021 |
Emp #:[020010 [ Name:[SAMFLE EMFLOYEE [ CheckType:ﬁG [ Check Date:05/28/2021 Chech # [ Dept
Address Line 1:)123 Main St [ [Manual Tax Adjustment Exemp- | Est. Additional | Head OF
Address Line 2:{100 [ [Manwal Ded Adjustment tions Exempt Pct Amount House
City/ State/Zip:|BARBERTCON [CH [#4202- A ch Deductions [] 3000
Wl[Print Check | [][Print Statement | [][Manual Check Pay Rate: $30.2500 2 3’2 ig
1 L
Current Yid Current
Non-Taxable Earnings: 30.00 $0.00 State Taxable Earnings: STOTO0 55457458 Gross Eamings: $1,210.00
FIT Earnings: 3T07.00 35,457 45 5m: |72 315084 Futa Eamings: $0.00
FIT: 30.00 3542.01 Local Taxable Earnings: 121000 FB45350 EIC: 0.00
FICA Earnings: 30.00 $0.00 LIT: $3025 3211.34 Total Taxes: SET.E2
FICA: $0.00 $0.00 SUTA Earnings: 000 $000 Total Deductions: $1.152.48 $8.840.T0
Medicare Earnings: $1,210.00 $5,6632.50 5Dl Earnings: 000 .00 Net Pay: 0,00 {5230.52)
Medicare: 317.55 $140.13 501 000 3000
Deductions Earnings
Code Employes Employer Employes Employer Code Type Hours Amount Year To Date
Drescription Amount Amount YearToDate | YearTo Date 1 [3PEP 0.00| 000 $2.420.00
PE [PERE.PICK-UP $121.00 $0.00 $889.25 $000 R_FEG 40.00) $121000 $8.693.50
Pl EMPLOYER PERS PICKUP {526.30) $36.30 {3280.81) 26081 Totals: 40.00| $121000 $11,1132.50
FD |PERS.Fick-upll 3242.00 000 000
UF_ |UNTED FUND $3.00 $0.00 3000
}C  |OHIO DEFERRED COMP. $140.00 $0.00 $0.00
UD  |UNION DUES-TWU 50.00 000 5. 000
CU |CREDIT UNION 0,00 000 X 000
DD [Employer Medical Cost $0.00 $0.00 30.00 3162200
NP |MET PAY ¥Wr2.ie 000 $21,568.74 000
Totals:| §1,152.48 $36.20 57 ,857.25 3188281
Current Leave Year To Date Leave
Beg End Beg End
Type Balance | Used |[Accrued |Available | Balance Balance | Adjust Used |Accrued |Available| Balance
51 CH 0.00| 0.00| 0.00| 0.00| .00 0.00| 0.00| Q.00 Q.00 000 000
JAC 240.00 0.00| 0.00| 0.00] 340.00) T2.00| 108.00) 000 1000 16000 34000
FTC .00 .00 0.00) 0.00) 0.00] 0.00) 0.00) 000 0.00 0.0 0.00

Create Check

Click Create Chk to enter data for a manual check. Time must be entered in Labor or Time entry to

calculate the check. The following form displays:

Payroll Paycheck Calculation w0
2021

Period Starting: | 05/07/2021

05/07/2021 @

EI*wEEKLY

Starting: ‘ /0172021 Ending: | 1243172021

05/20/2021

05/20/2021 @

Period Ending:

D

Check Date: | 05/26/2021
05/26/2021 @@

Create Check Record

Checking Account #: 1234567539 | |Manual Screenshots

? |SAM PLE EMPLOYEE

Employee #: 020010

Check Type: TP [J|[3PSF

Check #: Check Date: |02/02/2021 Manual Check

12345

[] Print Check

Create Check Record

Field Name Description
Employee # Enter the employee number
Check Type Select the check type from the drop-down list
Check # Enter the check number of the manual check
Check Date Enter the check date of the manual check
Manual Check Check the box to flag the entry as a manual check

Click Create Check Record. The following confirmation message displays:
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Pay Period: BW
Period Starting Date: 05/07/2021

Period Ending Date: 05/20/2021
Employee #: 020010 SAMPLE EMPLOYEE
Check Type: TP

Caontinue?

Click Yes to continue or No, to cancel.

Click OK at the record creation confirmation. When payroll is calculated, the manual check will be
included in the reports; however, a check will not print. Careful review of the amounts on the manual
check and the amounts that were calculated in FNW is essential. If discrepancies occur, edit the check so

that the amounts on the FNW check match the amounts on the manual check.

Deduction Audit Report

Select Deduction Audit Report to preview and/or print the reports for the current or previous pay cycles.

The following form displays:

Deduction Audit

Pay Period: Bw | |BI-WEEKLY
Scheduled Cycle: [] .| Period Starting: | 01/01/2021 | Penod Ending: | 01/14/2021 Check Date: | 01/20/2021
Starting Date: [01/01/2021 [@ Ending Date: |01/14/2021 @

Payroll Year: 2021 | Starting: | 01014201 Ending:| 124312204

[ All Deductions Deduction Code: a |

[[] Print Social Security # [7] Alpha Name Sort

Display

Print

Field Name Description
Pay Period Select the pay cycle from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected.

Period Ending

Automatically populated based on the scheduled cycle that was selected.

Check Date

Automatically populated based on the scheduled cycle that was selected.

Starting Date

Automatically populated based on the scheduled cycle that was selected.
This date can be edited to any date within the payroll year selected

Ending Date

Automatically populated based on the scheduled cycle that was selected.
This date can be edited to any date within the payroll year selected

All Deductions

Leave the box checked to view and/or print all deductions

Deduction Code
a specific deduction

Select a deduction code from the drop-down list to view and/or print data for

Print Social Security # | Check the box to include the employees’ Social Security Numbers on the

report(s)

Alpha Name Sort Check the box to sort the report in alphabetical order
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Click Display. The following form displays:

Deduction Audit
Pap Period: BY |, |B\-WEEKLY Paproll Year: 2021 || Starting: | 01/01/2021  Ending: | 1243142021
Scheduled Cycle: [1 | Period Starting: | 01/01/2021 | Period Ending: [ 07/14/2021 Check Date: [ 01/20/2021
Starting Date: |01/01/2021 @ Ending Date: |01/14/2021 @
[] All Deductions Deduction Code: o | [] Print Social Security # [] Alpha Name Sort
Emp H Name Ded Soc Sec it E:npluyele Elmpluyt?l ‘Tulall E Display i
[ER] |EMPLOWEE GAMPLE IT |555-55-5555 | #4000 | $0.00 | $140.00 | Print |
[o20010) [EMPLOYEE SAMPLE IW [555-55-5555 | $1.48221 | $0.00 | $1.482.21
[o20010) [EMPLOYEE SAMPLE W |555-55-5555 | $53240 | $0.00 | $532.40
|n20ma |EMPLOVEE GAMPLE IT |555-85-5555 | $2EE20 | o0 | $266.20
[020010 [EMPLOYEE SAMPLE [ P [65565655E | [$79.86] | §79.86 [ $0.00
|nz0ma |EMPLOYEE SAMPLE W |555-55-5555 | $60.00 | $0.00 | $60.00
[ER] |EMPLOEE SAMPLE IF |555-55-5555 | $300 | $0.00 | $3.00
Totals: | $240355 | $73.85 | $2.483.81

If All Deductions was checked, employees will be grouped and listed in employee number order. If a
specific Deduction Code was selected, the employees will be listed in employee number order.

Click Print and the report displays on the screen. Use the file/print option to print a copy of the report.

If All Deductions was checked, the report will print a new page for each deduction code. The default
sort order for the report is employee number. If alpha name sort was selected, the report prints in

alphabetical order.

Check Deduction Audit

Total # Deductions: 1

Period Starting: 05/07/2021  Period Ending: 05/20/2021 Pay Period: BW
Deduction: DC OHIO DEFERRED COMP. Employee Employer Total
Emp # Employee Name Amount Amount Amount
020010 SAMPLE EMPLOYEE $140.00 $0.00 $140.00
DC  OHIO DEFERRED COMP. Totals: $140.00 $0.00 $140.00
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General Ledger Posting Audit

Select General Ledger Posting Audit to calculate the payroll General Ledger entries. The following form
displays:

General Ledger Posting Audit
Fiscal Year: 1§ .| Pay Period: B | |B|-W'EEKLY Paproll Year: 2020 |.. | Starting: ‘ 12/15/2019 Ending:l 1232020
Check Date: [07/20/2021 [J] Period Starting: | 11/01/2021 | Period Ending: [ 07/74/2021
[ Al Employees Employee #: 2 | Dept #: | []Account Totals Only
Display
Print
Calc Postings
Validate
Edit Ded
Edit Labor
Xfer Accruals
Field Name Description
Fiscal Year Select the current fiscal year from the drop-down list
Pay Period Select the pay cycle from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.
Check Date Select the applicable check date from the drop-down list

Period Starting

Automatically populated based on the check date selected

Period Ending

Automatically populated based on the check date selected

All Employees Leave the box checked to calculate the general ledger entries for all
employees
Employee # Enter an employee number to calculate the general ledger entries for a

specific employee

Account Totals Only

Check this box to view a summary report of postings after the general ledger

calculation completes

Click Calc Postings. The following confirmation displays:

Microsoft Access

o This process will generate new General Ledger postings for

the dates selected.

Continue?

Click Yes to continue or No to cancel.

Click OK on the calculation completion message.
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Click Display to view detailed entries. The following form displays:

General Ledger Posting Audit
Fiscal Year: 2021 || Pay Perod: B | |B\VWEEKLY Payroll Year: 2020 |..| Starting: | 12415/2019 Ending:| 12/31/2020
Check Date: [01/20/2021 |.,| Peried Starting: | 01/01/2021 | Peried Ending: [ 01/14/2021
[~] All Employees Employee #: ? | Dept #: | [[JAccount Totals Only
Period Chk -
Employee # EndDate TYP Divit Account # Description Debit Credit
[oz0010 [mA%2021 [RG [ 10 [1010100001 [OPERATING FUND [ $000 | $533.67 Print
[oz001a [mA%2021 [RG | 10  [2020100001 [ACCRIJED WAGES PATABLE [ $000 | $1.486.48 Calc Postings
[Gzoa1a [0114/2021 [RG [ 10 |2020100002 [FEDERAL INCOME TER wiH [ $000 | $109.74 TR
[0z0010 [O1/14/2021 [RG [ 10 [2020100003 [STATE T WiH [ 5000 | $43.98 Edit Ded
[0z0010 [mMA%2021 [RG [ 10  [2020100004 [CITY TEX WiH [ $000 | $56.73
[oz0010 [mMA%2021 [RG [ 10 [2020300001 [P.ER.S. WITHHELD [ s00.08 | $347.02 EeitlCaboy
[b20010 [Ot/4/2021 [RG [ 10 [2020300002 [UNIDN DUES [ 5000 | $50.00 Xfer Accruals
[bz0010 [O1/A4/2021 [RG [ 10 [2020300003 [UNITED FUND [ $000 | $300
[0z20010 [O1/14/72021 [RG [ 10 [2020300007 [OFEDCF DEFERRED-COMPENSATION [ $000 | $140.00
[020010 [mMA%2021 [RG [ 10  [2020800009 [MEDICARE WITHHELD [ $000 | §77.42
[oz001a [mA%2021 [RG [ 10 [5010103001 [05w - REVENUE VEHICLE OPERATION [ $1.94337 | $0.00
[oz001a [mA%/2021 [RG [ 10 [5020103001 [F.ERS. - REVENLE VEHICLE OFERATORS [ $80.08 | $0.00
[bz0010 [O1/A4/2021 [RG [ 10 [5020103003 [MEDICARE - REVENUE VEHICLE OFERATORS [ 53871 | $0.00
[0z20010 [O1/14/72021 [RG [ 10 [5021003001 [HOLIDAY - REVAEH OPERATORS [ $24200 | $0.00
[oz0010 [mA%2021 [RG [ 10 [5021102001 [VACATION- REVVEH OPERATORS [ $48400 | $0.00
[6=3a3 [mA%2021 [RG | 10 [2020100001 [ACCRIJED WAGES PATABLE [ $000 | $3.064.98
| i Chimamnms o T 90 {20700 0nno [CCOCDAL INCOKME T i | gnon | 4740 CF
Balance: | $0.00 | §7.94074 | $7.040.74 -

To view a summary,

check the Account Totals Only box and click Display. The following form displays:

General Ledger Posting Audit
Fiscal Year: (2021 [ | Pay Period: Bw | |[BI'WEEKLY Payroll Year: (2020 [, | Starting: [ 12/15/2019  Ending: | 12/31/2020
Check Date: [07/20/2021 || Period Starting: | 01/01/2021 | Period Ending: [ 01/14/2021
[] All Employees Employee #: Fl ‘ Dept #: | [+] Account Totals Dnly
Div # Account # Description Debit Credit
[ 70 [toio1o0001 [OPERATING FUND [ $0.00 | $53387
| 10 2020100001 |CCRUED WAGES PAYABLE | $0.00 | $5,351.46
| 10 2020100002 |FEDERAL INCOME Tk wi/H | $0.00 | $850.29
[ 10 2020100003 [STATE Taxwi/H | $0.00 | $240.65
| 10 2020100004 |CIT T widH | $0.00 | $191.73
| 10 2020300001 |F.E.R.5. wITHHELD | $50.08 | $347.02
[0 [z0z000002 [ONION DUES [ $0.00 | $60.00
| 10 2020200003 |UMITED FUND | $0.00 | $3.00
| 10 2020200007 |OFEDCF DEFERRED-COMPEMSATION | $0.00 | $140.00
| 10 [2020300009 [MEDICARE wATHHELD | $0.00 | $222.42
[ 10 [soioiosoot [05% - REVENUE YEHICLE OFERATION [ #1.94357 | $0.00
| 10 |s010z16001 |OTHER 5w - FINAMCE | $5.000.00 | $0.00
| 10 [s020003001 |F.E.R.5. - REVEMUE YEHICLE OFERATORS | $80.08 | $0.00
[70[s0z0103003 [MEDICARE - REVENUE VEHICLE OPERATORS [ $3871 | $0.00
| 10 [s020118002 |MEDICARE - FINANCE | $7280 | $0.00
[ 10 [s021003001 [HOLID&Y - REVEH OFERATORS | $242.00 | $0.00
[ 10 [soz1i0a00t [ACATION- REVEH OPERATORS [ 40400 | $0.00
Balance: | $0.00 | 794074 | $7.940.74 -

] Display

Print
Calc Postings
VYalidate
Edit Ded
Edit Labor

Kier Accruals
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TIP: If you click in Description and then right mouse click and select sort it will put the description in
alphabetical order making it easier to identify invalid accounts that need corrected prior to updating

payroll.
General Ledger Posting Audit
Fiscal Year: 2021 || Pay Period: [Bw | |[BIWEEKLY Payroll Year: [2020 [ | Starting: [12/15/2013  Ending: [ 12/31/2020
Check Date: [01/20/2021 [ Period Starting: | 01/01/2021 | Period Ending: [ 01/14/2021
[] All Emplopees Emplopee #: 7 | Dept #: | [] Account Totals Only lm)
Div i Account # Description Debit Credit s

| 10 [ototooom |OPERATING FUND I i [ $533E7

[ 10 [2020100007 [ACCRUED WAGES PAYABLE Sybferm P T

[10 " [20207100002 [FEDERAL INCOME Ta&x WiH L

[0 [2020100003 [STATE TaxwiH Em Copy o §2005

[10 [2020100004 [BTY TawH R

[10 [2020300001 [FERS WITHHELD Tz

[10 " [2020300002 [ONION DUES CSE000

[0 [2020300003 [UNITED FUND 2l SortAteZ I

[10 " [2020300007 [OPEDCP DEFERRED-COMPENSATION il sotZtoa T §14000

[0 [2020300003 [MEDICARE wITHHELD Cosamaz

[10 [5010103001 [0S/ - REVENUE VEHICLE OPERATION L

[10 [5070Z1E007 [OTHER S - FINANCE L

[10 " [s020103001 [P.ER.5. - REVENUE VEHICLE OPERATORS | $a008 | 000

[ 10 [5020103003 [MEDICARE - REVENUE VEHICLE OPERATORS [ $38.71 | $0.00

[10 [sozoi1E002 [MEDICARE - FINANCE [ $7250 | $0.00

[10 [50Z1003001 [HOLIDAY - REV-VEH OPERATORS [ $24200 | $0.00

[10 " [s021102001 [VACATION- REVVEH OPERATORS [ $434.00 | $0.00

Balance: | o0 | 794074 | $7.940.74 -

Display

Print
Calc Postings
Yalidate
Edit Ded
Edit Labor

Xfer Accruals

Click Print to view and/or print the General Ledger Detail report. The following report displays:

Payroll General Ledger Posting Detail Audit Report
Check Date: 01/20/2021 Pay Period: BW
Posting Chk
Date Typ Div# Account # Description Debit Credit
Employee: 020010 SAMPLE EMPLOYEE
01/20/2021 RG 10 1010100001 OPERATING FUND $0.00 $533.87
01/20/2021 RG 10 2020100001 ACCRUED WAGES PAYABLE $0.00 $1,486 48
01/20/2021 RG 10 2020100002 FEDERAL INCOME TAX W/H $0.00 $109.74
01/20/2021 RG 10 2020100003 STATE TAXW/H $0.00 $43.08
01/20/2021 RG 10 2020100004 CITY TAXW/H %000 $66.73
01/20/2021 RG 10 2020300001 P.E.R.S. WITHHELD $80.08 $347.02
01/20/2021 RG 10 2020300002 UNION DUES $0.00 $60.00
01/20/2021 RG 10 2020300003 UNITED FUND $0.00 $3.00
01/20/2021 RG 10 2020300007 OPEDCP DEFERRED-COMPENSATION $0.00 $140.00
01/20/2021 RG 10 2020300009 MEDICARE WITHHELD %000 $77.42
01/20/2021 RG 10 5010103001 OSW - REVENUE VEHICLE OPERATION $1,943.37 $0.00
01/20/2021 RG 10 5020103001 PERS - REVENUE VEHICLE OPERATORS $80.08 $0.00
01/20/2021 RG 10 5020103003 MEDICARE - REVENUE VEHICLE OPERATORS $38.71 $0.00
01/20/2021 RG 10 5021003001 HOLIDAY - REV-VEH OPERATORS $242.00 $0.00
01/20/2021 RG 10 5021103001 VACATION- REV-VEH OPERATCORS $484.00 $0.00
$2,868.24 $2,868.24

Check the Account Totals Only box and click Print to view and/or print the General Ledger Summary

report. The following report displays:
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Payroll General Ledger Posting Summary Audit Report
Check Date: 01/20/2021 Pay Period: BW

Div # Account # Description Debit Credit
10 1010100001 OPERATING FUND $0.00 $533.87
10 2020100001 ACCRUED WAGES PAYABLE $0.00 $5,351.46
10 2020100002 FEDERAL INCOME TAX WiH $0.00 $850 39
10 2020100003 STATETAX W/H $0.00 $240 85
10 2020100004 CITY TAX WIH $0.00 $191.73
10 2020300001 P.E.R.S. WITHHELD $80.08 $347.02
10 2020300002 UNION DUES $0.00 $60.00
10 2020300003 UNITED FUND $0.00 $3.00
10 2020300007 OPEDCP DEFERRED-COMPENSATION $0.00 $140.00
10 2020300009 MEDICARE WITHHELD $0.00 $222.42
10 5010103001 OSW - REVENUE VEHICLE OPERATION $1,943 37 %000
10 5010216001 OTHER SW - ANANCE $5,000.00 %000
10 5020103001 P.E.R.S. - REVENUE VEHICLE OPERATORS $80.08 %0.00
10 5020103003 MEDICARE - REVENUE VEHICLE OPERATORS $38.71 %0.00
10 5020116002 MEDICARE - FINANCE $72.50 $0.00
10 5021003001 HOLIDAY - REV-VEH OPERATORS $242.00 $0.00
10 5021103001 VACATION- REV-VEH OPERATORS $484.00 $0.00
Division Totals: 10 §7,040.74 $7,940.74
Report Totals: $7,940 74 $7,940 74

TIP: It is recommended to print/PDF the reports PRIOR to updating payroll. Once payroll is updated the

information will not be available to print.

Click Edit Ded to edit deductions. The following form displays:

General Ledger Posting Audit

Check Date: |01/20/2021 |..| Period Starting: | 01/01/2021 | Period Ending: | 01/14/2021

Fiscal Year: 2021 |..| Pay Period: B\ |.. |B|—W’EEKLY Paproll Year: 2020 |..| Starting: | 1218/2019 Ending:l 1243142020

[ All Employees Employee it: 2 | Dept #: ‘ [] Account Totals Only k]

Edit Deduction GL Posting Accounts

Period Chk Ded Employee Employer
Employee # End Date Typ Prioity Code Div # A # A A
020010 01/14/2021 [RG 1 PE Employer Debit: [10 [ [2020100002 || $266.94 | $0.00

Employer Credit: [10 || [2030100002 |

Display
Print

Calc Postings

Employee Credit: 1 + | (2020300000 .

020010 01142021 | RG Employer Debit: | “ | | $533.87 | $0.00
Employer Credit:
Employee Credit: 10101000071

020010 M/14/2021 [ RG Employer Debit: | v | | $0.00 | $0.00
Employer Credit:
Employee Credit: 2020300005

020010 01142021 | RG Employer Debit: | ~ | | $0.00 | $0.00
Employer Credit:
Employee Credit: 1010100003

020010 0142021 [RG [ 30 Employer Debit: | = | | $0.00 | $0.00
Employet Credit:
E Cradit- lm— IW
Total: | $2.410.21 | $A0.05

Employee Credit: [10 | ] [2020300001 |o VYalidate
[EN] mA4/2021 [RG 2 Fi Employer Debit: [10 [ ] [5020103001 [ | ($30.08] | $40.03 E Edit Ded ]
Employer Credit: ’ﬁ [2020300001 o7 Edit Labor

Kfer Accruals

The only changes allowed on this form are to the general ledger posting accounts. Amounts cannot be

changed. Once changes are made, calculate the postings again to see the changes.
Click Edit Labor to edit labor entries. The following form displays:
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General Ledger Posting Audit
Fiscal Year: [2021 [.| Pay Period: [Bw [ |[BIWEEKLY Payroll Year: 2020 [ | Starting: [12/15/2019  Ending: [ 12/31/2020 ﬁ
Check Date: [11/20/2021 || Period Starting: | 01/01/2021 | Period Ending: [ 07/14/2021 =i B
[] Al Employees Employee #: 2 | Dept ﬂ:| [] Account Totals Only ) i
Edit Labor GL Posting Accounts Display
Chk Pay Pay -
Employee i Date Typ Code Divi Account # Amount Print
[020010 [01/z72021 [RG [ vaC [0 [o][s0zi103001 (o] s242.00 Calc Postings
[020010 [01/032021 [RG [ vaC [0 [o][s0zi103000 (o] s$242.00 —
[020010 [01/0472021 [RG [ SGA [0 (o] [s010703001 o[ s242.00 Edit Dod
[020010 [01/6/2021 [RG [ JOP [0 [o][s0i0T03001 o[ s$242.00 L
[020010 [01/06/2021 [RG [ HOL [0 [U][s02iooaoot (O] s242.00
[0z0010 [m/s/2021 [RG [ SGA [0 [][010103001 [o[[  s242.00 Hler Accruals
[020010 [01/0/2021 [RG [ SGA [0 (o] [s010703001 [o][ s$242.00
[020010 [o1/172021 [RG [ PLT [0 (o] [sO0T03001 o[ s266.00
[020010 [01/z72021 [RG [ 075 [0 [o][sotofodoot (o[ $28.23
[020010 [01/2/2021 [RG [ SGA [0 [o[[smioioaoot [ s2%8.47
[020010 [01/13/2021 [RG [ SGA [0 (o] [s010703001 o[ s242.00
[020010 [01/142021 [RG [ 075 [0 [o][soiofodoot (o] s46.89
[020010 [01/142021 [RG [ SGA [0 (o] [s0i0T03001 (o] $93.78
[5%333 [m/ms/2021 [RG [ SGA [0 [][BO0T0ZI600T ||| $5,000.00
Total: | 57,689.37

The only changes allowed on this form are to the general ledger posting accounts. Amounts cannot be
changed. Calculate the postings again.

Month/Year End Payroll Accrual

When the pay period includes time from two months, Finance may request to have the payroll accrue for
the first month. To create automatic entries for General Ledger posting to a previous month, payroll can
be calculated for only the days from the previous month. There are three steps to this process: Calculate
the payroll for the days in the previous month, calculate the GL Postings and transfer the accrual.

1. Calculate pay for the days in the previous month.

Go to Paycheck Calculation (Menu Item #1). The following form displays:

Payroll Paycheck Calculation ¢, pesiod: (5w [ BIWEEKLY @

Payroll Year: | 2020 |.. | Starting: | 12/15/2019  Ending: | 1243122020
Scheduled Cycle: 15 ., | Period Starting: | 05/25/2020 | Period Ending: | 07/11/2020 Check Date: | 07/17/2020
Period Starting Date: |06/28/2020 |g Period Ending Date: |06/30/2020 || Check Date: | 06/30/2020 &

Calc Checks
Edit Checks
Preview Chk
Create Chk
Field Name Description

Pay Period Select the pay period from the drop-down list

Payroll Year Select the payroll year from the drop-down list

Starting Automatically populated based on the payroll year that was selected.

Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle Select the applicable cycle from the drop-down list

Period Starting Automatically populated based on the scheduled cycle that was selected
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Period Ending

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected

Period Starting Date

Automatically populated based on the scheduled cycle that was selected

Period Ending Date

Enter the last day of the month being accrued

Check Date

Enter the same date that was entered for the Period Ending Date.

Click Calc Checks. The following form displays:

Payroll Paycheck Calculation

B
2020

BI*WEEKLY
Starting: | 1241542019
Period Starting:  05/28/2020
0G/28/2020

D

Ending: ‘ 1243172020

Period Ending: | 07/11/2020  Check Date: | 07/17/2020

06/30/2020 @ 06/30/2020 @

15

Calculate Checks

All Employees

Frequency for Deductions:
[]Delete Manual Checks

Employee #: || 2

s

Delete Start

Field Name Description
All Employees Leave the box checked to calculate pay for all employees
Employee # Enter the employee number to calculate pay for one employee

Frequency for Deductions

Select the applicable frequency for deductions from the drop-down list

Delete Manual Checks

Leave the box unchecked

Period Ending

Automatically populated based on the scheduled cycle that was selected

Click Start. The following confirmation message displays:

Microsoft Access

Pay Period: BW

Period Starting Date: 06/28/2020
Period Ending Date: 06/30/2020
Frequency for deductions: 2

All Employees

Continue?

Yes

Click Yes to continue or No to cancel. Click OK on the calculation completion message.

Click Preview Chk to view and/or print the Preview Check Register. The following form displays:
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Payroll Paycheck Calculation & TR @
2020 Starting: | 12/15/2013  Ending: | 12/31/2020
15 Period Starting: | 06/23/2020 | Period Ending: | 07/11/2020 Check Date: | 071 7/2020
0E/28/2020 @ 0E/30/2020 @ 0E/30/2020 |
Preview Checks
[ All Employees Employee H#: | ]
Report Sort Order Department: « | [~ All Departments

Sort Checks By Employee it

[]Sort Checks By Employee Name

[[] Sort Checks By Department #/Employee #

[[] Sort Checks By Department #/Employee Name

Audit Repoits No Departmental Sorting
[C] Print Zero/Megative Checks

[] Print Hegative Leave Balances

[] Print Abreviated Preview Register

Print
Field Name Description
All Employees Leave the box checked to view/print the register for all employees or enter an
employee number
Employee # Enter the employee number to view/print the register for one employee

Report Sort Order

Select the sort order for the report. If either of the options to sort by
department is selected, a department total page will be included

Department

Leave the box checked to view/print the register for all departments or select a
department from the drop-down list

Audit Reports

Check the applicable box to view/print the selected report

Click Print to view/print the selected report.

Create the general ledger postings from the calculation.

Go to General Ledger Posting Audit (Menu Item #3). The following form displays:

Fiscal Year: 2020 [

All Employees

General Ledger Posting Audit

Pay Period: Bw .. |EI-W'EEKLY Payroll Year: |2020 | .| Starting: \ 12115/2M9 Ending:| 12/31/2020
Check Date: [IFEIEIEE || Period Starting: | 05/31/2020 | Period Ending: [ 05/31/2020
Employee #: 27 | Dept #: | [JAccount Totals Only
Display
Print

Calc Postings
Validate
Edit Ded

Edit Labor

Xfer Accruals

Field Name Description
Fiscal year Select the fiscal year from the drop-down list
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populates based on the payroll year selected
Ending Automatically populates based on the payroll year selected
Check Date Select the check date from the drop-down list — this will be the last day of the

accrual month

Period Starting

Automatically populates based on the check date selected

Period Ending

Automatically populates based on the check date selected

All Employees

Leave the box checked to calc postings for all employees

Employee #

Leave blank to calculate postings for all employees
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Click Calc Postings

The following confirmation message displays:

Microsoft Access

This process will generate new General Ledger postings for
the dates selected.

Continue?

Click Yes to continue or No to cancel. If Yes is selected, click OK on the confirmation message.

Check the box for Account Totals Only and then click Display.

General Ledger Posting Audit
Fiscal Year: 2020 |.. Pay Period: Bw .. |BI-W'EEKLY Payroll Year: 2020 |..| Starting: ’m Ending:’m
Check Date: [15/31/2020 || Period Starting: | 05/31/2020 | Period Ending: [ 05/31/2020
[ &l Employees Employee #: 2 | Dept #: | [“] Account Totals Only |
Div # Account # Deszcription Debit Credit Display
[ 00 |Missing [IPrvalid pasting aceount [ $15.00 | $16.00
[0 [1oioi00001 [0PERE ~ cubform ' [ 000 | $450.00 Print
[10  [2020100001 [&CCRUI [ $000 | $2E45.47 Calc Postings
[ 10 [2020100002 [FEDER: E&1 Copy [ $0.00 | $259.33 Validate
[ 10 [2020100003 [STATE [ $0.00 | $7858 Edit Ded
[ 10 [2020100004 [OTyTe [ $0.00 | $111.24 lLefor
[ 10 [2020200001 INSURE [ $811.00 | $83331 for A :
[ 10 [2020200001 [PERS| 2] SotAtoZ [ g7200 | $516.96
[ 10 [2020300002 [ONIONT £] SertZto A [ $0.00 | $7213
[ 10 [2020300003 [UNITEC [ $0.00 | $2.00
[0 [2020300007 [DPEDCI i [ $0.00 | $340.00
[ 10 [2020300009 [MEDIC [ $0.00 | $125.04
[ 10 [2030100002 [EMPLOYER'S SHARE-PERS [ $0.00 | $285.94
[ 10 [s0r0103001 [DSW - REVENUE VEHICLE DPERATION [ $4,449E0 | $0.00
[ 10 [5020103001 [PE.R.S. - REVENUE VEHICLE DPERATORS [ $358.94 | $0.00
[ 10 [5020103003 [MEDICARE - REVENUE VEHICLE DPERATORS [ $6452 | $0.00
Balance: | $0.00 | $6.771.06 | $5.771.06
Record: M 1of 16 L] Search

TIP: Click on a description and then right mouse click and select sort A to Z. This will put the descriptions
in alphabetical order, and you can easily view if anything is showing as Invalid Posting Account. Those
items will need to be corrected before transferring the accruals.

Click Xfer Accruals, the following message displays:
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Microsoft Access

This process will transfer general ledger accrual postings
to the reoccurring journal entry table
for the check date selected,

Continue?

Click Yes to continue (the following form displays) or No to cancel:

General Ledger Posting Audit

[ All Employees Employee ii:

Fiscal Year: 2020 .| Pay Period: BwW . |B\-WEEKLY
Check Date: |05/31/2020 || Period Starting: | 05/31/2020

Payroll Year: 2020 || Starting: | 12M15/2019 Ending:| 12/3/2020

Period Ending: | 05/31/2020

E|

Dept #: ‘ [] Account Totals Only k]

Post Accrual Entries

Journal Source: [PRL | Reference #: (152020 Acorual

Display
Print

Calc Postings

Validate
ary Edit Ded
Edit Labor
Xter Accruals
Field Name Description
Journal Source Select the Journal where the payroll accrual entries will be posted from the
drop-down list
Reference # Enter a reference for the accrual posting. The same reference will be used when
reversing the entries in the current month
Click Start.

The following confirmation message displays:

Microsoft Access

Journal: PRL
Reference #: 052020 Accrual

Continue?

Yes

Click Yes to continue or No to cancel.

If entries exist for the Reference entered the following message displays:
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Microsoft Access

o Delete existing entries?

Click Yes to continue or No to cancel. If Yes is selected the existing records will overwrite any existing
records with the same reference number in the selected journal. If No is selected no entries are
transferred. To avoid deleting accruals that have not been reversed by Finance, it is recommended to
use a unique reference each time the accrual is done.

Once the transfer completes the following message displays:

Click OK

Microsoft Access X

o Completed.

2. Delete the calculation for the days from the previous month and complete the payroll calculation
for the full pay cycle.

Go to Paycheck Calculation (Menu Item #1). The following form displays:

Payroll Paycheck Calculation

Scheduled Cycle: 13 .| Period Starting: | 05/31/2020
Period Starting Date: [05/31/2020 |@| Period Ending Date: [05/31/2020 |[@ Check Date: | 05/31/2020 (@

Pay Period: |Bvw | |

BIWEEKLY @

Payroll Year- (2020 || Starting: | 12/15/2019 Ending:| 12/3122020

Period Ending: | 05/13/2020  Check Date: | 05/19/2020

Calc Checks

Edit Checks
Preview Chk
Create Chk

Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected

Period Ending

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected

Period Starting Date

Use the same dates that were used when the calculation was run for the
accrual
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Period Ending Date

Use the same dates that were used when the calculation was run for the
accrual

Check Date

Use the same dates that were used when the calculation was run for the
accrual

Click Calc Checks; the following form displays:

Payroll Paycheck Calculation E TEERDY @
2020 Starting: | 12/15/2019  Ending: | 12/31/2020
12 Period Starting: | 05/31/2020 | Period Ending: | 06/13/2020  Check Date: | 06/19/2020

05/31/2020 @ 05/31/2020  |@ 05/31/2020 @

Calculate Checks

[] All Employees
Frequency for Deductions- s

Employee #: || 2

[ Delete Manual Checks

Delete Start

Click Delete, the following message displays:

Microsoft Access

Pay Period: BW
Period Ending Date: 05/31/2020

All Employees
This option only deletes checks.
Continue?

Click Yes to Continue. This will clear the checks that were calculated for the previous month.

To verify that all entries have been cleared, click Edit Checks. You should not see any checks to edit.

Payroll Paycheck Calculation

13

Period Starting:

B

2020 Starting: | 12A8/24

05/31/2020

EIMWEEKLY

Ending: | 12/31/2020

Period Ending: | 06/13/2020  Check Date: | 05/13/2020

D

05/31/2020 @ 05/31/2020 @8 05/31/2020 |@

Edit Checks

Check
Emp H Type

Total Total
Gross Tax Deduction

E amnings Amount Amount Het Pay

Employee Name

Totale: |

Click Stop to reactivate the buttons.
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To compute payroll for the entire cycle, select the current cycle from the drop-down list, the dates will
refresh to show the actual starting, ending and check dates for the entire cycle. Refer to the Payroll
Calculation section of the manual for instructions.

Payroll Paycheck Calculation

Pay Period: Bw |

BIWEEKLY

Payroll Year: 2020 .. Starting: | 12115/2013  Ending: | 124312020
Period Starting: | 05/31/2020 | Period Ending: | 05/13/2020  Check Date: | 06/19/2020
05/31/2020 |@| Period Ending Date: |06/13/2020 @ Check Date: | 06/19/2020 |@

Scheduled Cycle: 13

“

Period Staiting Date:

Edit Checks
Preview Chk
Create Chk

ACH Transactions

Select ACH Transaction to create the ACH file to be submitted to the bank. A report can also be viewed
and/or printed.

ACH Bank Setup

ACH Transactions

Pay Period: |Bw | |BI-WEEKLY Payroll Year: | . Starting: Ending:

Scheduled Cycle: .| Pernod Starting: Period Ending: Check Date:

Employee #: ~ | Check Type: Check 1 [ All Employees

Period Starting: Period Ending: Check Date: Checking Account #: 1234567339 "

Edit
Deductions
Print
Change
Prenote
Statug
Re-Create
ACH
Deductions
Create
ACH
File
Field Name Description
Pay Period Select the pay period from the drop-down list
Checking Account

Select the checking account from the drop-down list

Click Create ACH File to complete a one-time setup. The follow form displays:

Avail Technologies Inc. April 2021

Page 157 of 189



Avail Technologies

Payroll Manual

ACH Transactions

Pay Period: Bw . |B\-WEEKLY

Payroll Year: .| Starting: | Ending:|

Scheduled Cycle: .| Period Starting: Period Ending: Check Date:
Employee ii: 7 | Check Type: Check 1: [ All Employees
Period Starting: Period Ending: Check Date: Checking Account #: 1234567399 V
Company Name: |Sample T k Immediate Origin: [3333333333 Edit
ample Hanst Deductions
Service Clags Code: (200 File Id Modifier: |4
Print
Company Descretionary Data: Format Code: [1
- Ch
Company Id: [3339339333 Destination Name: |Bank Mame p,:,:]gl:
Standard Entry Class: |PPD Origin Name: |Sample Transit Status
Company Entry Description: |Payrol Originator Status Code: |1 Hek%ﬁ-ale
Origination DFI 1d: |288825889 Trace #: |444444444 Deductions
Priority Code: |01 [[] Automatic Debit Flag Cieate
ACH
Immediate Destination: | 777777777 [[] Company Prenotification File

Batch Header Data: |

Output File Path: |\\avai\sqllv01 “UserFolders\U serFolders\dilahartyh2 - Catch AINACH. bt

Secure File Transport Transmizsion Header Record [Internet Only]

User Id:
Application Id:
Password:

[] Create Special Prenote Only File

Payment D ate: & | Start

This screen allows you to enter ACH (Automatic Clearing House) data required to process direct
deposits. Contact a banking representative for required code data. Once parameters are identified,
changes should not be made unless directed to do so by a banking representative.

Field Name

Description

Company Name

Enter the name of the transit

Service Class Code

Enter the applicable service class code:

200 = ACH Entries Mixed Debits and Credits

220 — ACH Credits only

225 - ACH Debits Only

290 — Reserved for Magnetic Tape with Clearing Entries

Company Discretionary Data

For Transit's internal use, if desired. No specific format is required

Company Id

Companies are identified by a unique identification number. ANSI
standard identifiers should be used where feasible and formatted
with the nine-digit identification number preceded by the ANSI one
digit Identification Code Designator (ICD). The most frequently
used ANSI Identification Numbers and related ICD's for companies
are:

1 - IRS Employer Identification Number (EIN)

3 - DUNS Data Universal Numbering System

9 - User Assigned Number

The first digit in the ANSI format is always ICD followed by
appropriate nine-digit number (INNNNNNNNN).

Standard Entry Class

Enter: PPD = Prearranged Payments and Deposits

Company Entry Description

The Transit Agency establishes the value of this field to provide a
description of the purpose of the entry to be displayed back to the
Individual; for example, "PAYROLL".

Origination DFI Id

Transit Routing Number used to identify the DFI's originating
entries within a given batch

Priority Code

Enter 01

Immediate Destination

Enter the ACH or Receiving Point Identification Number, preceded
by a blank

Immediate Origin

ACH or Receiving Point Identification Number

File Id Modifier

Enter A to identify the file as the first file being sent

Format Code

Enter 1
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Destination Name

Enter the name of the recipient financial institution

Origin Name

Enter the name of the transit

Originator Status Code

Enter 1 — Originating DFI

Trace #

TTTTAAAA - Transit & Routing Number of Originating DFI (usually
Head Office) plus ABA Number of Originating DFI

Automatic Debit Flag

Check the box for Yes or leave blank for No. This will determine
whether to include the debit side of the transaction. This may or
may not be required by your banking institution.

Company Pre-notification

Check the box for Yes if transfer is a first time pre-note or leave
blank for No.

Batch Header Data

If your banking institution requires a heading for the transaction file,
please enter the title here. This will be at the top of the file each
time it is created and sent.

Output File Path

Enter the path to the location where the ACH text file will be saved.

User Id

For Internet transmission only — If the bank requires this, they will
provide the Id number.

Application Id For Internet transmission only — If the bank requires this, they will
provide the Id number.
Password For Internet transmission only — If the bank requires this, they will

provide the password.

Create ACH File

To create the ACH file for submission to the bank, complete the following:

ACH Transactions
Pay Period: BwW | |EIVW'EEKLY Payroll Year: (2020 .. | Starting: ‘ 12/165/2019 Ending:‘ 127312020
Scheduled Cycle: 13 || Period Starting: | 05/31/2020 | Period Ending: | 05/13/2020 Check Date: | 06/13/2020
Employee #: | Check Type: | Check #: | [] &ll Employees
Period Starting: Period Ending: Check Date: Checking Account #: 1234567399 ~
Edit
Deductions
Print
Change
Prenote
Status
Re-Create
ACH
Deductions
Cieate
ACH
File
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date Automatically populated based on the cycle selected

Employee # Enter an employee number to calculate the ACH Transactions for a specific
employee

All Employees Leave the box checked to calculate the ACH Transactions for all employees

Period Starting

This field will remain blank when the calculation is being run for all employees.
If a specific employee is selected the field will be automatically populated
based on the cycle selected
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Period Ending

This field will remain blank when the calculation is being run for all employees.
If a specific employee is selected the field will be automatically populated
based on the cycle selected

Check Date

This field will remain blank when the calculation is being run for all employees.
If a specific employee is selected the field will be automatically populated
based on the cycle selected

Checking Account

Select the checking account from the drop-down list

Click Create ACH File. Enter the payment date at the bottom and click Start.

ACH Transaclions

Pay Period: Bw | .. |BI-W'EEKL'T'

Scheduled Cycle: 1 | Period Starting: | 12/15/2019 | Period Ending: | 12/28/2019 Check Date: | 01/03/2020

Payioll Year: |2020 |.. | Starting: | 124522019 Ending:l 12/31/2020

Employee ii: oo ‘ Check Type: Check #: [ All Employees
Period Starting: Period Ending: Check Date: Checking Account #: 1234567393 -
Company Name: (Sample Transit Immediate Origin: (3335333333 Edit
pany ample Tranzil gl Deductions
Service Class Code: |200 File I1d Modifier: |2
Print
Company Descretionary Data: Format Code: |1
- Ch.
Company Id: 9399339333 Destination Mame: |Bank Marne Pr::oglz
Standard Entry Class: |FPD Origin Name: |5 ample Transit Status
Company Entry Description: |Payrol Originator Status Code: |1 Hel-h%ﬁ-ale
Onigination DFI Id: |83358553 Trace #: (444444444 Deductions
Priority Code: |01 [[] Automatic Debit Flag Create
ACH
Immediate Destination: | 777777777 [] Company Prenotification File

Batch Header Data: |

Dutput File Path: |C:\SpecifyLocation\FiIeName.txt

Secure File Transport Transmission Header Record [Internet Only)

User Id:
Application Id: [[] Create Special Prenote Only File
Password: Payment Date: (01,/02/2021 & | Start

Microsoft Access

o Continue?

Yes

Click Yes to continue or No to cancel.

If Yesis selected, the text file is created and saved in the location specified in the Output File Path field.

The following confirmation message displays:
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Microsoft Access >

10 Records Transferred
1 Blocks

Total Debits: O
Total Credits: 170493
ACH File Build Completed.

Click OK

Edit Deductions

This function allows you to edit employee bank information prior to generating/submitting the file to the
bank. Changing data here does NOT change the employee master. Permanent changes need to be

made on the employee master.

Click Edit Deductions and the following form displays:

ACH Transactions
Pay Period: Bw | |BI-W'EEKLY Payroll Year: 2020 .. | Starting: | 1215/2019 Ending:| 1243172020
Scheduled Cycle: (13 || Period Starting: | 05/31/2020 | Period Ending: [ 05/13/2020 Check Date: [ 05/13/2020
Employee #: || Check Type: l— Check #: ’7 [ All Employees
Period Starting: Period Ending: ’7 Check Date: ’7 Checking Account #: 1234567399 -
Chk Pre- Trans
Employee # Type Deduction # note Bank Account Bt Routing # Code Amount
»|[czo0ta [F s [ | O [1zze5e783 [EI] [22 ToT & | $1,616.69
Description: | Recipient : |ABDDD CaRyY
EorEES mNEEE [d00a00000 22 v |  su29.55 Elac
Description: | Recipient : [B00D CARY Status
[10150 CERNEEERS O [1zz45e783 [EI] 22 ST W] $1,315.28 “eféﬁa'e
Description: [net pay PNC Barlk Recipient : [ARMSTRONG LEO Deductions
Create
ACH
File
Total: £4,221.52
Record: M 1of3 L] Search

The following fields can be edited on this form:

Pre-note

Bank Account Number
Bank Routing Number
Tran Code

Click Print to view and/or print a report listing all ACH transactions for the selected cycle.
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ACH Transaction Report

Period End Date: 06/13/2020
Check  pyj Pre- Bank Tran
Employee# TYP®  No Recipient Name note Account # Bank Routing# Code Amount
020010 AP 999 ABQOD CARY [ 123456789 000000000 22 $1,616.69
020010 RG 999 ABOOD CARY O 123456780 000000000 2 $1,289.55
Employee Total: $2,906.24
10150 RG 999 ARMSTRONG LEO [J 123456789 000000000 2 $1,315.28
net pay PNC Bank
Employee Total: $1,315.28
Records: 3 Report Total: $4,221 52

Change Pre-Note Status

If you are sending a test file prior to submitting your actual ACH, you can use this function to change
everyone's status in the file to a pre-note.

Click Change Pre-note Status. The following message displays:

Microsoft Access

Continue?

0 All ACH transactions will be set to a prenotification status.

Yes

Click Yes to continue or No to cancel. If Yes is selected, ALL entries in the ACH file will be changed to
pre-note and the amounts will be changed to zero. The status cannot be changed back to active direct
deposit by clicking Change Pre-note Status. To change the status back to active, you must Re-Create
ACH Deductions.

Re-Create ACH Deductions

Click Re-Create ACH Deductions. The following message displays:

Microsoft Access

o ACH transactions will be created from the check deductions.

Continue?

Yes

Click Yes to continue or No to cancel.

If Yesis selected, the ACH transactions will be recalculated from the original payroll calculation.

Avail Technologies Inc. April 2021

Page 162 of 189




Avail Technologies

Payroll Manual

Off-Cycle Pre-Note File

Fleet-Net provides an option to process a Special Pre-note Only file outside of the normal payroll cycle.
The Prenote check box must be checked in the employee master ACH setup prior to creating this file.

Em ployee Master Setup [] Show Inactive Employees Master Gross Notes ACH Setup
Search New Earnings Labor Contacts
Seachitams: et Criteria Pay Rate Hours Audit Other Pay
First Name: - Deductions Leave Reports User Data
Employee #: 0200010 .. ||S&MPLE EMPLOYEE Paproll Checks Pin #
ACH Setup 'B'i’";‘; Toan
Deduction # Deposit  Prenote Routing # Bank Account # Code
EEE 'F‘—|NET Pa&Y [ [123456703 [22 [0 W
Recipient Name: [Employee 5ample Description: |
MR o ol [ [ K
Recipient Name: | Description: |

In ACH Transactions, complete the following:

ACH Transactions

Pay Period: BWwW | |BI-W'EEKLY
Scheduled Cycle: || =

Period Starting:

Payroll Year: (2020 .. | Stating: | 12/15/2019  Ending: | 12/31/2020
Period Ending: Check Date:

Employee #:

|

Period Starting:

Period Ending: Check Date: Checking Account #: 1234567899 v

Check Type: Check #: All Employees

Edit
Deductions

Print
Change
Prenote

Status
Re-Create
ACH
Deductions
Create

ACH
File

Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.
Checking Account # Select the applicable checking account from the drop-down list
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Click Create ACH File.

ACH Transactions

Pay Period: B/ .. ‘EI-W'EEKLY

Payroll Year: 2020 |.. | Starting: | 12/15/2019  Ending: | 12/31/2020

Scheduled Cycle: 1 - Perniod Starting: | 12/15/2019 | Period Ending: | 12/25/2015 Check Date: | 01/03/2020

Employee #: P ‘

Period Starting:

Check Type: Check #: [+] All Emplopees
Period Ending: Check Date: Checking Account #: 12345657299 V

Service Class Code: [200

Company Id: [5339335533

Standard Entiy Class: W
Company Entry Description: ’Pa}lT
Origination DFI Id: [33885868

Priority Code: |01

Immediate Destination: | 777777777

4 Company Mame: |Sample Transit
Company Descretionary D ata:

Immediate Origin: [9999933399

File Id Modifier: |4
Format Code: |1

Destination Name: Bark Mame
Drigin Name: (S ample Transit

Originator Status Code: |1
Trace H: (444444444
[[] Automatic Debit Flag

["] Company Prenotification

Batch Header Data: |

Output File Path: ‘\\availsqllvﬂ‘l “UserFolders\U serF oldersdflahartyh2 - Catch AINACH bt

Secure File Trangport Transmizzion Header Record [Internet Only)

Edit
Deductions

Print

Change
Prenote
Status

Re-Create
ACH
Deductions

Create
ACH
File

User Id:
Application 1d: 7|iCieate Special Prenote Only File ;
[k, ;
Password: Payment Date: [12/29/2019 @ | Stant
Field Name Description

Create Special Prenote Only
File

Check the box to process a Prenote Only File

Payment Date

Enter the current date

Click Start. The following message displays:

Microsoft Access

o Continue?

tes

Click Yes to continue or No to cancel. This process builds the text file and stores it in the location
specified in the Output File Path field. The stored file is now ready to be submitted to the bank for Pre-
note verification. The following message displays:

Microsoft Access

o Reset Prenote Flag?

Click Yes to reset the Pre-note flag in the employee master files or No to leave them flagged as pre-
notes. If No is selected, the pre-note flag will have to be manually removed in the employee master for
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those employees whose pre-note files were submitted and accepted in the Special Pre-note process. If
Yes is selected, the flag is removed and the employees’ ACH will be processed during the next pay
cycle. The following message displays:

Microsoft Access >

10 Records Transferred
1Elocks

Total Debits: O
Total Credits: O
ACH File Build Completed.

Click OK

Check Print

Check Print is used to print paychecks and/or earning statements. Users can also email and export
statements from here.

Print Checks

Select Check Print to print paychecks. The following form displays:

Payroll Check / Statement Printing
Checking Account H: 12345572393 ~ ‘Manual Screenshots
Check Print Format: |Payroll Check Print Farmat ~
Earnings Statement Format: .~ Email / Export File Type ~
Pay Period: Bw | |[BI“wEEKLY Print Checks
Payroll Year: 2020 .. Starting: | 12/15/2019  Ending: | 12432020 e
rind
Scheduled Cycle: 13 |..| Period Starting: 05/31/2020 Period Ending: 06/13/2020 Check Date: 08/13/2020 Statements
= Email
Check Print / Statement Sort Order Period Ending: [ 06/13/2020 || Check Date: [06/19/2020 |@ Statements
[] 5ot By Employee # Starting Check #: |3 Export
[[] Soit By Employee Name Statements
[]Sort By Department #/Employee # Employee Message: Ems]
[ 5ot By Department #/Employee Hame : Emor Log
Check Print } Statement Restart
Employee #:- | Check Type:
[] Print Selected Employee Only Restart Cancel Restart
Field Name Description
Checking Account Select the checking account from the drop-down list
Check Print Format Select the check print format form the drop-down list

Earnings Statement Format | Select the earnings statement print format form the drop-down list (This
can be filled in or left blank when printing checks)

Email/Export File Type Select the format for the exported earnings statements. PDF is the
recommended file type. (This can be filled in or left blank when printing
checks)

Pay Period Select the pay period from the drop-down list

Payroll Year Select the payroll year from the drop-down list

Starting Automatically populated based on the payroll year that was selected.
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Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Check Print/Statement Sort
Order

Select the sort order for the check and or eamings statement printing

Period Ending

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Check Date

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Starting Check Number

For the first payroll being processed, the starting check number must be
entered. This field will automatically populate with each subsequent
payroll. It is recommended that you verify the check number prior to
printing checks for every pay cycle.

Click Print Checks. The following confirmation message displays:

Microsoft Access

Checking Account #: 1234567359

Check Print Format: Payroll Check Print Format
Checks will be sorted by Department/Employee Mame
Check Date: 01/20/2021

Starting With Check #:1

Continue?

Yes

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access

o Have you loaded check print forms?

Yes

Click Yes to continue (the following message displays) or No to cancel:

Avail Technologies Inc. April 2021

Microsoft Access

| Yes | | Mo I

Checks Required: 2
Continue?

Page 166 of 189




Avail Technologies

Payroll Manual

Click Yes to continue or No to cancel. If Yes was selected, the checks display on the screen. Use the
file/print option to print the checks. Once all checks have been printed, close the report.

Print Statements

Earning statements will only be printed for employees who do not have an export path specified in the

employee master.

Checking Account #: 1234567539
Check Print Format:

[[] Soit By Employee #

[] Sort By Employee Hame

[[] Sort By Department #/Employee #
Sort By Department #/Employee Name

Payroll Check / Statement Printing

Earnings Statement Format: Eamings 5 atement

Scheduled Cycle: 12 || Period Starting:

Check Print / Statement Sort Order

| Email / Export File Type | =
Pay Period: Bw |. | |BI'WEEKLY Print Checks
Payioll Year: 2020 .. Starting: | 12/15/2019  Ending: | 1243172020 o
Tint
05/31/2020 Period Ending: 06/13/2020 Check Date: 06/19/2020 Statements
Email
Period Ending: [ 06/13/2020 [@ Check Date: [0519/2020 | Statements
Staiting Check #: |3 Export
Statements
Employee Message: Email
Error Log

| |Manual Screenshats

v

Check Print { Statement Restart

Employee #: |
[[]Print Selected Employee Only

Check Type:

Restart Cancel Restart

Field Name

Description

Checking Account

Select the checking account from the drop-down list

Check Print Format

Select the check print format form the drop-down list ((This can be
filled in or left blank when printing statements)

Earnings Statement Format

Select the earnings statement print format form the drop-down list

Email/Export File Type

Select the format for the exported earnings statements. PDF is the
recommended file type. (This can be filled in or left blank when
printing statements)

Pay Period Select the pay period from the drop-down list

Payroll Year Select the payroll year from the drop-down list

Starting Automatically populated based on the payroll year that was
selected.

Ending Automatically populated based on the payroll year that was

selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Check Print/Statement Sort
Order

Select the sort order for the check and or eamnings statement
printing

Period Ending

Automatically populated based on the cycle selected. This field can
be edited, if necessary.

Check Date

Automatically populated based on the cycle selected. This field can
be edited, if necessary.

Starting Check Number

For the first payroll being processed, the starting check number
must be entered. This field will automatically populate with each
subsequent payroll. It is recommended that you verify the check
number prior to printing checks for every pay cycle.
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Click Print Statements. Statements will be printed only for those employees not receiving their earnings
statements via email. The following confirmation message displays:

Microsoft Access

Earnings Statement Print Format: Earnings Satement
Earnings Statements will be sorted by Department/Employee
MName

Check Date: 01/20/2021

Continue?

Click Yes to continue, (the following message displays) or No to cancel:

Microsoft Access

o Have you loaded the Earnings Statement forms?

Click Yes to continue, (the following message displays) No to cancel:

Microsoft Access

Earnings Statement forms required: 2
Continue?

Click Yes to continue or No to cancel. The earnings statements display on the screen. Use the file/print
option to print the checks. Once all earnings statements have printed close the report.

Email Statements

Statements will only be emailed to those employees who have the email and export path fields
completed on their employee master files. The system will export the statements to the specified
location and then email them to the specified email address.
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Checking Account #: 1234567859
Check Print Format:

Scheduled Cycle: 13 | ..

[] Sort By Employee #

[[] Sort By Employee Name

[[] Sort By Department #/Employee #
Sont By Department #/Employee Mame

Payroll Check / Statement Printing

Earnings Statement Format: |E amings Satement

Pay Period: BwW .
Payroll Year: 2020 ..

Period Starting:

Check Print f Statement Sort Order

~ |M anwal Screenshiots
~

-+ | Email # Export File Type pdf

+ | |PDF File

BI*wEEKLY

Print Checks

Starting: | 12/15/2019  Ending: | 12/3/2020

Print

05/31/2020 Period Ending: 0BA13/2020 Check Date: 0E/19/2020 Statements
Email

Period Ending: [ 05/13/2020 [g| Check Date: [06/15/2020 | dletienente

Starting Check #: |2 Export

Statements
Employee Message: Email

Ermror Log

Check Print / Statement Restart

Employee #: |
[] Print Selected Employee Only

Check Type:

Restart Cancel Restart

Field Name

Description

Checking Account

Select the checking account from the drop-down list

Check Print Format

Select the check print format form the drop-down list (This can be filled
in or left blank when printing statements)

Earnings Statement Format

Select the earnings statement print format form the drop-down list

Email/Export File Type

Select the format for the exported earnings statements. PDF is the
recommended file type.

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populated based on the payroll year that was selected.

Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Check Print/Statement Sort
Order

Select the sort order for the check and or eamings statement printing

Period Ending

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Check Date

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Starting Check Number

For the first payroll being processed, the starting check number must be
entered. This field will automatically populate with each subsequent
payroll. It is recommended that you verify the check number prior to
printing checks for every pay cycle.

Click Email Statements.

The following confirmation message displays:
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Microsoft Access

Earnings Statements will be sorted by Department/Employee
Mame
Check Date: 01/20/2021

0 Earnings Statement Print Format: Earnings Satement

Continue?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access

Earnings Statements to be emailed: 2
Continue?

Click OK at the email completion message.

Click Email Error Log to review email listings that were unsuccessful due to malformed addresses. Emails
sent to invalid email addresses and invalid domain names will be returned by Outlook. Those

notifications will be in the Senders Outlook inbox.

Export Statements

Statements can be exported and saved externally without sending them out via e-mail. Only those

employees with an export path specified in the employee master will export.

Payroll Check / Statement Printing

Checking Account #: 1234567339 w |Manual8c:reenshots
Check Print Format:

e

Earnings Statement Format: |Earrings S atement .| Email  Export File Type pdf | | |POF File

Pay Period: BwW |.. |BI-W'EEKLY

Paproll Year: |2020 .. Starting: | 12/18/2019 Ending:| 124312020
Scheduled Cycle: 13 .| Period Starting: 0543142020 Period Ending: 06/13/2020 Check Date: 06/13/2020

Print Checks

Print
Statements

Check Print { Statement Restart

Employee #: | Check Type:

[] Print Selected Employee Only Restart

Cancel Restart

[ Email
Check Print / Statement Sort Order Period Ending: [ 05/13/2020 || Check Date: [05/1%/2020 |z
[]Sort By Employee # Starting Check #: |2 Export
[]Sort By Employee Name Statements
[]5ort By Department #/Employee # Employee Message: Email
Sort By Department #/Employee Hame Eror Log
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Field Name

Description

Checking Account

Select the checking account from the drop-down list

Check Print Format

Select the check print format form the drop-down list (This can be filled
in or left blank when printing statements)

Earnings Statement Format

Select the earnings statement print format form the drop-down list

Email/Export File Type

Select the format for the exported earnings statements. PDF is the
recommended file type.

Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Check Print/Statement Sort
Order

Select the sort order for the check and or eamings statement printing

Period Ending

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Check Date

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Starting Check Number

For the first payroll being processed, the starting check number must be
entered. This field will automatically populate with each subsequent
payroll. It is recommended that you verify the check number prior to
printing checks for every pay cycle.

Click Export Statements.

The following message displays:

Microsoft Access

Earnings Statement Print Format: Earnings Satement
Earnings 5tatements will be sorted by Department/Employee
Mame

Check Date: 01,/20/2021

Continue?

Click Yes to continue, (the following message displays) No to cancel:

Microsoft Access

Earnings Statements to be exported: 1
Continue?

Click Yes to continue or No to cancel.
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Click OK on the export completion message.

Reprinting Checks

In the event of a printer malfunction checks can be reprinted only if payroll has not been updated.

Select Check Print to reprint paychecks. The following form displays:

Checking Account #: 1234567339

[]Sort By Employee #

[]Sort By Employee Hame

[]Sort By Department #/Employee #
Sort By Department #/Employee Name

Payroll Check / Statement Printing

Check Print Format: | SR IN s N lna et

Eamings Statement Format: |Eamnings 5atement

Scheduled Cycle: 1 .. Period Starting:

Check Print / Statement Sort Order

Pay Period: Bw |. ||BI'WEEKLY Print Checks
Paproll Year: 2021 || Starting: | 01/01/2021  Ending: | 1243142021 o

rint

01/01/2021 Period Ending: 011442021 Check Date: 071/20/2021 Statements
Email

Period Ending: [ 07714/2021 [gg| Check Date: [01/20/2021 g Statements
Starting Check #: |5 Export

Statements
Employee Message: Email

Error Log

% |M anual Screenshots

“

+ | |PDF File

- Email # Export File Type pdf

Check Print / Statement Restart

Employee 1t: |
[[] Print Selected Employee Only

Check Type:

Restart Cancel Restart

Field Name

Description

Checking Account

Select the checking account from the drop-down list

Check Print Format

Select the check print format form the drop-down list

Earnings Statement Format

Select the earnings statement print format form the drop-down list (Can
be left blank if only reprinting checks)

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populated based on the payroll year that was selected.

Ending

Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Check Print/Statement Sort
Order

Select the same sort order that was used for the original check or
earnings statement printing

Period Ending

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Check Date

Automatically populated based on the cycle selected. This field can be
edited, if necessary.

Starting Check Number

Enter the check number of the first check being used in the reprint

Click Restart. All checks issued in the original check run will be listed as shown below.
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Payroll Check / Statement Printing

Checking Account #: 1234567339
Check Print Format: |Paproll Check Print Format

Eamings Statement Format: [E arnings Satement

Pay Period: B/
Payroll Year: 2021
Scheduled Cycle: |1 .. Period Starting: m
Check Print / Statement Sort Order
[]Sort By Employee #
[] 5ot By Employee Name
[] Sort By Department #/Employee #

Sont By Department #/Employee Name

o

-

|Manual Screenshats

o

- | |PDF File

Email / Export File Type |pd

w | |BIW/EEKLY

01/ /2021
Period Ending:

Ending: ‘ 12437202

Check Date: 0142042021

@ Check Date: |01/20/2021 @
Starting Check #: |6

Starting:

A01/2021 01/14/2020

Period Ending: | 01/14/2021

Print Checks

Print
Statements

Email
Statements

Export
Statements

Employee Message:

Check Print / Statement Restart

Employee #: [
[]Print Selected Employee Only

Check Type:

Cancel Restart

Email
Error Log

Check -
Emp it Type Mame Dept Check #t Check Date Met Pay
| o=o0to | FRG |54MPLE EMPLOYEE | 2 | [ msz0sz0z | §0.00
[m] ACH Check [/]ACH Ded Print 5 [] Print Check ["] Manual Check
| sx393 | RG |Sample Employee I | E | [ ozo/z021 | $0.00
[m] ACH Check []ACH Deducti Print Stat t []Print Check [ ]Manual Check -
Record: 1 b H Search

To reprint one check, locate the employee and double click in the employee number field:

Payroll Check / Statement Printing

Checking Account #: 1234567399
Check Print Format: |Paproll Checks AKM

Eamings Statement Format: Earings 5 atement

Pay Period: B\
Payroll Year: 202

Scheduled Cycle: 1 Period Starting:

Check Print / Statement Sort Order
[]Sort By Employee #
[]Sort By Employee Hame

[]Sort By Department #/Employee #
Sort By Department #/Employee Hame

Empl:

Ch

v |Manual Screenshots

w

- | |PDF File

Email / Export File Type pdf

w

| |BIMWEEKLY
1. | Starting: | 01/01/2021 Ending: ‘ 1243142021
oA /2021 Period Ending: o /A4/204 Check Date: 01/20/2021

Period Ending: | 01/14/2021 |g| Check Date: [01/20/2021 |@
Starting Check #: |6

Print Checks

Print
Statements

Email
Statements

Export
Statements

lopee Meszage:

eck Print { Statement Restart

Employee #: |
[ Print Selected Employee Only

Check Type:

Cancel Restart

Email
Emor Log

Check
Emp it Type Name Dept Check # Check Date Net Pay
| S | RG |Sample Employee 11 | g | B [ msz00z0z1 | $3.864.98
| ouble-Click To select this employee. | g []Print § Print Check [ ] Manual Check

The selected employee’s name, number and check type will now be listed as shown below. Check the

Print Selected Employee Only box.
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Payroll Check / Statement Printing

Checking Account #: 1234557033 ~ |Manual Screenshots
Check Print Format: |Paproll Checks KM ~
Eamings Statement Format: |Eamings Satement .| Email # Export File Type pdf | | [POF File

Pay Period: B\ |.. | [BI'WEEKLY
Payroll Year: 2021 || Starting: | 01/01/2021  Ending: | 124312021

[]Sort By Employee Hame

Scheduled Cycle: 1 -+ | Period Starting: 0140 /2021 Period Ending: /1472021 Check Date: 0/20/2021

Check Print § Statement Sort Order Period Ending: | 01/14/2021 @ Check Date: |01/20/2021
[]5ort By Employee # Starting Check #: |5

Print Checks

Print
Statements

Email

& Statements
Export

Statements

[]Sort By Department #/Employee # Employee Message:
Sort By Department #/Employee Mame

Check Print / Statement Restart

Email
Ermror Log

Employee #: |5x333 |Sampla Employee Il Check Type: |FG
[AiPnint Selected Employee Only Restart Cancel Restart
Check
Emp it Type Name Dept Check # Check Date Het Pay
R | FRG |Sample Emplapee |1 | g [ g | mszosz0e1 | $3.864.98
[m]ACH Check []JACH Deducti [] Print § Print Check [ Manual Check

Enter the starting check number, click Print Checks. The following confirmation message displays:

Microsoft Access

Checking Account # 1234567399

Check Print Farmat: Payroll Check Print Format

Checks will be sorted by Department/Employee Mame
Check printing will restart with the selected employee and
check type

The sort order must be the same as when previously printed
Check Date: 01,/20/2021

Starting With Check #: &

Continue?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access

o Have you loaded check print forms?

Click Yes to continue (the following message displays) or No to cancel:
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Microsoft Access

Checks Required: 1
Continue?

Click Yes to continue or No to cancel. The check displays on the screen. Use the file/print option to print

the check. Once the check has been printed, close the report.

Paycheck Register

Select Paycheck Register to print the Final paycheck register, the following form displays:

Paycheck Register

Print

] All Employees Emplopee #: 2 |

Period Ending From Date: |1114/2021 | Period Ending Thru Date: [01/14/2021 |@

Report Sort Order
Sort Checks By Employee #
[[] Sort Checks By Employee Hame
[]Sort Checks By Department #/Employee #
[]Sort Checks By Department #/Employee Name

Department: —

[]Print Abreviated Check Register

All Departments

Field Name Description
All Employees Leave the box checked to view/print the report for all employees
Employee # Enter an employee number to view/print the report for a specific

employee

Period Ending From Date

Enter the first pay period ending date

Period Ending Thru Date

Enter the last pay period ending date (In the illustration above, the
report will be printed for the pay period ending 03/15/2010. To view
the report for the last two pay periods the entry would be From:
02/28/2010 Thru: 03/15/2010).

Report Sort Order

Select a report sort order. If either sort by department option is
selected, the report will include department total pages as well as a
report total page.

Departments

Leave the box checked to view/print the report for all departments

Department

Select a department from the drop-down list to view/print the report for
a specific department.

Print Abbreviated Check
Register

Checking this box will change the layout from landscape to portrait and
will print two employees per page.

Click Print to view the report on screen. Use the file/print option to print a copy of the report.
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Payroll Update

The update process updates the employee master files and transfers the payroll entries to the payroll
subsidiary journal in the general ledger.

Select Payroll Update to update the payroll. The following form displays:

Payroll Paycheck Update

Fiscal Year: 2021 |

Payioll Year: 2071 ..
Scheduled Cycle: 1 -

Pay Period: BvwW .. BI*EEELY
[] Update ¥oided Checks
Starting: [ 01/01/2021  Ending: [ 12/31/2021
Period Starting: | 07./01/2021 Period Ending: [ 01/14/2021 Check Date: [ 01/20/2021

Actual Payroll That Will Be Updated
Period Ending: [01/14/2021 « Period Starting:

D

Update
Checks

/0172021

Check Date: /2042021

Field Name Description
Fiscal Year Select the fiscal year from the drop-down list
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year selected

Ending

Automatically populated based on the payroll year selected

Scheduled Cycle

Select the cycle from the drop-down list

Period Starting

Automatically populated based on the cycle selected

Period Ending

Automatically populated based on the cycle selected

Check Date

Automatically populated based on the cycle selected

Actual Payroll That Will Be
Updated

Select the period ending from the drop-down list. Period starting and
check date will automatically populate

Click Update Checks. The following confirmation message displays:

Microsoft Access

Period Starting: 01,/01,/2021
Period Ending: 01,/14/2021
Check Date: 01/20/2021

Start Update?

Yes

Click Yes to continue or No to cancel.

Click OK on the update completion message.
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Void Paychecks

NOTE: Voiding ACH transactions will only void the entries in the system. If the ACH file has been
submitted to the bank this process will not reverse the banking transaction.

Void and Reissue

Select Void Paychecks to void a paycheck or ACH transaction. The following form displays:

Paycheck Cancellation

D

Pay Period: [B'w | ‘ BIWEEELY Paproll Year: 2020 |..| Starting: | 12/15/2019  Ending: | 12/31/2020
Employee #: 020010 2 SAMPLE EMPLOYEE
Period Ending: =

Period Ending Type Check Mo Periad Starting Check Date
12/28/2019  RG MaCheck 12415/2019 | 01/03/2020
05/30/2020 ARG MoCheck. 05/17/2020 | 06/05/2020

06/13/2020 ARG 1 05/31/2020 | 061 9/2020
06/27/2020 ARG 2 061442020 | 07/03/2020
07A11/2020 | RG 4 0B/28/2020  07A7/2020

Field Name Description

Pay Period Select the pay period from the drop-down list

Payroll Year Select the payroll year from the drop-down list

Starting Automatically populated based on the payroll year selected

Ending Automatically populated based on the payroll year selected

Employee # Enter the employee number

Period Ending Select the check to be voided from the drop-down list. (If No check is
displayed in the Check No field that indicates that the transaction was an
ACH transaction.)

For a check that will be reissued using the original time entries or corrected entries:

Paycheck Cancellation

Pay Period: [Bw [ BIwWEEKLY Payroll Year: (2020 [ ] Starting: [ 12/15/2019  Ending: [ 12/31/2020

Employee #: 020010 ? | SAMPLE EMPLOYEE

Period Ending: |06/13/2020 |

Penod Penod
Starting Ending Date Check Gross Total Total
Date Check # Check Date Type E arnings Taxes Deductions Net Pay
05/31/2020 | 0641342020 1| 0641342020 | RiG | $2.400.00 §211.45 | $2.185.55 $0.00
Voided
Check Reason
Type Code Description

[vR .| [vom REGULAR CHECK

Re-instate Labor Entries Re-instate CheckType: [4F | Jourmnal Posting Date: |05/13/202) B

|LC a4 |Lost Check

Delete Entry Yoid Check
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Field Name Description

Voided Check Type Select the voided check type from the drop-down list.

(Note: you must have unique void check types if voiding more than one
check in the same cycle. Please see Check Type in the manual for
directions on creating a new type if needed.)

Reason Code Select the reason the check is being voided from the drop-down list.
Additional reason codes can be added by checking the green check mark

Description Automatically populated based on the reason code selected

Reinstate Labor Entries Check this box to reinstate the labor entries

Reinstate Check Type Select the check type for the replacement check from the drop-down list.

The type CANNOT be the same time as the original check type.

(Note: you must have unique Reinstate check type if voiding more than on
check in the same cycle. Please see Check Type in the manual for
directions on creating a new type if needed.)

Journal Posting Date Enter the date that the void transaction will be posted to the general
ledger

Click Void Check. The following message appears:

Microsoft Access

o Do you wish to create this voided check entry?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access X

o Void Check Entry Completed.

The system does not produce a report when a check is voided.

Select Payroll Update to update the voided check. The update process will reverse all general ledger
transactions and employee master postings for the employee. The following form displays:

Payroll Paycheck Update @

Fiscal Year: 2020 |..| Pap Period: Bw | BI*WEEKLY
Update Yoided Checks

Payroll Year: 2020 |.. Starting: | 12/15/2019  Ending: | 12/31/2020

Period Starting: Period Ending: Check Date:

Actual Payroll That Will Be Updated
Period Ending: [06/13/2020 || Period Starting: | 05/31/2020 Check Date: [ 05/15/2020 Update

Checks
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Field Name Description
Fiscal Year Select the fiscal year from the drop-down list
Pay Period Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Starting

Automatically populated based on the payroll year selected

Ending

Automatically populated based on the payroll year selected

Scheduled Cycle

Selection is unavailable when updating voided transactions

Period Starting

Field will be blank when updating voided transactions

Period Ending

Field will be blank when updating voided transactions

Check Date

Field will be blank when updating voided transactions

Period Ending

Select the period ending date for the check being voided

Period Starting

Automatically populated based on the period ending selected

Check Date

Automatically populated based on the period ending selected

Click Update Checks. The following confirmation message displays:

Microsoft Access

Period Starting: 05/31/2020
Period Ending: 06/13/2020
Check Date: 06/19/2020

Start Update?

Click Yes to continue or No to cancel.

Click OK on the update completion message.

To reissue the check the pay cycle for the original check must be reopened. Go to the Payroll Code
Maintenance (PR0402) menu and select menu item #7 - Pay Period Setup. The following form displays:

Setup Pay Periods

Pay Period: B [ (| EI'WEEKLY

Paproll Year: | 2020, || 12415/2019 | 12/31/2020

Edit Year

Build Year
Define Year

Print

Field Name

Description

Pay Period

Select the pay period from the drop-down list

Payroll Year

Select the payroll year from the drop-down list

Click Edit Year. Locate the pay cycle where the voided check was originally issued. Remove the check

mark from the Payroll Updated box and add a check mark to the Time Entry Allowed box.
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Setup Pay Periods
Pay Penod: BwW .. (| BI'WWEEKLY
Payroll Year: | 2020/ [12/75/2019 [ 12/31/2020
Perniod Penod Check Payroll  Time Entry - Edity
Cycle Starting Ending Date Updated Allowed Payroll Update Date Earear)
[ 1 [ 12/5/2018 [@ | 12/28/2019 || 0770372020 [@ 0 471772020 11:40:20 A4 Buildiiear
Define Year
7 [ 1272572019 [@ [ o A12020 @[ oiA/20e0 g 472212020 1:22.49 P
| | || | # O Print
[ 3 [ vinzizz @ | ovzsizoz @[ ossivanz @ 0 5/16/2020 121316 PM
[ 4 [ ovivze/z0z0 @ | o2/ossz0zo @[ 0zndvnz0 @ O 5/15/2020 12:201 45 FM
[ & [ oevoe/z0z0 @[ owzereoen @[ 2/ee0z @ 0 712812020 23331 PM
[ & [ 02232020 @[ 0300772020 @|[ aA372020 (@ O 77282020 3:04:26 P
[ 7 [ u30s/2020 @ | oa/ziiznzn @[ oazivenz @ 0 10/14/2020 22517 PM
[ 8 [ u3zz/z0z0 @ | o4/os/z0z0 @[ 04072020 @ O 107202020 115556 &M
[ 9 [ od05/2020 @ | oansszozn @[ o4szdvenz0 @ O /2572020 1:14:23 PM
[ 70 [ odnesz0z0 @[ osmesz020 @|[ 05082020 [@ O 10722/ 2020 10: 3328 AM
[ 11 [ o5/03/2020 @ [ 0671672000 | [ 05/2272020 [@ O 072772020 1 25657 Ph
[z [ usn7/2020 @ | os/30/z0z0 @[ oe/o5sz0z0 @ 0 1/14/2021 11:5659 &M
| £ [ 73 [ owstvz0z [@ [ oens/zoz @[ cesem @ [ | 2/4/2021 35605 AM

Go to the Pay Time Entry (PRO1) menu and select menu item #1 — Labor Entry. The following form

displays:

Labor En[ry Figcal Year:

Payioll Year:
Scheduled Cycle:

2020 .. Pay Period: BwW | |BI-WEEKLY Department #: ) All Departments

2020 .| Starting: | 12/15/2013  Ending: | 12/31/2020

13 |..| Period Starting: | (05/31/2020  Period Ending: | 06/13/2020 Check Date: | 06/13/2020

Employee #: 020010 7| |4MPLE EMPLOVEE Dept #: | 2
[]24 Hour Time Entry Starting Date: |05/31/2020 @| Ending Date: |06/13/2020
Pay Decimal Time Check Ean Misc -
Date Dept Code Time hhhmm Pay Rate  Type Run# Code Daps Total Pay E Detail Entry i
3 |5/at/z020 ] |2 |SGA 2| a0000] 800 |  $30.0000 ’ﬁ 2] ’H_ 2 $240.00 Quick Entry
Fizcal Year: 2020 Div #: Account #: [5010103001 Project: ?
Mode: 2| Emp Cls: 7| 321 Cls Time In Time Out Time
Pay Rate Factor: 1.0000  Premium Hate: $00000  Fixed Pay: | $0.00 | | ® ‘ 00
[e/1/2020 @2 2 [5GA 2| 80000 800  $30.0000 ’ﬁ 2] ’Fl_ 2 $240.00

Fizcal Year: 2015 Div #: [10 Account #: (5010103001 2| Project: ?

Mode: 2| Emp Cls: 2| 321 Cls: ? Time In Time Out Time
Pay Rate Factor: 1.0000 Premium Rate: $00000  Fixed Pay: | $000 | [ @ 200
[6rz/znz0 [ [2 |SGA 2 [ &oooo| 800 [ s30.0000 [&F 2] [F 2 $240.00
Fiscal Year: 2015 Div #: Account #: |5010103001 Project: 7
Mode: 7| Emp Cls: 7| 321 Cls: Time In Time Out Time
Pay Rate Factor: 1.0000  Premium Rate: $00000  Fixed Pay: | $0.00 | | (] ‘ .00
Total Hours: Totals Total Pay:

Verify that the entries are correct, or if changes are necessary, data can be edited.
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Go to the Payroll Processing (PRO2) menu and select menu item #1 — Payroll Calculation. The following

form displays:

Payroll Paycheck Calculation

Scheduled Cycle: 13 .| Period Starting: | 05/31/2020 | Period Ending: | 05/13/2020  Check Date: | 08/13/2020
Period Starting Date: [05/31/2020 Period Ending Date: |06/13/2020 |g Check Date: | 06/19/2020 @

Pay Period: BwW .

BIMWEEKLY @

Payroll Year: 2020 .. | Starting: | 12415/2019  Ending: | 124312020

Calc Checks

Edit Checks
Preview Chk
Create Chk

Field Name Description
Pay Period Select the current pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year that was selected.
Ending Automatically populated based on the payroll year that was selected.

Scheduled Cycle

Select the applicable cycle from the drop-down list

Period Starting

Automatically populated based on the scheduled cycle that was selected

Period Ending

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected

Period Starting Date

Automatically populated based on the scheduled cycle that was selected

Period Ending Date

Automatically populated based on the scheduled cycle that was selected

Check Date

Automatically populated based on the scheduled cycle that was selected

Click Calc Checks. The following form displays:

Payroll Paycheck Calculation A

BISWEEKLY @

2020 Starting: | 12/15/2019  Ending: | 12/31/2020
13 Period Starting: | 05/31/2020 | Period Ending: | 06/413/2020 Check Date: | 06/19/2020
05312020 | @ 0E6/13/2020 @ 06/19/2020 @@

Calculate Checks
[C]All Employees Employee #: 020010 2 ||54MPLE EMPLOYEE
Frequency for Deductions: | 2 .,

Delete Start
Field Name Description
All Employees The check mark will be automatically removed when the employee
number is entered
Employee # Enter the employee number
Frequency for Deductions | Select the same frequency for deductions as the original check

Click Start. The following confirmation message displays:
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Microsoft Access

Pay Period: BW

Period Starting Date: 05/31/2020
Period Ending Date: 06/13/2020
Frequency for deductions: 2

Employee #: 020010 SAMPLE EMPLOYEE

Continue?

Yas

Click Yes to continue or No to cancel. Click OK on the calculation completion message.

Click Preview Chk to view and/or print the Preview Check Register. The following form displays:

Payroll Paycheck Calculation

Bt BI*wEEKLY

13

2020
05/31/2020

Starting: | 12415/2019  Ending: | 12432020
06/13/2020

06/13/2020 @&

Check Date: | 06/19/2020

0619/2020 @8

Period Starting: Period Ending:

05/31/2020 @

Preview Checks

Report Sort Order

Sort Checks By Employee #
[[] Sort Checks By Employee Name

Employee #: 020010 ?

[[] Sort Checks By Department #/Employee #
[[] Sort Checks By Department #/Employee Name

SAMPLE EMPLOYEE

Department: « [ All Departments

Audit Reports No Departmental Sorting
[] Print Zero/Negative Checks
[[] Print Negative Leave Balances

[] Print Abreviated Preview Register

Print
Field Name Description
All Employees The check mark will be automatically removed when the employee number
is entered
Employee # Enter the employee number

Report Sort Order

Select the sort order for the report

Click Print to view/print the

selected report.

Go to Check Print and print the replacement check/earning statement.

Run the General Ledger posting audit prior to printing the replacement check.

Print the replacement check.

Update the payroll. The update process will update the employee master file and transfers the payroll
entries to the payroll subsidiary journal in the general ledger. It will also recheck the Payroll Updated box
and uncheck the Time Entry Allowed box in Pay Period Setup.
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Void Check Not Reissued

Select Void Paychecks to void a paycheck or ACH transaction. The following form displays:

Paycheck Cancellation

Pay Period: B | ‘ BIWEEKLY Paproll Year: 2020 |..| Starting: | 12/15/2019  Ending: | 12/31/2020
Employee #: 020010 7 | S&MPLE EMPLOYEE

Period Ending: o

Period Ending| Type Check Mo Period Starting Check. Date
12/28/2019  RG MaCheck 12415/2019 | 01/03/2020
05/30/2020  RG MaCheck 051772020 | 06/05/2020

06/13/2020 ARG 1 05/31/2020 | 06A19/2020
i/ F6 4 Oe/2a/a00 317020
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year selected
Ending Automatically populated based on the payroll year selected
Employee # Enter the employee number
Period Ending Select the check to be voided from the drop-down list. (If No check is displayed
in the Check No field that indicates that the transaction was an ACH
transaction.)

The following form displays:

Paycheck Cancellation

Pay Period: |BwW v| BI'WEEKLY Payroll Year: 2020 || Starting: | 12/15/2019  Ending: | 12/31/2020
Employee #: 5333 ? | Sample Employee 11

Period Ending: |05/16/2020 |

Period Period

Starting Ending D ate Check Gross Total Total
Date Check # Check Date Type Earnings Taxes Deductions Het Pay
05/03/2020 | 08/16/2020 MoCheck | 08/22/2020 | RG | $1.250.00 $439.34 | 31068 | $0.00
Voided
Check Reazon
Type Code Description

[vR ]| [voID REGULAR CHECK

[]Re-instate Labor Entries He-instate CheckType: P Joumnal Posting Date: |05/16/202 B

|EH | & |Error

Delete Entiy Yoid Check

Field Name

Description

Voided Check Type

Select the voided check type from the drop-down list

Reason Code

Select the reason the check is being voided from the drop-down list.
Additional reason codes can be added by checking the green check mark

Description

Automatically populated based on the reason code selected

Reinstate Labor Entries

Leave Blank

Reinstate Check Type

Leave blank because the check will not be reissued

Journal Posting Date

Enter the date that the void transaction will be posted to the general
ledger

Click Void Check. The following message displays:
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Microsoft Access

o Do you wish to create this voided check entry?

Click Yes to continue (the following message displays) or No to cancel:

Microsoft Access *

o Vaid Check Entry Completed.

The system does not produce a report when a check is voided.

Select Payroll Update to update the voided check. The update process will reverse all general ledger
transactions and employee master postings for the employee. The following form displays:

Payroll Paycheck Update @

Fiscal Year: 2020 |..| Pay Perod: BvwW ., BISWEEEKLY

Payproll Year: 2020|.. | Starting: | 12415/2019  Ending: | 12/31/2020

Update Voided Checks

Period Starting:

Perniod Ending: Check Date:

Actual Payroll That Will Be Updated

Period Ending: [(5/16/2020 [ Period Starting: | 05/13/2020 | Check Date: [ 08/22/2020 Hedata
Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year selected
Ending Automatically populated based on the payroll year selected

Scheduled Cycle

Selection is unavailable when updating voided transactions

Period Starting

Field will be blank when updating voided transactions

Period Ending

Field will be blank when updating voided transactions

Check Date

Field will be blank when updating voided transactions

Period Ending

Select the period ending date for the check being voided

Period Starting

Automatically populated based on the period ending selected

Check Date

Automatically populated based on the period ending selected
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Click Update Checks. The following confirmation message displays:

Microsoft Access

Period Starting: 05/03/2020
Period Ending: 05/16/2020
Check Date: 05,/22/2020

Start Update?

Click Yes to continue or No to cancel.

Click OK on the update completion message.

Delete Entry

If a void has been created in error, and the payroll update has not been done, you can delete the void

by using the delete entry process.

Paycheck Cancellation

Pay Period: Bw ||| BIWEEELY Payroll Year: [2021 [ | Starting: | 01/01/2021  Ending: | 12/31/2021

Employee #: 020010 ? | SAMPLE EMPLOYEE

Period Ending: |01/14/2021 ~

Re-instate Labor Entries Re-instate CheckType: B2 | .. Journal Posting Date: |03/24/2027 @

Period Period
Starting  Ending Date Check Gross Total Total
Date Check # Check Date Type Earnings Taxes Deductions Met Pay

01/01/2021 | 01/414/2021 MoCheck | 01/20/2021 | R2 \ $2.342.67 $288.01 | $2.054.86

Yoided

Check Reason

Type Code Description
[vR .| [vOID REGULAR CHECK [ER [ ] ] [Error

Delete Entry VYoid Check

The form must be filled out exactly as it was when the check was voided. Click Delete Entry. The

following confirmation message displays:

Microsoft Access

o Delete voided check?
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Click Yes to continue or No to cancel.
Click OK on the completion message.

Payroll Reset

Select Payroll Reset to reset the month, quarter, year, fiscal year, or life to date totals. The year-to-date
reset will also reset Earned Leave Plan balances if the anniversary date fields for the plans in the
employee masters are blank.

Payroll Reset Pay Period: [Bw [ BIWEEKLY @
Payroll ear: [2020 | Starting: [12715/2019  Ending: [ 12/31/2020

Reset month to date totals

Reset quarter to date totals

[] Reset fiscal to date totals

[] Reset life to date totals

Field Name Description
Pay Period Select the pay period from the drop-down list
Payroll Year Select the payroll year from the drop-down list
Starting Automatically populated based on the payroll year selected
Ending Automatically populated based on the payroll year selected

Check the box for the period(s) to be reset. Multiple periods can be reset at once.

Click Update. The following confirmation message displays:

Microsoft Access

o Continue with reset?

Click Yes to continue or No to cancel.

Click OK at the update completion message.
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Special Payroll Programs

Payroll Reset Fix Program

If any of the defined ‘to-date’ (month, quarter, year, fiscal year, or life) resets are missed, run this process
to recalculate any of the ‘to-date’ totals.

For example, if a user forgets to reset the month-to-date totals for December and processes and
updates a payroll in January, the month-to-date totals would include all checks issued in December and
the check or checks issued in January. The following steps outline the process for fixing the month-to-
date totals:

To reset the incorrect month-to-date totals to zero (in this example we are resetting January to zero),
select menu item #9 on the PRO2 (Payroll Processing) menu. The following form displays:

Payroll Reset Pay Period: [Bw | BIWEEKLY @
Payroll Year: 2020 || Starting: | 12/15/2019  Ending: | 12/3142020

A Hesotmonthltoldate] otals]
[[]Reset quarter to date totals
[[]Reset year to date totals
[[]Reset fiscal to date totals

[[]Reset life to date totals

Field Name Description

Pay Period Select the pay period (BW, SM, WK, etc.) from the drop-down list
Payroll Year Select the payroll year from the drop-down list

Starting Automatically populates with the first day of the payroll year selected
Ending Automatically populates with the last day of the payroll year selected
Resets Check the box(es) of the "to-date’ period that was ‘missed’

Update Click to run the update process

Select menu Item #15 on the PRO5 (Special Payroll Programs) menu. The following form displays:

Payroll Restore

Pay Period: Bw [ ]| BIWWEEKLY

From Check Date: |01/20/2021 || Period Starting: | 01/01/2021  Period Ending: | 01/14/2021
Thru Check Date: |01/23/2021 | Period Starting: | 01/23/2021 Period Ending: | 01/23/2021

Alltotals are restored from the check Ristory files and [ARestore month to date totals | Update

therefore the check history must be available for each

of the reslore categories Restore quarter to date totals

Restore year to date totals
[[] Restore fiscal to date totals

[[] Restore life to date totals

Field Name Description

Pay Period Select the pay period (BW, SM, WK, etc.) from the drop-down list
From Check Date Enter the first check date (see below for further explanation)
Period Starting Automatically populates with the first day of the pay cycle selected
Period Ending Automatically populates with the last day of the pay cycle selected
Thru Check Date Enter the last check date (see below for further explanation)
Period Starting Automatically populates with the first day of the pay cycle selected
Period Ending Automatically populates with the last day of the pay cycle selected
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Restore

Select the applicable ‘to-date’ category based on the check dates selected

Update

Click to run the restore process

The program will recalculate ‘to-date’ totals (in this case, the January totals) using the check date

entered in the “From Check Date’ field through the check date entered in the ‘Thru Check Date’ field.

Checklists

Checklists can be used to assist with data setup/maintenance in the system to help ensure
steps are not missed that could cause problems later.

Employee Master Setup Checklist

Complete the fields in the Employee Master using Employee Data (PR0O401). The required fields on the
Employee Master Setup Form are listed below. NOTE: It is strongly recommended to utilize all other

fields for reporting purposes, even though payroll can be processed without them.

Done Form Program/Procedure
Master Employee Number
Master Employee Name
M Employee E-Mail Address (if set up, earnings statements can be emailed to
aster . .
employees who use direct deposit)
Master Export Path (if emailing earnings statements, path for destination drive and
folder where statements will be stored must be entered)
Master Social Security Number
Master Hire Date
Pay Rate | Effective Date
Pay Rate | Previous Pay Rate
Pay Rate | New Pay Rate
Deductions | H (Hours)/E (Earnings) Flag
Deductions | Taken On — Depending Gross/Net entry
Deductions | Tax Codes
Deductions | Gross/Net
Deductions | Deferred Comp
Deductions | Limit (can be left blank if no limit)
Deductions | Frequency
Deductions | Deduction/Tax
Deductions | Amount or Rate applicable for employee and/or employer
Deductions | Arrears (If applicable)
Deductions | Limit Amount (If applicable)
Deductions | Exempt Wages (If applicable)
Deductions | Max Hours (If applicable)
Deductions | Q-T-D Earnings (If applicable)
Deductions | Y-T-D Earnings (If applicable)
Deductions | Q-T-D Hours (If applicable)
Deductions | Start/End Date (If applicable)
Deductions | Fiscal Year
Deductions | Employer Debit GL Division & Account Number (if applicable)
Deductions | Employer Credit GL Division & Account Number (if applicable)
Deductions | Employee Credit GL Division & Account Number (if applicable)
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Payroll Processing Cycle Checklist

The Daily Timekeeping Cycle in Operator Timekeeping and/or Transfer to Payroll in Automated Dispatch
must be completed prior to running the Payroll Processing Cycle.

Done Form Program/Procedure
Enter pay time not recorded by Operator Timekeeping or Automated
PRO1 Dispatch using Labor Entry. Edits to time transferred using Operator

Timekeeping and/or Automated Dispatch are made on this form.

Calculate and update Guarantee Pay (Time) to add guarantee time to

PRO1 employees who are setup with the min/max hours and pay code in the

Employee Master (Payroll Button).

Calculate and update Pay Rounding Adjustment to catch rounding

discrepancies on total hours multiplied by hourly rate.

PRO1 Calculate and update Auto Overtime.

PRO Calculate the Auto Pay Time to add time entries for employees using a

specific pay code and number of hours or fixed amount.

PRO1 Display and/or print Labor Distribution Reports.

PRO2 Run the Paycheck Calculation to calculate, preview, edit, and create the

records required for check and/or earnings statement printing.

Print the Preview Check Register and verify all pay calculations for each

employee. The Paycheck Register is a preview check register and check

numbers will not be included. If gross wages are incorrect due to time

PRO2 omissions or errors, make necessary pay time adjustments in Labor Entry- and

rerun the Paycheck Calculation. Note: Recalculation can be done for a single

employee or all employees. Data for employees not recalculated will not be

overwritten.

Deductions and/or taxes can be modified using Paycheck Calculation (click

the edit checks button; double-click the amount fields under the tax or

PRO2 deduction heading). If any changes are made, you MUST recalculate the

paycheck for those employees whose checks were edited. If checks are

edited, the changes will remain during the recalculation process.

Print deduction reports for any deduction code using Deduction Audit Report.

These reports can be reprinted for any pay period.

Run the GL Calculation and print the Payroll General Ledger Posting Audit. If

any of the GL Postings are incorrect, correct the GL Division and/or GL

PRO2 Accounts. If corrections are made, rerun the GL calculation, and print the

report again for verification. These reports must be printed prior to updating

payroll.

Create ACH File using ACH Transactions. An ACH Report can be printed at

this time. The ACH Report should be reconciled to the deduction audit report

for all deduction types that are paid via ACH. The total of the deductions that

are paid via ACH must match the ACH Report.

PRO2 Print checks and/or earning statements or email earning statements using
Check Print. The check date will be the GL posting date.

PRO2 Run the Payroll Update.

PRO2 Print a Final Payroll Register via Paycheck Register. At this time, the Paycheck

Register is a Final Check Register and will include check numbers.

PRO1

PROZ2

PRO2
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