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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 is illegal. 

 

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 
 

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. 

 

 
 

 
 

 

 

 

 

 

 

 

 
 

 

 

 

 

 

 

  
 

 

 
 

 

 
 

 

 
 

 

          

          
  

 
 

The clock button allows for changing the time entry. 

 
 

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

form. 

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. 

 

**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. 

 

The question mark button opens the search option. 

 
 

The Stop button aborts the current selection process. 

 

The calendar button allows for quick selection of a 
specific date via a calendar. Calendar defaults to 
current date. 

The calculator button allows for quick simple 
calculations on the fly. It opens up your systems 
calculator.  
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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. 

 

All 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. 
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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: 

 

 
 

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: 
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Field Name Description 

RecordId Select the applicable item from the drop-down list or add a 

new entry from the green check mark (See below for detailed 

instructions) 

Div# 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) 

 

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 
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Payroll  

 

 
 

These are the functions that can be performed in Payroll. 

 

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.  

 

 
 

 

 

 

 

 

 

 

 

 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 11 of 199 

Payroll Code Maintenance 

 

 
 

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.) 

 

 
 

Field Name Description 

Job Class Enter a 5-character alpha-numeric code 

Description Enter a description identifying the Job Class Code 

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

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

selection 

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. 
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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. 

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 
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Set Up Transaction Control Records 

 

 
 

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 recommended that payroll is consulted during the setup, or 

that setup is done by the payroll department.  

• Enter a two character/digit user defined code in the Deduction Code field 

• Click Setup 
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Field Name Description 

Description Enter description to define the selected code 

NTD Fringe Benefit 

Object Class 

Select the NTD Fringe Benefit Object Class as defined in USOA from the 

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 

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. 

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. 1 = First paycheck of the month, 2 = 

Second paycheck of the month, 3 = Third paycheck of the month, 4 = 

Fourth paycheck of the month and 5 = Fifth paycheck 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. 
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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 

 

 
 

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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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 the user defined by using the green checkmark -  - on the transaction 

screens as character limits are recognized. 

 

 
 

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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ApplicableTaxCodes: (Specific) 

 

 
 

AttendanceCode: (User Defined Attendance Codes) 

 

 
 

CheckPrintFormat: (Specific) 
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Defaults: (User Defined) 

 

 
 

EarnedLeavePlan: (User Defined) 

 

 
 

EarningsComputedOn: (Specific) 

 

 
 

EarningStatementFormat: (Specific) 
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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. 

 

 
 

FilingStatus: (Specific) 

 

 
 

FitCode: (Specific Federal Income Tax Codes) 

 

 
 

FixedPercentageTaxType: (Specific) 
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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. 

 

 
 

LITCode: (User Defined Local Income Tax Codes) 

  

 
 

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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NumericStateCode: (Specific) 

 

 
 

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

tax calculations) 

 

 
 

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 letter A and the status for Inactive Employees must begin with letter I. 

 

 
 

SitCode: (Specific)    
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SITTaxId: (Specific)    

 

 
 

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. 

 

 
 

TaxExemptionType: (Specific) 

 

 
 

Timekeeping: (Specific) 

 

 
 

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.  
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Field Name Description 

Pay Code Select an existing code from the drop-down list or 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. 

 

 
 

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

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.E.R.S. 

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. 

http://www.dol.gov/whd/flsa/index.htm
http://www.dol.gov/whd/flsa/index.htm


Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 26 of 199 

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: 

 

 
 

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.  

 

 
 

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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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: 

 

 
 

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 

until Check Date 

Enter the number of days between the end of the pay period 

and the payroll check date 

Start Click start to build the year 

 

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

 

 
 

Click Edit Year to view or edit the pay period information, the following form displays: 
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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 paycheck 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 paychecks. 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 following message displays: 
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Click Yes to continue or No to cancel. Complete the Plan, Rates and Limits forms as outlined 

below. 

 

 
 

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 

 

 
 

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 

Method 

Select M = Earned Leave is Based on Months of Service, from the drop-

down list. Note: Selections D = Earned 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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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: 

 

 
 

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 
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Pay Period End Date Select the pay period end date from the drop-down list 

Accrual Start Date Enter the accrual start and end dates. For instance, Sunday through 

Saturday work week, enter the date for Sunday in the start date field 

and the date for Saturday in the end date field. 
Accrual End Date 

Maximum Hours 

Subject to Accrual 

Enter the maximum number hours per week that the employee can 

accrue time. 

 

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: 

 

 
 

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

 

 
 

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.  
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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.  
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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 

  



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 34 of 199 

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.  

 

 
 

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

 

 
 

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

selecting each from the drop-down list: 

 

 
 

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

 

Use Setup Earnings Codes Form to define earnings codes, add new earnings codes and assign 

accruals and overtime parameters. 

 

 
 

 

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 Earned 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. 

 

 
 

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. 

 

 
 

 

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 employer 

accrual, if applicable 

Employee Credit Select the GL Division and GL account to be credited for 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 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: 

 

 
 

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

 

Click Reset to clear the Global Deduction Update form. The following prompt displays: 

 

 
 

Click OK to continue or No to cancel. 

 

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

 

 
 

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. 
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Manual Assignment: 

 

Field Name Description 

Manager # Select the ‘Manager’ from the drop-down list 

Employee # 

Select each of the employees being assigned to the ‘Manager’ 

selected at the top of the form 

 

Build: 

 

 
 

Field Name Description 

Manager # Select the ‘Manager’ from the drop-down list 

Department # Select the applicable Department number from the drop-down list 

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: 

 

 
 

Click Managers to view all employees designated as ‘Managers’ 
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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.   

 

 
 

Field Name Description 

Department # Select the Department from the drop-down list 

Pay Code 

Select each of the pay codes being assigned to the Department 

selected at the top of the form 

 

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: 

 

 
 

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

 

 
 

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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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 Data 

 

Add or edit employees using the form shown below. 
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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. 

 

 
 

If Yes is selected the following form displays. 

 

 
 

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:  

 

 
 

Click OK, the following form displays: 

  

 
 

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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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 

All 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 
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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.  

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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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: 

 

 
 

 

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 
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from paychecks in order of priority with lowest priority items being taken 

first.  

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  

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

employee  

 

 
 

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. 

 

Priority Number    

Employee Amount Employee Rate 

Employer Amount  Employer Rate 

 

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

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/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. 
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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. 

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 employer 

accrual, if applicable. 

Employee Credit Select the GL Division and GL account to be credited for 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. 
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To add a new deduction, enter the priority number for the deduction. The following message 

displays: 

 

 
 

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: 

 

 
 

Life Insurance Lookup 

 

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

you will need to complete the following: 
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Field Name Description 

Amount Lookup Flag Check the box 

Smoker Select Y or N 

Insurance Coverage Enter the elected coverage amount 

 

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). 

 

 
 

 

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: 
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Field Name Description 

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

99 exemptions = no taxes (use this IF the New W4 Submitted box is NOT 

checked) 

98 exemptions = additional tax only 

0 - 97 exemptions = Use fixed percent or table lookup and add 

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 (use this IF the New W4 Submitted box is NOT 

checked)  

98 exemptions = additional tax only 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 56 of 199 

0 - 97 exemptions = Use fixed percent or table lookup and add 

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 (use this IF the New W4 Submitted box is NOT 

checked) 

98 exemptions = additional tax only 

0 - 97 exemptions = Use fixed percent or table lookup and add 

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 

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) (If they are going to be tax exempt, they should have 

99000 in step 3 on the form, thus 99000 here in this field.) 

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 

Overtime 

Check the box if the employee is Exempt from 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 
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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: 

 

 
 

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: 

 

http://www.dol.gov/whd/flsa/index.htm
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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: 

 

 
 

Select the applicable Earnings 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: 
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Select the first pay period ending date and the last pay period ending date from the drop-down 

lists.  

 

The following form displays: 

 

 
To print the report, close the form and click print. Use the file/print option to print a copy of the 

report. 

 

 
 

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: 

 

 
 

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

 

 
 

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: 

 

 
 

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: 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 62 of 199 

 
 

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 

 

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:  

 

 
 

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

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

of the report. 

 

 
 

Audit 

 

Click Audit to view and/or print the employee’s audit data, the following form displays: 
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Enter the From and Thru dates and the category (see chart below) for the report. Click Display, 

the following form displays: 

 

 
 

Click Print to view/print the report: 
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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: 

 

 
 

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

 

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

 

 
 

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: 

 

 
 

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 

Deposit 

Check the box if the direct deposit is active and/or if the direct deposit is a 

pre-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: 

 

 
 

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 
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Information Enter any information pertinent to the contact 

Email Enter the contact’s email address 

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: 

 

 
 

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 earning code(s) 

should NOT be included in the calculation, enter the 

applicable earnings 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. 
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** 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. 

 

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: 

 

 
 

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 Item #3 on the Employee Master Maintenance menu. The 

following form displays: 

 

 
 

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: 

 

 
 

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  button. This will 

stop the renumbering process, and the following will display. 
 

 
 

Employee Audit Report/Purge 

 

To review and/or print the employee audit reports select Menu Item #4 on the Employee Master 

Maintenance menu. The following form displays: 

 

 
 

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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When the display is closed, the following prompt displays: 

 

 
 

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 Item #5 on the Employee Master 

Maintenance menu. The following form displays: 

 

 
 

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 
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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 

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: 

 

 
 

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. 

 

 
 

The following prompt displays; click Yes. 
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The following prompt displays: Click Yes to continue (the following message displays) or No to 

cancel: 

 

 
 

Click OK on the completion confirmation message. 

Earned Leave Adjustment 

 

To process Earned Leave Adjustments without having to access the Employee Master.  

The following form displays: 

 

 
 

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: 
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Click Yes to update or No to cancel. 

 

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: 

 

 
 

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 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) 
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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: 

 

 
 

Click Print, the following report displays: 
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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 birth date 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. 
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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 form as actual table and 

field names are used. In the example below three search options are available for selection on 

the Employee Master Form.  

 

 
 

 
 

Once an option is selected, a list will display based on the selection choice: 

 

 
 

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. 

 

 
 

Tax File Maintenance 

 

 
 

 

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. 

 

 
 

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. 
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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 Table Setup 

 

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

 

 
 

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 
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tax 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. 

 

 
 

Click Setup, the following form displays: 

 

 
 

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: 

 

 
 

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: 

 

 
 

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. 
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Employee Tax Reporting Setup 

 

Select Employee Tax Report, the following form displays: 

 

 
 

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

 

Setup Employer 

 

Click Setup Employer, the following form displays: 

 

 
 

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 0 = Initial submission of the file or 1 = For a resubmission of the 

file 
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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: 

 

 
 

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-9c build for 

quarterly reporting. 

State Path To File Enter the path to the location where the SIT electronic file 

will be exported 

State UI 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-9c build for 

quarterly reporting. 

UI Path To File** Enter the path to the location where the UI 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-9c build for 

quarterly reporting. 
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SDI Path To File ** Enter the path to the location where the SDI electronic file 

will be exported 

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. 

 

 
 

 

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 

 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 87 of 199 

Setup Departments 

 

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.  

 

 
 

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 

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: 
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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: 

 

 
 

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

under the FFRCA for the Coronavirus Pandemic. Wages paid for these plans were required to be 

reported in box 14 of the 2020 W2. 

 

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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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 

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 overwritten. 

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: 

 

 
 

 

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

 

 
 

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: 

 

 
 

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 Illinois 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, UI and SDI 

reporting, check the applicable box to generate each report. If 

only one account number was assigned, this is not necessary 
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Employee Count:  

 
 

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 12th 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: 

 

 
 

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: 

 

 
 

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

form displays: 
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Add Employee 

 

 
 

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 (PR06) select #2 – W2C Builder. 

 

 
 

Enter the Payroll Year and click Build Tax Data. 
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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. 

 

 
 

Click Yes to continue or No to cancel. 
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Click OK. 

 

Click the Stop Sign to reactivate the selection buttons. 

 

 
  

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. 

 

 
 

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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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. 

 

 
 

Field Name Description 

Employer Tax ID Select the FEIN from the drop-down 

Original Tax Period Select the original tax period that was reported: 

1 = First Quarter 

2 = Second Quarter 

3 = Third Quarter 

4 = Fourth Quarter 

5 = Annual 

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

original report # 

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 

Employer 

Select the original type of employer from the drop-down list 

Corrected Kind of 

Employer 

Select the corrected type of employer from the drop-down list 

 

Click Start. 

 

Click Yes to continue or No to cancel. 

 

 
 

Click OK on the confirmation message. 

 

 
 

Click Audit to print a report listing all changes. 

 

 
 

Click Yes to continue or No to cancel. 
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Click W-2c to print the employee copy of the W-2c. 

 

 
 

Click Yes to continue or No to cancel. 

 

 
 

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.  
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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: 

 

 
 

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: 
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Click Totals and the following form displays: 

 

 
 

Click Calendar and the following form displays: 
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Use the record buttons to move between months. 

 

Click Print to print out the report. 

 

 
 

The report defaults to a landscaped 81/2 X 11. To change the size, select Page Setup from the 

ribbon. 

 

 
 

Then select Page from the Page Setup and select the size from the drop-down. 
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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. 

 

 
 

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. 
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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. 

 

 
 

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 
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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: 

 

 
 

Click Yes to continue or No to cancel. 

 

Click OK on the update confirmation message. 

 

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. 

 

 
 

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 
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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.  

 

 
 

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: 

 

 
 

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: 
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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. 

 

 
 

Click Yes to continue or No to cancel. 

 

 
 

The report defaults to a landscaped 81/2 X 11. To change the size, select Page Setup from the 

ribbon. 

 

 
 

Then select Page from the Page Setup and select the size from the drop-down. 
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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: 
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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: 

 

 
 

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: 
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Click Interest Rate to assign current interest rates to the deduction codes for the pension plan. 

The following form displays: 

 

 
 

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: 

 

 
 

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 
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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: 

 

 
 

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: 

 

 
 

Click Yes to continue or No to cancel. 

 

Click OK at the import completion message. 
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Click Stop to make the other selections available. Click Calculate Interest to calculate interest 

on imported records. The following message displays: 

 

 
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: 

 

 
 

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: 
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Click Stop to make the other selections available. Click Print to view and/or print the pension 

report. The following form displays: 

 

 
 

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: 
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Highlight the record associated with the check that was voided, press Delete on the keyboard, 

the following message displays: 

 

 
 

Click Yes to Continue or No to Cancel. 

 

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 Paycheck Processing.  
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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.  

 

 
 

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: 
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Field Name Description 

Fiscal Year Select the fiscal year from the drop-down list. If Default Miscellaneous 

Codes are set up, 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 set up, 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 set up, 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 end 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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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 
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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 

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. 

 

 
 

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. I.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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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: 

 

 
 

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: 

 

 
 

Field Name Description 

Pay Period Select the pay period from the drop-down list 
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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 

 

 

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: 

 

 
 

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 setup is based on a 40 hour week the 

starting and ending dates must be for a seven day period. 
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Ending Date Automatically populated based on the scheduled cycle that was 

selected. As the guarantee time setup 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:   

 

 
 

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

 

 
 

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:   
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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 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: 

 

 
 

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:   

 

 
 

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: 

 

 
 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 125 of 199 

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.  

Ending Date Automatically populated based on the scheduled cycle that was 

selected. 

 

Click calc, the following confirmation message displays:   

 

 
 

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

 

 
 

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:   
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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 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:   

 

 
 

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:   

 

 
 

Click Yes to continue or No to cancel. 

 

Click OK on the updated completion message. 

 

Auto Overtime 
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Select Auto Overtime Parameters to calculate Auto Overtime based on the parameters set up in 

the employee master files. The following form displays: 

 

 
 

 

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:   

 

 
 

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

 

 
 

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:  
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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:   

 

 
 

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: 

 

 
 

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.  
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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:   

 

 
 

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

 
 

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 

Employees/Salaried 

Employees 

Check either or both boxes, as applicable 

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 
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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:   

 

 
 

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: 
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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.  

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. 

Ending Date Enter the end date for the report. The date defaults to the end 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 

Time** 

To include non-paid time on the display and/or report, check this box 

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 
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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. 

• 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: 

 

 
 

Click Stop to select another report. 

 

Click Earn Codes and the following form displays: 

 

 
 

Click Stop to select another report. 

 

Click Pay Codes and the following form displays: 
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Click Stop to select another report. 

 

Click Print and the following report displays: 

 

 
 

Click Print Pay Codes and the following report displays: 

 

 
 

Click Print Earn Codes and the following report displays: 
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Click Time Summary and the following report displays: 

 

 
 

Click Earn Code Summary and the following report displays: 

 

 
 

Click Employee Pay Detail and the following report displays: 
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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: 

 

 
 

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  
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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. 

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 end 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: 

 

 
 

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. 
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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. 

 

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: 

 

 
 

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 
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Totals Click Totals to calculate the hours for all entries displayed on the form 

 

Average Hours Worked 

 

Select Average Hours Worked to calculate the average hours worked and preview and/or print 

a report. The following form displays: 

 

 
 

Click Earning Codes to complete the one time set up. The following form displays: 

 

 
 

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: 

 

 
 

Click Print Averages to view the report on the screen. Use the file/print option to print a copy of 

the report. 

 

 
 

Process Other Pay 

*** If ‘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: 

 

 
 

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: 

 

 
 

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: 

 

 
 

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: 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 143 of 199 

 
 

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:   

 

 
 

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: 
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Click Yes to continue or No to cancel.  

 

If Yes, the following form displays: 

 

 
 

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

 

 
 

Click Yes to continue or No to cancel. 

 

Click OK on the purge completion message. 

 

Paycheck Processing 

 

 

Paycheck 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: 
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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  

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: 

 

 
 

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:   
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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: 

 

 
 

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. 
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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. 

 

 
 

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. 
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Preview Check 

 

Click Preview Chk to view and/or print the Preview Check Register. The following form displays: 

 

 
 

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. 
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You will receive the following prompt. Click Yes to continue or No to cancel. 

 

 
 

 
 

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: 
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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: 

 

 
 

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: 

 

 
 

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.  
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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.  

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 Select a deduction code from the drop-down list to view and/or print 

data for a specific deduction 

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 

Click Display. The following form displays: 

 

 
 

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. 
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General Ledger Posting Audit  

 

Select General Ledger Posting Audit to calculate the payroll General Ledger entries. The 

following form displays: 

 

 
 

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: 
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Click Yes to continue or No to cancel. 

 

Click OK on the calculation completion message. 

 

Click Display to view detailed entries. The following form displays:  

 

 
 

To view a summary, check the Account Totals Only box and click Display. The following form 

displays:  
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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. 

 

 
 

Click Print to view and/or print the General Ledger Detail report. The following report displays:  
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Check the Account Totals Only box and click Print to view and/or print the General Ledger 

Summary report. The following report displays:  

 

 
 

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: 
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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: 

 

 
 

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 
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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: 

 

 
 

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 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: 

 

 
 

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 
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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:   

 

 
 

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: 

 

 
 

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: 
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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 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 

Click Calc Postings 

 

The following confirmation message displays: 

 

 
 

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. 
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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 see 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: 

 

 
 

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

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 162 of 199 

 
 

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: 

 

 
 

Click Yes to continue or No to cancel. 

 

If entries exist for the Reference entered the following message displays: 

 

 
 

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: 
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Click OK 

 

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: 

 

 
 

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 

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: 
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Click Delete, the following message displays: 

 

 
 

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. 

 

 
 

Click Stop to reactivate the buttons. 

 

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. 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 165 of 199 

 
 

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 

 

 
 

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: 
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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 (1NNNNNNNNN). 

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 
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File Id Modifier Enter A to identify the file as the first file being sent 

Format Code Enter 1  

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: 

 

 
 

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 
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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   

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. 

 

 
 

 
 

Click Yes to continue or No to cancel. 

 

If Yes is 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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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: 

 

 
 

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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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: 

 

 
 

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: 

 

 
 

Click Yes to continue or No to cancel.  

 

If Yes is selected, the ACH transactions will be recalculated from the original payroll calculation. 
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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. 

 

 
 

In ACH Transactions, complete the following: 

 

 
 

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. 

 

 
 

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: 

 

 
 

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: 

 

 
 

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 
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master for 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: 

 

 
 

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: 

 

 
 

Field Name Description 

Checking Account Select the checking account from the drop-down list 

Check Print Format Select the check print format from the drop-down list 

Earnings Statement Format Select the earnings statement print format from 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 
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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 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 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: 

 

 
 

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

 

 
 

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

 

 
 

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   
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Check Print/Statement Sort 

Order 

Select the sort order for the check and 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 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 Statements. Statements will be printed only for those employees who are not receiving 

their earnings statements via email. The following confirmation message displays: 

 

 
 

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

 

 
 

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

 

 
 

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. 
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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. 

 

 
 

Field Name Description 

Checking Account Select the checking account from the drop-down list 

Check Print Format Select the check print format from 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 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 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 Email Statements. 

 

The following confirmation message displays: 

 

 
 

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

 

 
 

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. 
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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 from 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 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 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:   
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Click Yes to continue, (the following message displays) No to cancel: 

 

 
 

Click Yes to continue or No to cancel. 

 

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: 

 

 



Avail Technologies Payroll Manual 

Avail Technologies Inc. April 2021  Page 181 of 199 

 

Field Name Description 

Checking Account Select the checking account from the drop-down list 

Check Print Format Select the check print format from the drop-down list 

Earnings Statement Format Select the earnings statement print format from 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.  

 

 
 

To reprint one check, locate the employee and double click in the employee number field: 
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The selected employee’s name, number and check type will now be listed as shown below. 

Check the Print Selected Employee Only box. 

 

 
 

Enter the starting check number, click Print Checks. The following confirmation message displays: 
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Click Yes to continue (the following message displays) or No to cancel: 

 

 
 

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

 

 
 

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:  
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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: 

 

 
 

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:   

 

 
 

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:  

 

 
 

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:  
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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: 

 

 
 

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

 

 
 

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: 
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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:   

 

 
 

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: 
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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 

 

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. 

 

 
 

Go to the Pay Time Entry (PR01) menu and select menu item #1 – Labor Entry. The following form 

displays: 
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Verify that the entries are correct, or if changes are necessary, data can be edited. 

 

Go to the Payroll Processing (PR02) menu and select menu item #1 – Payroll Calculation. The 

following form displays: 

 

 
 

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: 
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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:   

 

 
 

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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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. 

 

Void Check Not Reissued 

 

Select Void Paychecks to void a paycheck or ACH transaction. The following form displays:  

 

 
 

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: 
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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: 

 

 
 

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

 

 
 

The system does not produce a report when a check is voided.  
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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: 

 

 
 

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 

 

Click Update Checks. The following confirmation message displays:   

 

 
 

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. 
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The form must be filled out exactly as it was when the check was voided. Click Delete Entry. The 

following confirmation message displays: 

 

 
 

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. 
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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 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: 

 

 
 

Click Yes to continue or No to cancel. 

 

Click OK at the update completion message. 

 

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 PR02 (Payroll Processing) menu. The following form displays: 

 

 
 

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 
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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 PR05 (Special Payroll Programs) menu. The following form displays: 

 

 
 

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 

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 (PR0401). 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 

 
Master 

Employee E-Mail Address (if set up, earnings statements can be emailed 

to 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 
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 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 

 

PR01 

Enter pay time not recorded by Operator Timekeeping or Automated 

Dispatch using Labor Entry. Edits to time transferred using Operator 

Timekeeping and/or Automated Dispatch are made on this form. 

 

PR01 

Calculate and update Guarantee Pay (Time) to add guarantee time to 

employees who are set up with the min/max hours and pay code in the 

Employee Master (Payroll Button). 

 
PR01 

Calculate and update Pay Rounding Adjustment to catch rounding 

discrepancies on total hours multiplied by hourly rate. 

 PR01 Calculate and update Auto Overtime. 

 
PR01 

Calculate the Auto Pay Time to add time entries for employees using a 

specific pay code and number of hours or fixed amount. 

 PR01 Display and/or print Labor Distribution Reports. 

 
PR02 

Run the Paycheck Calculation to calculate, preview, edit, and create 

the records required for check and/or earnings statement printing. 

 

PR02 

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 omissions or errors, make necessary pay time adjustments in Labor 

Entry­ and rerun the Paycheck Calculation. Note: Recalculation can be 

made for a single employee or all employees. Data for employees not 

recalculated will not be overwritten. 

 

PR02 

Deductions and/or taxes can be modified using Paycheck Calculation 

(click the edit checks button; double-click the amount fields under the 

tax or 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. 

 
PR02 

Print deduction reports for any deduction code using Deduction Audit 

Report. These reports can be reprinted for any pay period. 

 

PR02 

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 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. 

 

PR02 

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. 

 
PR02 

Print checks and/or earning statements or email earning statements 

using Check Print. The check date will be the GL posting date. 

 PR02 Run the Payroll Update. 

 

PR02 

Print a Final Payroll Register via Paycheck Register. At this time, the 

Paycheck Register is a Final Check Register and will include check 

numbers. 

 


