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CHAPTER

INTRODUCTION

The Blackbaud FundWare™ Payroll/Personnel module gives you the ability to manage
and report on your organization’s payroll easily and effectively. With Payroll/Personnel,
you can:

*  Maintain employee master records and history.

» Distribute expenses to multiple departments and/or General Ledger accounts.

*  Define custom data items, including taxes, deductions, and employer costs.

*  Allow multiple payroll accrual accounts and cash accounts.

*  Create timesheets for a group of employees in a single step.

* Enter one or more timesheets for your employees in a single form.

*  Process checks (e.g., produce checks, void checks, enter manual checks).

*  Create direct deposit files.

* Post financial data to General Ledger, Project/Grant, and Accounts Payable.

*  Process your W-2s (e.g., extract information, print W-2s, create electronic file).

* Update your earnings, taxes, deductions, and employer costs using the ToolBox.

THE PAYROLL PROCESS

The following steps represent a typical pay period. Procedures vary for each
organization; you may not perform all of these steps or you may perform more.

1. Create employee timesheets.
2. Verity (and correct if necessary) timesheets.

3. Post timesheets.

Blackbaud, Inc. I 2.1
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4. Enter one-time deductions.

5. Calculate net pay.

6. Produce and review a Preliminary Check Register.

7. Produce checks and direct deposit payments.

8. Log printed check numbers and direct deposit payments.

9. Reconcile checks and direct deposit payments.

DEPARTMENTALIZATION, COSTCODES, AND DISTRIBUTION TABLES

The most-critical Payroll decision will determine how the system uses your settings and
entries to resolve (or “build”) the account number to which you post your Payroll costs:

*  Are you departmentalized, or
* Are you not departmentalized?

This setting is defined on your Payroll Parameter and can be different for salaried,
hourly, or “other” employees (Figure 1.1). (See Defining the Payroll Parameter on page
1.34 for more information on the parameter.)

Demo Uszer Division 925 A4.-18.-2082
[Enter field to be changed (A to accept) {_ >
PR — Define Payroll Parameter
[Parameter..........= PYLS Changed.: B84-17/82

User....: 881581
1> Configuration
Tax mode.......= U — United States.
——Earning Type——
Salary_........: 2 — Departmentalize salaries.
Classified...: N — Salaries not classified.
Hourly.........- 1 — There are hourly earnings.
Classified...: N — Rates not classified.
Other..........=- @ — Mo other earnings.
Classified...: ¥ = Other rates are classified.
Shift emps.....: ¥ — There are zhift employees.
Costcode.......:2 ¥ — Costcode is used.
Dist tables....: ¥ = Distribution tables are used.

{ Parameter being changed. | 1 of 4

Figure 1.1—Departmentalized Salary and Non-Departmentalized Hourly

Once this has been determined, you can decide if you are using costcodes or distribution
tables:

2.2 I Departmentalization, Costcodes, and Distribution Tables
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*  Costcodes can be used with departmentalized or non-departmentalized
earnings.

» Distribution tables can only be used with non-departmentalized earnings.

The following sections explain these options and general instructions for implementing
them. Specific instructions for each topic can be found later in this guide:

*  Creating Departmentalized Earnings on page 1.72,
* Implementing Costcodes on page 1.46, or
*  Creating Distribution Tables on page 1.67.

For examples of how Payroll uses these settings to resolve the account number during
timesheet entry, see Appendix C—How Does Payroll Resolve Accounts? on page 1.259.

DEPARTMENTALIZED EARNINGS

The departmentalized earnings option represents a very specialized method of
accounting. You should use the departmentalized earnings option if all or most of your
employees have different wage distributions. When you define Salary, Hourly, and/or
Other as departmentalized, you must also define departments and GLAs for each
departmentalized option. You can then select and store these settings on the employee
record.

represent the “natural” account or object code of an account number and define
what the employee does or the cost category to which they belong. However,
when we refer to GLAs in the program, we are referring to an additional piece
of your Payroll setup ((H GLA, .S GLA, or .O GLA) and a setting on the
employee record. You can use the department and GLA to refine how Payroll
builds your account numbers.

v GLAs are literally “General Ledger accounts.” In everyday usage, they often

HOW DO YOU IMPLEMENT DEPARTMENTALIZATION?

There are three primary steps that you must complete to prepare your system for
departmentalization.

Blackbaud, Inc. I 2.3
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1. Define the Salary, Hourly, and/or Other earning type as 2 (Departmentalize) in
field 1 of the Payroll Parameter (Figure 1.2).

Demo User Division 25 A4.-18.-2082
[Enter field to be changed {A to accept) {_ >
PR — Define Payroll Parameter
[Parameter..........= PYLS Changed.: B84-/17/82
User....: BA181
1> Configuration
Tax mode.......: U — United SBtates.
—Earning Type—
Salavy_........: 2 — Departmentalize salaries.
Classified...: N — Salaries not classified.
Hourly........ = 2 — Departmentalize hourly earning
Classified N — Rates not classified.
Other. ... ... 1 — There are other earnings.
Classified ¥ — Other rates are classified.
Shift emps. ...z ¥ — There are zhift employees.
Costcode. ......: ¥ — Costcode is used.
Dist tables....: ¥ — Distribution tabhles are used.

| Parameter being changed. | 1 of 4

Figure 1.2—Departmentalized Setting in Division 95 Payroll Parameter

For more information on the payroll parameter, see Defining the Payroll
Parameter on page 1.34.
2. You define edit values for each of these employee data items to represent all the
departments (.S DEPT, .H DEPT, and/or .O DEPT) and GLAs (.S GLA, .H
GLA, and/or .O GLA) that are needed by your organization.

24 I Departmentalization, Costcodes, and Distribution Tables
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3. You define one or more departments and GLAs for each employee on the
Accounting Information tab of the employee record (Figure 1.3). (This is
optional. Depending on other settings, the system will still be able to resolve the
account number if the employee does not have a department and GLA setting.)

Hame and Address Perzonal Information Paprall Information
Accounting Information Direct Deposit Pay Calculation
— Department E arnings
" Hourly rate These options are defined as edit values .S GRP
& Salary to the .S DEPT employee data item.
= Other rate
% Expenzed S alary dept GLA Addt basiz for /
50.00| Adrnin Sal
25.00{lce rink Seazon

25.00|Soccer Field Seazon
3 b N

|1 00.00%% of Salay expenzed

These options are defined as edit values to
the .S DEPT employee data item.

.S PCNT

Figure 1.3—Example .S DEPT and .S GLA Entry on Accounting Information Tab

as departmentalized, Payroll allows you to enter multiple definitions for
your salary, hourly, or other settings. Non-departmentalized Salary,
Hourly, and/or Other earning types allow only one entry (i.e., 100% to a
single department, GLA, and Additional basis for).

v Because you have defined the Salary, Hourly, and/or Other earning type

For examples of how Payroll resolves the account number in a departmentalized system,
see Appendix C—How Does Payroll Resolve Accounts? on page 1.259.

ARE DISTRIBUTION TABLES EASIER?

If you do not use distribution tables for a departmentalized configuration, each change
to your system may force you to make changes to every employee record. However, you
may find that defining and maintaining 20—30 distribution tables may be easier than
adjusting the departmentalized earnings for each employee each time the information
changes.
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COSTCODES

You can use costcodes when your organization wants to code wage expenses to a
specific project or “job” through an account number. In costcode accounting, employees
usually work in multiple departments but there is no consistent distribution of labor.
Employees may also have rates of pay that vary by department.

Defining your system to use costcodes involves settings on a number of different
records:

*  Payroll parameter,

* Earnings items (i.e., historical data items with the History type defined as
E—Earnings),

+ Edit values for employee data items ((COSTCODE and/or .COSTRATE,
depending on your setup),

* Employee records,
*  Timesheets.

See the following sections for example uses of costcodes. See Implementing Costcodes
on page 1.46 for specific instructions to implement costcodes.

EXAMPLE COSTCODE—RATE DEFINED ON EMPLOYEE RECORD

Charles Applecart works for Emerald City’s vehicle maintenance department earning
$12 per hour. The vehicle maintenance department charges each city department for
work on city vehicles. For example, Charles may work on police cars year-round (for
the police department), but work on graders in the summer (for the road maintenance
department) and snow plows in the winter (for the snow removal department).

Therefore, we define an edit value for . COSTCODE for each city department to ensure
that the hours are billed correctly. When we enter a timesheet for Charles Applecart, we
select the correct edit value for the hours worked. Payroll defaults the rate to the Hourly
rate defined on the Payroll Information tab of the employee record (which corresponds
to employee data item .H AMT) and resolves the account number to charge the correct
city department for these hours.

See Implementing Costcodes—Rate Defined on Employee Record on page 1.46 for
specific instructions to implement this type of costcode setup. For examples of how
Payroll resolves the account number using costcodes, see Appendix C—How Does
Payroll Resolve Accounts? on page 1.259.
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EXAMPLE COSTCODE—RATE DEFINED ON .COSTCODE

Prucilla Pear works for Emerald City’s safety department as an emergency medical
technician (EMT). However, she occasionally works as a standby firefighter for the city.
EMTs earn $25 per hour, while firefighters earn $30 per hour. Because Prucilla is paid at
different rates, we define .COSTCODE edit values for each department, including a
lookup column 3 to hold the rate. We enter two pieces of information on Prucilla’s
record:

*  Hourly rate on the Payroll Information tab—Payroll will multiply the hourly
amount by the rate defined by the hours billed. Therefore, to accurately reflect
our EMT and firefighter rates, we enter 1.00 in the Hourly rate field.

Certain organizations use this feature to better reflect a more
complicated payroll calculation.

* .COSTCODE added to the Pay Calculation tab—Because most of Prucilla’s
time is billed at the EMT rate, we select this edit value. When we enter a
timesheet for Prucilla, the default . COSTCODE edit value will be EMT. We can
change this for those hours that should be billed at the firefighter rate.

See Implementing Costcodes—Rate Defined on Employee Record on page 1.46 for
specific instructions to implement this type of costcode setup. For examples of how
Payroll resolves the account number using costcodes, see Appendix C—How Does
Payroll Resolve Accounts? on page 1.259.

EXAMPLE COSTCODE—MULTIPLE RATES DEFINED ON EMPLOYEE RECORD

The Greene County parks and recreation department has three employees: Georgetta
Berry, Oda Mae Pineapple, and Don Strawberry. Each of the employees may work at a
variety of tasks:

*  Georgetta usually works with wildlife management, where she earns $18 per
hour. Sometimes she fills in on the night patrol of the park, where she earns $16
per hour.

* Oda Mae is a researcher and earns $25 per hour. She also spends part of her
week working with wildlife management, where she earns $20 per hour.

*  Don usually works the night patrol, where he earns $17 per hour. However, he’s
working on an advanced degree in biology and assists in the research
department on occasion, where he earns $19 per hour.

Because each employee works at a variety of tasks and earns different amounts for each
task, we decide to use the Costcode with rate override option. This option allows us to
add an edit value and define a unique rate for each task on the employee’s record.
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We define .COSTCODE edit values for each department, then enter three pieces of
information on each record:

*  Hourly rate on the Payroll Information tab—Payroll will multiply the hourly
amount by the rate defined by the hours billed. Therefore, to accurately reflect
our payroll rates, we enter 1.00 in the Hourly rate field.

Certain organizations use this feature to better reflect a more
complicated payroll calculation.

* .COSTCODE added to the Pay Calculation tab—Because most of Prucilla’s
time is billed at the EMT rate, we select this edit value. When we enter a
timesheet for Prucilla, the default . COSTCODE edit value will be EMT. We can
change this for those hours that should be billed at the firefighter rate.

* .COSTRATE added to the Pay Calculation tab—For each .COSTCODE that
we add, we add a corresponding .COSTRATE data item and enter a rate.

See Implementing Multi-Occurring Costcodes (Complex) on page 1.60 for specific
instructions to implement this type of costcode setup. For examples of how Payroll
resolves the account number using costcodes, see Appendix C—How Does Payroll
Resolve Accounts? on page 1.259.

DISTRIBUTION TABLES

You can use distribution tables in situations where wage expenses are consistently
distributed to the same accounts using the same percentages. You define the accounts
and percentages to which you are posting and assign that distribution table to employee
records or to individual timesheet entries for your employees.

This option works well for:
+ Salaried employees whose wage expense accounts are the same every period, or

* Hourly employees whose wage expense accounts are the same regardless of the
number of hours worked.

HOW DO YOU IMPLEMENT DISTRIBUTION TABLES?

There are two primary steps that you must complete to prepare your system for
distribution tables.
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1. The first step to using distribution tables is to enter Y (Distribution tables are
used) in the Dist tables field of the Payroll Parameter (Figure 1.4). See Defining
the Payroll Parameter on page 1.34 for more information on the parameter.

Demo Uzer Divizion 25 A1.-27-2083

PR - Define Payroll Parameter

[Parameter..........= PYLS Changed.: 12-84-82
User....: BB1A1
1> Configuration
Tax mode...._..: — United States.
—Earning Type—
Salary.........:= 2 — Departmentalize zalaries.
Classified...: N — Salaries not classified.
Hourly.........= — Departmentalize hourly earning
Classified...: N — Rates not classified.
Other..._......= 1 — There are other earnings. ivisi
Classified...:- ¥ — Other rates are classified. Ignsstahm%-e Rlv;:)sllon
Shift emps.....: ¥ — There are zhift employees. ), (ne Dist tables
Gostcode.......= ¥ — Costcode is used. field is setto Y
Dist tables....: ¥ - Distribution tables are used. <@ (Distribution tables
are used).
] Parameter being displayed. | T of 4

Figure 1.4—Distribution Table Setting in Division 95 Payroll Parameter

2. After you define the Payroll Parameter to allow distribution tables, you must
define the tables themselves (Figure 1.5) and modify the .DIST TBL employee
data item definition. (For specific instructions, see Creating Distribution Tables
on page 1.67.)

Demo Uzer Division 25 11062083
Entry D>»isplay. S>croll or Ednd <D>
PR — Define Distribution Tables
Table......ccc.-naa.2 ADMIN - B4 Changed.: 11/86.83
User....: BB161
22 Entpy Distribution mask Percentage
18 AXE B1-HE HHXE 40 . BARARA
28 AXE B2-EE HEXK 66 . 000008

Figure 1.5—Distribution Table Definition

Once you have completed these setup tasks, there are two ways to implement
distribution tables.
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* You can attach a distribution table to the Pay Calculation tab of the employee
record of all relevant employees (Figure 1.6).

1
|

234 889

Cranberry Mational Bank
$10.00

FIC taxable

M arried

Mo dependents
Distributes acrozs Fund 01

|_
—
—
—
—
—
—
i

Figure 1.6—Attaching a Distribution Table to the Employee Record

Each time you create a timesheet for the employee, Payroll will provide that
table as a default distribution table if the earnings item is defined for distribution
tables (Figure 1.7).

| Status| Earmings ltem | Amt/HisAUrit | Rate Item | RateValue | Costcode | DistTable | RateOveride|  Date [Enors |

Figure 1.7—Example Timesheet—Default Distribution Table
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Or you can attach a distribution table directly to the timesheet, bypassing the
employee record (Figure 1.§).

— Timesheet

Status | Eamings ltem | Amt/Hrs/Unit | Rate ltem | Ratealus | Costcods Dist Table | Rate Override | Date |Enors |
Hew | SALARY 1.471.81 .5 AMT =1 Act

<Maot Used:>
FUNDON Distributes across Fund 01

Totals: |Amount: 1.231.20 |Hours: 000000 |Units: 000000

Figure 1.8—Example Timesheet—Adding a Distribution Table

For examples of how Payroll resolves the account number using distribution tables, see
Appendix C—How Does Payroll Resolve Accounts? on page 1.259.

THE PAYROLL/PERSONNEL HOMEPAGE

The Payroll/Personnel HomePage helps you keep an eye on upcoming activities and
provides you with direct access to produce your reports. The following areas make up
the Payroll HomePage:

* Activity Reminder area, and

* Reports area.

ACTIVITY REMINDERS

The Activity Reminders area allows you to enter a text note and a due date (optional) for
module tasks (Figure 1.9). When you open the HomePage, any tasks with due dates
earlier than the system date of your computer (i.e., “overdue”) will display as red.

Activity Reminders

Activity Due Date
| | |
* |

[Uelete FEitat

Figure 1.9—Activity Reminders Area
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Use the following instructions to use the Activity Reminders area.

1. On the General Ledger HomePage, enter up to 100 alphanumeric characters in
the Activity field (Figure 1.10).

Activity Reminders
|Acti\~'ity Due Date

F|Update prenatification settings
*

[Elete | Efiti |

Figure 1.10—Example Activity Reminder—Prenotification Reminder

2. If this task has a due date, enter the date in the Due Date field. Click the drop-
down arrow to access the calendar. This field is optional.

If you do not have any text associated with a due date, the due date will
not be saved when you exit the HomePage.

Your entries are saved when you close the HomePage or FundWare. You can edit the
text or date information at any time.

PRINTING REMINDERS

Click Print to print the information in the Activity Reminders area. The report output
will reflect the current sorting and displays in a preview window, from which you can
print the information.

DELETING REMINDERS

Use the following instructions to delete a reminder.

1. Highlight the row.
2. Click Delete. A confirmation message displays.

3. Click Yes.
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REPORTS AREA

The same categories that you see in Report Manager for the module will also display in
the Reports Area of the HomePage (Figure 1.11). Each category can expand and
collapse to show or hide the reports contained within. A single click of a report title will
display the report parameters screen. Once you enter the details of the report and click
OK, your report is produced.

Reports

B
Banks List (PYBANKY
Edit Walues List (CIEDIT
Emploves Data tems List (PYITEME]
Employes Master List (PYLEY M)
Employees' Direct Deposit List (PYLPYRAEY
Historical Data tems List (PYITEMH]
Rates and Tables List (PYTABLE]
Setup List (PYSETUP)
Uszer-Defined Report Definitions (PYLESEY
Predefined Reports
User-Defined Reports

Figure 1.11—Reports Area of the Payroll/Personnel HomePage

USING THE FOLDERS

Folders represent tasks or steps in Payroll/Personnel work flow. The folder tree displays
on the left in the main Payroll/Personnel window. When you select a folder, the
information in the selected folder is listed in the detail pane on the right (Figure 1.12).

[Payroll Workflow |[Employees
i Payrol Folders Widdle iritial | Ernpl... | Street 1 | Steet 2 | City | 547/P| Postal code | Emplop status |
= Employzes Applecart Charles B 381 Lupine ... Hayden co 80467 A - Active
H 1) Active Bemy Georgetta  Mae 1 999 M. Tulip... Steamboat .. CO 804771234 A - Active
3 Leave Pear Prucilla F 4 Boxd03 Covudrey co 81123 A - Active
: {2 Teminated Fineapple Oda tdae 5 13 Swest ' W aybele co 83450 B - Active
() Timeshests Pormegranate  Franklin D. 3 Box 773899 I3Horepsu..  Steamboat.. CO 80477 A - Active
() Net Pay Caleulati Shrawberny Don 2 37 M. Dais... Oak Creek co 80467 A - Active
et Pay Calculati
EHCD) Bark Accounts
15 Cranbermy Ma
|B Employes(s] 10 of 22 Columns Displayed
Empla Timesheet
MNew Edit ‘ ’7 Group Single ‘
I | | |

Figure 1.12—Payroll Main Window

The buttons at the bottom of the screen will change to match the actions allowed for that
folder. A disabled (i.e., grayed-out) button can mean that you must first select an item or
that your security level does not give you access to this function.
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USING MASKS

A “mask” is an FundWare term for using a “wild card” in an account number to indicate
a group of accounts. The best use of this feature is for processing and reporting. Where
an X is placed in a mask, any value in that digit position will be accepted.

In Sample Division 96, if you enter the mask A01 00-00 111X in the Account
O Selector, you will get five accounts:

«  A0100-00 1110,
«  A0100-00 1111,
< A0100-00 1112,
«  A0100-00 1114, and
«  A0100-00 1115,

SoME FUNDWARE BASICS

The following sections provide you information and instructions for opening and
working in FundWare.

OPENING FUNDWARE

As you begin using FundWare, certain information is saved by the program and offered
as a default. This has been designed to help you save time and steps, but you can change
these defaults at any time by entering new information or selecting from the available
options (depending on the field).

*  User name—The program will enter the user name (or user number) of the last
person to log into FundWare on that computer.

— For security reasons, your password is not automatically entered. You must
always enter your FundWare password.

*  Business date—Defaults to the current system date (according to your
computer’s operating system).

* Division—The program automatically selects the division you were working in
the last time you were in FundWare.

— If you have only one division (or have security rights to only one division)
and do not have security rights to the System Administration area, the
program will bypass the division selection window.
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— Or, if you only have security rights to the System Administration area, the
program will bypass the division selection window and open directly to the

System Administration HomePage.

* HomePage—The program automatically opens to the HomePage of the module
in which you were working the last time you were in FundWare.

Use the following instructions to open and log into FundWare.

1. Double-click the FundWare icon on your desktop or select Blackbaud
FundWare® Enterprise or Professional from your Windows Start menu. The

Login window displays.

Figure 1.13—FundWare Login Window

Fundware Login

Enter a user name, password, and business date to log
into Fundy are.

User Mame I

Pazsword I

Business Date [03s23/2008 =

By uzing this zoftware vou agree ta the terms of the American
Fundware, Inc. Licensing Agreement.

] I Cancel |

2. Enter your user name in the User Name text box. You can enter your user

number instead of your user name, if preferred.

The User Name field will default to the last entry on this computer and

the system will move to the Password field.

3. Enter your password in the Password text box. Your password entries will
display as asterisks (*) as you type to maintain the privacy of your password.
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4. Accept the default business date or enter a new date. You can manually enter the
date (moving from day to month to year using the arrow key or mouse) or you
can click the down-arrow to select a date from the calendar.

Figure 1.14—Selecting the Date

Fundw are Login E

Enter a uger name, password, and business date to log

inta Fundw/are.

User Mame IJaneSmith

Pazzword I xxxxxxxxxxxxxx

Business Date [nas22/2008 [

By using this saftware [ < | March, 2005 [ > |

IEETey e (el Sun Mon Tue Wed Thu Fri Sat
231 2 3 4 5 B
Foo8 9 10 11 12 13

14 15 16 17 18 19 20 J
Nz w24 % %7
28 29 3 N 1 2 3
4 5 B 7 8 9 10

<3 Today: 3/23/2005

5. Click OK. If your User Name, Password, and Business Date are verified, the
Select Division window displays, defaulting to the division you were working
with the last time you were in FundWare.

Figure 1.15—Selecting the Division

Select Division E=

Select a division to continue:

ak I Cancel |

If your organization uses the password aging feature, you may receive a
message indicating that your password will or has expired. You will be
offered the chance to enter a new password at this time. See Changing
Your Password During Login on page 2.17.

If you have only one division (or have security rights to only one
division) and do not have security rights to System Administration, the
program will bypass the Select Division window. Or, if you only have
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security rights to System Administration, the program will bypass the
division selection window and open directly to the System
Administration HomePage.

6. Ifnecessary, select a different division (or System Administration) from the list.

7. Click OK. FundWare opens to the HomePage of the module that you last
accessed.

For users upgrading from earlier versions of FundWare, please note that you can only
have one division open at a time in each instance of FundWare (a change in
functionality). However, you can open the program multiple times for the same or
different divisions and/or business dates.

CHANGING YOUR PASSWORD DURING LOGIN

If your organization uses the password aging feature (defined through System
Administration), you may receive a message indicating that your password will or has
expired.

Figure 1.16—Password Expiring

Fundware Login <]

@ “r'our pazsward will expire in 4 days. Do you want to change your password now?

] o |

Use the following instructions to change the password at this time.
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1. Click Yes to the password expiration message. The Change Password window
displays.

Figure 1.17—Changing Your Password During Login

Enter 8 new password and confirm it “Y'our new
pazzword cannat be the zame as your old password

Old Paszword I

Mew Pazsword I

Confirm Mew Pazsword |

(1]:4 I Cancel |

2. Enter your password in the Old Password text box.
3. Enter the new password in the New Password text box.
4. Retype your password in the Confirm New Password text box.

5. Click OK. Your password is changed. The next time you log into FundWare,
you must use the new password or you will receive an error message.

You can also change your password from within the software. See Changing Your
Password From the Software on page 2.21.

OPENING FUNDWARE MULTIPLE TIMES

Each “instance” of FundWare (i.e., each time you open the program) represents a single
division on a single business date. However, you can open as many instances of
FundWare as necessary to meet your needs.

When dealing with multiple instances of FundWare, keep the following rules in mind:

* Each instance of FundWare represents a single user, division, and business date,
or represents access to the System Administration features by a single user.

*  You can open as many instances of FundWare as necessary (i.e., for different
users, business dates, or divisions).
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*  You can still change the business date for the current instance of FundWare
without opening a new instance. See Changing the Business Date on page 2.20
for more information.

OPENING ADDITIONAL INSTANCES—FROM THE DESKTOP/START MENU

If you have one or more instances of FundWare open already, you can open additional
instances of the program from your desktop or the Windows Start menu. You will be
asked to identify the user, password, business date, and division (the same steps as
opening the first instance of FundWare).

OPENING ADDITIONAL INSTANCES—FROM THE PROGRAM

You can also open a new division or a new instance of the same division from within
FundWare. Because you are opening this division from the program, the system applies
the same user and password to the new instance and allows you to select a new division
or business date.

If you want to open a new instance of FundWare for a new division or a new
business date, you can open the program from the desktop or Windows Start
menu or from the Change Business Date task. For instructions on changing the
business date, or opening a second instance of the program with a different
business date, see Changing the Business Date on page 2.20.

Use the following instructions to open a new instance of FundWare for the current user
and business date.

1. Select File > Open FundWare from the menu bar. The Open New Instance
window displays, automatically selecting the division you were working with
the last time you were in FundWare.

Figure 1.18—Qpening a New Instance of FundWare

Open New Instance of Fundware I

Divigion

Buziness Date

|03e23/2004 =l

oK I Cancel |

2. Ifnecessary, select a different division (or System Administration) from the list.
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3. Accept the default business date or enter a new date. You can manually enter the
date (moving from day to month to year using the arrow key or mouse) or you
can click the down-arrow to select a date from the calendar.

4. Click OK. FundWare opens to the HomePage of the module that you last
accessed.

CHANGING THE BUSINESS DATE

You can change the business date for your current instance of FundWare or open a new
instance of the same division with a different business date using the Change Business
Date task. When you choose to open a new instance of the same division, the system
applies the same user and password to the new instance and takes you directly to the
HomePage for the module in which you were last working in that division.

1. Select Edit > Change Business Date from the menu bar. The Change Business
Date window displays.

Figure 1.19—Changing the Business Date

Apply buzsiness date to:

& Current instance of Fundy/are

" New instance of Fundi/are

Change Business Date [X]
Business Date
| EE/23/2005 =]

Ok I Cancel |

1 Accept the default business date or enter a new date. You can manually enter the
date (moving from day to month to year using the arrow key or mouse) or you can
click the down-arrow to select a date from the calendar.

2 Select the applicable option for applying the new business date:

Current Instance of FundWare—Changes the business date for the current
instance of FundWare. This option does not apply any changes to other
instances of FundWare and does not open a new instance of the program.

The “Classic” windows will not accept a changed business date. If you
have any of the Classic screens open when you attempt to change the
business date for the current instance of FundWare, the system will
return a message and not allow you to proceed. Close the Classic
windows and try again.
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* New Instance of FundWare—Opens a new instance of FundWare to the
HomePage for the module in which you were last working, applying the
same user, password, and division but using the new business date.

1. Click OK. The program applies your selection.

CHANGING YOUR PASSWORD FROM THE SOFTWARE

Use the following instructions to change the password for the current user.

1. Select Edit > Password from the menu bar. The Change Password window
displays.

Figure 1.20—Changing the Current User’s Password

Change Password I

Enter a new password and confirm it 'our new
pazzword cannat be the same az pour old pazzword

Old Pazsword I

MNew Password I

Confirm Mew Password I

OK I Cancel |

2. Enter your password in the Old Password text box.
3. Enter the new password in the New Password text box.
4. Retype your password in the Confirm New Password text box.

5. Click OK. Your password is changed. The next time you log into FundWare,
you must use the new password or you will receive an error message.

If your organization uses the password aging feature (defined through System
Administration) and your password is nearing or has passed the expiration date, you can
also change your password during the login process. See Changing Your Password
During Login on page 2.17.
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USING THE MENU BAR

Each module for which your organization is licensed and to which you have security
rights displays in the menu bar. From these menu options, you can access all module-
specific tasks (e.g., General Ledger > Journal Entries > New). In addition, you will
use the menu bar to access specific program tasks (e.g., changing the business date):

* File—Open divisions; access Print Manager, Report Manager, or Financial
Institutions.

+ Edit—Change the business date or your password.

*  View—View or close Navigator bar; view full or abbreviated menu names;
view logged in users.

*  Window—See all currently open windows, switch between these windows.

*  Help—Access online help for the current module and program information.

KEYBOARD NAVIGATION

To help you navigate quickly through the program, FundWare allows you to use your
keyboard instead of your mouse to access program tasks.

*  Menu bar—You can access any task listed on the menus using a combination of
the ALT key and a letter and the arrow keys.

— Press the ALT key.

— Press the underlined letter of the item to display the menu. The menu
displays.
— Use the arrow key and press ENTER to select a task.

*  Shortcut menus—Access any applicable shortcut menus (normally displayed
when you right-click your mouse) from the keyboard by pressing either
SHIFT+F10 or the Application key (offered on many newer keyboards, located
between the WINDOWS key and the CTRL key, to the right of the spacebar).

*  Shortcut keys—Shortcut keys combine the CTRL key with a letter to give you
direct access to certain tasks. These shortcuts are listed on the menus with the
applicable tasks.

*  Drop-down lists—You can access any drop-down list when focus is on the
associated field by using a combination of the ALT key and the down arrow key.
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IS YOUR MENU BAR TOO CROWDED?

If your organization is licensed for a number of FundWare modules, your menu bar may
be too wide to use conveniently. You can change the module names that are listed in the
menu bar to display as acronyms, which will decrease the width of the bar:

*  Select View > Abbreviated Menu Names from the menu bar. To change back,
select View > Full Menu Names from the menu bar.

HOW YOUR SECURITY RIGHTS IMPACT THE MENU BAR

Your individual security rights may impact the modules and tasks that you see on the
menu bar.

» Ifyour organization is licensed for a module, but your individual security
settings do not allow you to access any tasks in that module, the module will not
be listed in the menu bar.

» Ifyour security settings allow you to access some, but not all, tasks in a module,
the restricted tasks will not be listed in the menu bar.

USING THE NAVIGATOR BAR

The Navigator bar provides you with quick, mouse-driven access to your modules,
module tasks, and currently open windows through two areas:

*  Module navigator, and
*  Open windows navigator.

You can resize the Navigator bar to meet the needs of your display by using your mouse
to click on the right frame of the bar and drag the frame to the position you want. You
can also hide or show the Navigator bar using the options on the View menu. Select the
option to hide or show the bar, as applicable. These settings will be retained by the
system when you close FundWare.

MODULE NAVIGATOR

The module navigator lists the modules for which your organization is licensed (unless
your individual security settings do not allow you to access a module). When you click a
module (it just takes a single click), the module expands to display all of the associated
module tasks.
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Accessing any of the tasks within the module takes another single click on the specific
item. Some tasks are “nested” below a title. A single click will expand the title,

displaying the related tasks below.
Figure 1.21—Module Navigator—Expanded Menus

X

Modules
General Ledger-Project/Grant
HomePage

8 Joumal Entries
Mew
Saved
Imported
Memarized
Posted
Accounts
Period Processing
Year-End Processing
Budget Control
b sintenance
Setup
iy Accounts Payable
_J;I, Accounts Receivable
@ PayrollPersonnel
@ Budget Preparation
l@mloca‘tion Management
mCIassic Budget Forecasting
ECIassic Fixed Assets
Classic Accounts Receivable
Classic-Cash Receipts
Tan Financial Institutions
& cost Allocation
J]ﬂﬂ Report Manager

If your security settings restrict your access to specific tasks, those tasks will not
be listed in the menu bar.
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OPEN WINDOWS NAVIGATOR

The open windows navigator lists the windows that are currently open in this instance of
FundWare, highlighting the window currently displayed. A single click of an entry in
the open windows navigator redisplays the window in your workspace.

OpenWindows
Accounts Payable

PR - Define Historical D ata ltems
GLPG - New Joumnal Entry

4 | ]
Figure 1.22—QOpen Windows Navigator

As with all Windows applications, the more FundWare windows that you open
concurrently, the greater impact to your processor speed. You can use the Open
Windows Navigator to monitor how many windows you have open at any one
time.

HOW YOUR SECURITY RIGHTS IMPACT THE NAVIGATOR BAR

There is no security impact to the open windows navigator. If your security rights
allowed you to open a task, then that window will display in the open windows
navigator. However, your individual security rights may impact the modules and tasks
that you see on the module navigator.

* Ifyour organization is licensed for a module, but your individual security
settings do not allow you to access any tasks in that module, the module will not
be listed in the module navigator.

*  Any tasks within a module from which you are restricted will not be listed in the
menu bar.

CUSTOMIZING YOUR DISPLAY

Throughout FundWare, you will encounter forms (similar to a table or spreadsheet) that
allow you to customize the display through the shortcut menu (accessed by right-
clicking your mouse) or through direct manipulation with your mouse. Most of these
settings are retained with your user name. Therefore, the forms display according to
your settings wherever you log in to FundWare. (In other words, the program
remembers how the form displayed when you closed FundWare. This is how it will
display the next time you open the program.)
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Not all forms provide these options. If you attempt one of the customization
options described here and are unsuccessful, it is likely that the option is not
offered on that form.

HIDING AND DISPLAYING COLUMNS

To add or remove a column from a form, hover your mouse over the pane and right-
click. A shortcut menu displays, which allows you to hide or display columns from the
form.

v Aot

v Account Description . L
In this example, the Account column is disabled

: 22:12 because this column must always display.

v Ref 3

v Line Item Dezcription
Aeoount Balance The remaining columns are currently displayed in the
Dehit/Cradit New Journal Entry form.

Account Selector Prompt
Auto Complete Accounts
Clear Auto Complete Accounts List

Save
Memarize
Post

Pririt Grid
Delete Raw(s)

Figure 1.23—Example Shortcut Menu for the GL New Journal Entry Form

The columns currently displayed in the form are indicated with a check mark. Select a
column from the shortcut menu to add or remove that column to the detail pane.

If you have disabled fields through the module setup (e.g., the Accounts
Payable parameter or stage settings), the associated column will not be listed on
the shortcut menu.

RE-ORDERING THE COLUMNS

To re-order the columns in a form, “drag and drop” the column by clicking the column
heading and moving the column to the desired position (holding the mouse button
down).
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RESIZING THE COLUM

NS

To resize a column, hover your mouse over the column border until the icon changes.

Figure 1.24—Mouse Icon

Tratisferred From P.O.

Obligation | Description

( *l‘v"e)ldol number | YWendor Hame

| Due date | Arnount

1015 Advertising - 2nd Installm
1000| Advertizing Contract

1004 Cleaning Contract - B mos

et 200 Ms. Fredericka Loomis
200 Mz, Fredericka Loomiz

500 Mountain Cleaning Service

942742002 $2.000.00
9/27/2002 | $21,000.00
9/27/2002  $3.000.00

Click your mouse button and drag the column border until it is the desired width.

SORTING THE ENTRIE

SINAFORM

To resort the entries in a form, click the heading of the column on which you want the
sort based. To reverse the sort order, click the column heading again.

Figure 1.25—Sorting the Detail Pane

Obligation | Description | Wendaor number | Wendor Mame | D ate ardered | Amount
1025 200 M. Fredericka Loomis 9/27/2002 $200.00
1005 Liability Insurance Fr"98 300 American Business |nsurance 141415938 $13.500.00
1024 Monthly van insurance 300 American Business Insurance 9/27/2002 $175.66
1027 | June bil E00| Mountain Bell Phone Service 9/27/2002 $3912
1026 200 Mountain Rental M anagemeant /27,2002 $99.63
Original display. ‘Yendor Name | Date crdered | An

1026

1025

1024 Monthly van insurance
1005 Liability Insurance Fv"38

Dbligatio[ﬁ Description | Wendor nurmber |
1027 une bill

E00| Mountain Bell Phone Service 9/27/2002
200 Mountain Rental Management | 9/27/2002
200 Ms. Fredericka Loomiz 9/27/2002 i
300 American Buginess Insurance 92772002 i
300 American Business Insurance 1/1/1998 $13

Entries resorted /
based on Obligati

number.

Elbligatior[\L D escription | “endor number |

“Wendor Mame | Date ordered | An

Entry order rever}d.'

1UD§“LiabiIity Insurance Fy'98
1024 tonthly van insurance
1025

1026

Sort order is not retained when you close FundWare.

HELP

1027 June bil

300 American Business Insurance 14141938 $13
300 American Buginess Insurance 9/27/2002 i
200 Ms. Fredericka Loomiz 9/27/2002 i
800 Mountain Rental Management | 9/27/2002
E00) Mountain Bell Phone Service 9/27/2002

If you encounter questions or problems while you are working in the program, you can
access the online help from the Help menu (on the menu bar) or by clicking F1 to access
the online help for the current module.
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You can also access PDF files (portable document format) of the guides from your
server:

*  FundWare\Data\User Documentation

You must have Adobe Acrobat Reader installed to view the files. This program is
available from the FundWare CD or as a free download from www.adobe.com.

TRAINING AND CONSULTING SERVICES

Blackbaud, Inc. offers a number of options to help you improve your use of FundWare.

* Regional classes—Training classes held several times per month in various
cities across the nation. These one- to five-day classes provide a hands-on
learning environment and low student-to-instructor ratio.

» eClasses—Interactive training classes offered over the Internet provide you and
your staff the opportunity to receive training from FundWare experts without
leaving your desk.

*  Onsite custom training sessions and consulting—Our training/consulting group
offers you onsite services, including:

— Training your staff using your data.
— Installing/upgrading and configuring the software to meet the specific needs
of your organization.

For more information about any of our training or consulting services, please explore
our Web site (www.fundware.com/Products_Services/Training/train.asp) or contact
our Client Sales department (800-551-4458).

USING THIS DOCUMENT

This manual is organized to reflect the most common uses of the module. It provides
you with overview information of FundWare, followed by specific features and
functions of the module.
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CONVENTIONS

Use Table 1.1 as a reference for conventions used in this document.

Table 1.1—Icon Conventions

A

A caution or warning that must be heeded. Information contained in a warning should be carefully
reviewed to avoid adverse affect on software operation.

€

An example, used to clarify an issue.

ENTER Keyboard directions are indicated in small capital letters (e.g., Press ENTER).
demo user | Specific text entries are indicated with italics (e.g., Type demo user for User Name).
Click OK An item on the screen that requires user interface is indicated in bold.
GETTING SUPPORT

The following table provides a quick reference for getting the support you need for
FundWare modules.

Table 1.2—Getting Support

Business 800-551-4458 Obtain general information or contact a staff
Office member.

Technical 800-227-7575 Get help resolving technical issues with the
Support e-mail: FWSupport@Kintera.com product. Please have the following information

ready when you call;

+ FundWare license number
+ FundWare version number
+ Error message details

Knowledgebase

http://www.FundWare.com/Support/
support.asp

A searchable database where you can type
your questions and get a list of possible
answers.

* Requires your license number and web
password.
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Table 1.2—Getting Support (Continued)

Training 800-551-4458 Contact us for more information on our training
Ask for the Client Sales department. options:
http://www.FundWare.com/ + Regionals—Classes from 1 to 5 days in
Products_Services/Training/train.asp length; held in cities around the country.

+ eClasses—Two- to three-hour classes offered
over the Internet.

+ Onsite custom training and consulting—Our
consulting staff can implement FundWare
and/or train your employees using your
organization’s data.

Replacement | 800-551-4458 or 303-756-3030, Order replacement software.
Software Ask for the Client Sales department.

e-mail: FWSupport@Kintera.com
Product e-mail: FWSuggestionBox@Kintera.com Contact our Product Management department
Management with any suggestions for improving FundWare.
User e-mail: FWUserEducation@Kintera.com Contact our User Education department with
Education suggestions for improving our user guides or

online help.

World Wide http://www.FundWare.com Get the latest product and company
Web information, download software and

documentation updates, or send e-mail.

Blackbaud, Inc.

6430 S. Fiddler’s Green Circle, Suite 200
Greenwood Village, CO 80111
800-551-4458

303-756-3030
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CHAPTER 2

ADDING AND MAINTAINING EMPLOYEES

Your employee records contain basic data like address and phone number, as well as all
applicable payroll and accounting information, and are accessed from the Employees
folder. This folder stores all employees at the main level (i.e., the Employees folder
level). However, “subfolders” divide the employees by status. Therefore, all your active
employees can be found in the Employees folder and in the Active subfolder.

The employees display in the data area to the right. Below the employee records, buttons
show the actions you may perform here (Figure 2.1). If an action is not available at a
certain point in the payroll process, or if your security rights do not allow you access to
a task (e.g., you can add but not edit employee records), the button will be disabled.

[Payroll Work flow [Employees
5 Pavroll Folders Middle initial | Empl. | Street 1 [steate [ ciy | 5178 | Postal code | Employ status |
= Employees Applecart Charles B 381 Lupine .. Hayden co 80467 A - Aclive
Bermy Georgetta  Mae 1 999 M. Tulip... Steamboat... CO 804771234 A - Active
Pear Prucilla P. 4 Boxd403 Cowedrey co 81123 A - Bctive
Fineapple Oda Mae 5 13 Sweet'W . Maybele co 83450 A - Active
) Timeshests Pomegranate  Franklin D 3 Bow 778839 33 Honeysu... Steamboat... CO 80477 B - Active
| Strawbery Don 2 37 M. Dais.. Oak Creek co a0467 A - Active
{2 Net Pay Calculat
-2 Bank Accounts
L2 Cranberry Na
|E Employes(s) 10 af 22 Columns Displayed
E mplay: Timeshest:
MNew Edit ‘ ’7 Group Single
PR R 'l\
Add a new Edit existing Create a group of  Create a single
employee record employee information  timesheets timesheet

Figure 2.1—Payroll Buttons

ADDING EMPLOYEES

Use the following steps to add a new employee.
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1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees folder or the Active subfolder. The records stored in the
folder display in the detail pane.

3. Click Add or right-click and select Add Employee from the pop-up list. The
Employee Information window displays, open to the Name and Address tab

(Figure 2.2).

Employee Information
Accounting [nformation
Hame and Address

1

Direct Deposit

Perzonal Information

]|
K

E

Pay Calculation
Fagrall Infarmation

— Employes

Employee |1 1

—Mame

First

Middle

Last

— Addre:

Street 1
Street 2
City
S/THP

Country

Fostal code

QK I Cancel | HEelp

Figure 2.2—Employee Recoro—Name and Address Tab

4. Complete the fields on the Name and Address tab according to Table 2.1.

Table 2.1—Field Definitions for the Name and Address Tab

Field and EDI Definition
Employee (Number) The system can be set to assign an employee number to each new
(.EMPLOYEE) employee automatically.
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Table 2.1—Field Definitions for the Name and Address Tab (Continued)

Field and EDI

Definition

Name
« First (NAME FST)

+ Middle (NAME MI)

+ Last (NAME LST)

* No restrictions other than size.

* Type the employee’s first name. The first 18 characters print on the
check. Maximum characters = 30.

+ Type the employee’s middle name. The first character prints on the
check. Maximum characters = 10.

+ Maximum characters = 30. Up to 30 characters print on the check,
depending on the length of the first name and middle initial. The total
number of characters printed on the check for the first name, last name,
and middle initial is 40.

Address
« Street 1 (ADDR1)

+ Street 2 (ADDR2)
+ City (CITY)

« SITIP (STP)

No restrictions other than size.

+ Type the street address. The first 40 characters print on the check.
Maximum characters = 55.

* Type the rest of the street address in this optional field. The first 40
characters print on the check. Maximum characters = 65.

+ Type the city. The first 25 characters print on the check. Maximum
characters = 30.

« Type the first 2-3 characters of the state, territory or province. Only these
characters print on the check. Maximum characters = 10.

Postal Code (.POSTAL)

Enter the zip or postal code, with a hyphen separating the expanded postal
code (for example, 80030-52144). All 10 characters print on the check.
Maximum characters = 20.

Country (.COUNTRY)

Type the country. Maximum characters = 30.

5. To save your work and remain in the employee record, click Apply. Clicking
OK will save your work and close the employee record.

COMPLETING THE PERSONAL INFORMATION TAB

Use the following instructions to complete the Personal Information tab of the

employee record.
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1.

Select the Personal Information tab (Figure 2.3).

Employee Information
Accounting [nformation
Mame and Address

1 Direct Deposit 1 Pay Calculation 3

Perzonal Information Payrall Information

— Phone Mumber

— Date:

Birth

Hire

Prabation

Last Review I l Emergency I[ ] -

Termination I l Altematephonel[ 1 -

I l Home I[ I -
lﬁ Emg contact I—

lﬁ Alt contact I—

Gender

— Personal Information

I 'l Soc Sec Mo I

QK I Cancel HEelp

Figure 2.3—Employee Record—Personal Information

2. Complete the fields on the Personal Information tab according to 7able 2.2.

Table 2.2—Field Definitions for Personal Information Tab

+ Last Review (.DOR)
* Probation (.DOP)

+ Termination (.DOT)

Field and EDI Definition
Dates Must be valid numeric dates.
+ Birth (.DOB) + Format = mm/dd/yyyy.
+ Hire (.DOH) + Format = mm/dd/yyyy.

+ Format = mm/dd/yyyy.

+ Enter either the first or last date of a probationary period. Format = mm/
dd/yyyy.

+ Enter the date of termination. Format = mm/dd/yyyy.

Phone Numbers

Phone numbers must be numeric and contacts must be alphanumeric.
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Table 2.2—Field Definitions for Personal Information Tab (Continued)

Field and EDI

Definition

* Home (.PHONE HME)

Enter the employee’s home phone number, including the area code. Format
= (999) 999-9999.

+ Emg contact

Type the name of the person to contact in case of an emergency. Maximum

(.CONTACT E) characters = 30.

* Emergency Enter the phone number of the emergency contact person. Format = (999)
(.PHONE EMG) 999-9999. It will format automatically for you.

+ Alt contact Enter the name of a different person to contact in case of an emergency.
(.CONTACTA) Maximum characters = 30.

+ Alternate phone Enter the phone number of the alternate contact person. Format = (999)
(.PHONE ALT) 999-9999. It will format automatically for you.

Personal Information
« Gender (.SEX)
+ Soc Sec No (.T TID)

+ Click the drop-down arrow and choose Not Used, Female, or Male.

+ Enter a U.S. Social Security Number, Canadian tax ID number, or other
tax identification number. Maximum characters = 30. Hyphens are
optional.

3. To save your work and remain in the employee record, click Apply. Clicking
OK will save your work and close the employee record.

COMPLETING THE PAYROLL INFORMATION TAB

Use the following instructions to complete the Payroll Information tab of the employee

record.
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1. Select the Payroll Information tab (Figure 2.4).

Employee Information
Accounting [nformation
Mame and Address

1 Direct Deposit 1 Pay Calculation 3

Personal Infarmation Pagroll Information

Paproll Statu
Employ status
Fayment status

Pay frequency

Faprall Infarmation

Home Iﬁ
Salary I—
Hourly rate I—
Other rate Iﬁ

QK I Cancel HEelp

Figure 2.4—Employee Record—Payroll Information

2. Complete the fields on the Payroll Information tab according to 7able 2.3.

Table 2.3—Field Definitions for the Payroll Information Tab

Field and EDI

Definition

Payroll Status—Defines the employee with status codes.

+ Employ Status
(.STATUS)

Click the drop-down arrow and choose the Employment Status:

+ Active

+ Leave (for On Leave)

+ Terminated

While you can add status values by adding edit values to the .STATUS
employee data item, only employees with a status of Active are included in
group timesheets and only employees with a status of Terminated are
removed when you purge history. We recommend that you use the

.STATUS P employee data item to customize status information. Entering
Edit and Lookup Values on page 1.123.
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Table 2.3—Field Definitions for the Payroll Information Tab (Continued)

Field and EDI Definition
+ Payment Status Click the drop-down arrow and choose:
(.STATUS P) « Not used

* Full-time hourly
* Full-time salary
+ Part-time hourly
* Full-time salary
+ Seasonal

These are system defaults; you can change these or add to the list in setup;
however, any customized settings are overwritten when you update from

the ToolBox.
+ Pay Frequency This is the number of pay periods in a calendar year. Click the drop-down
(.TFREQ) arrow and choose:

* Bi-weekly (26 times per year)

+ Monthly (12 times per year)

+ Semi-monthly (24 times per year)

+ Weekly (52 times per year)

These are system defaults; you can change these or add to the list in setup.

Payroll Information—Defines the dollar amounts and accounting information for employee earnings.

* Home (.HM DEPT) Click the drop-down arrow and choose the employee’s home department.
This field is used for sorting purposes only.

« Salary (.S AMT) An employee must have at least one Salary, Hourly, or Other rate, and may

have more than one. In this field, enter the flat dollar amount of salary per

pay period, if applicable.

« If the Payroll parameter defines Salary as classified (field 1), select the
salary option from a drop-down list.

* Hourly rate (.H AMT) Enter the per-hour rate of pay, if applicable.

« If the Payroll parameter defines Hourly as classified (field 1), select the
salary option from a drop-down list.

+ Other rate (.O AMT) Click the drop-down arrow and choose the employee’s per-unit rate of pay,
if applicable.

+ If the Payroll parameter defines Other as classified (field 1), select the
salary option from a drop-down list.

3. To save your work and remain in the employee record, click Apply. Clicking
OK will save your work and close the employee record.
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COMPLETING THE ACCOUNTING INFORMATION TAB

Use the following instructions to complete the Accounting Information tab of the
employee record. (You will use this tab only if your payroll process is

departmentalized.)
1. Select the Accounting Information tab (Figure 2.5).
Employee Information E I
Mame and Address Perzonal Information Fagrall Infarmation 3
Accounting Information Direct Deposit Pay Calculation 1
— Department E arning
" Other rate
% Expenzed Hourly dept GLA Addtl basis for
0.00% of Howrly rate expensed Add [Elete
QK I Cancel | HEelp

Figure 2.5—Employee Record—Accounting Information
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2. Complete the fields on the Accounting Information tab according to Table 2.4.

Table 2.4—Field Definitions for the Accounting Information Tab

Field and EDI

Definition

Department Earnings

Hourly rate, Salary, or
Other rate

* Hourly or Salary: %
Expensed (.H PCNT,
.S PCNT)

* Hourly or Salary:
Salary or Hourly dept
(.H DEPT, .S DEPT)

* Hourly or Salary: GLA
(.HGLA, .S GLA)

* Hourly or Salary: Addtl.

basis for ((H GRP,
.S GRP)

+ Other Rate: Hourly
dept. (.O DEPT)

¢ Other Rate: GLA
(.0 GLA)

+ Other Rate: Addtl.
basis for (.O GRP)

Select the radio button under Department Earnings to choose Hourly,
Salary, or Other for the type of earnings.

Click Add to begin entering information.
+ Enter the percentage rate of wages going to the department and General

Ledger account (GLA). Note that 50% is entered as 50.00. The entries
should total 100%.

Click the drop-down arrow and choose the Department against which
these wages will be expensed.

Click the drop-down arrow and choose a General Ledger Account edit
value. Typical entries include:

— Not used
— Salaried
— Seasonal

Click the [E] button to choose additional taxes and/or deductions which
the earnings amount is subject to that are not already defined for the
earnings historical data item. These data items are used in addition to
what is defined for the earning historical data item. You must use a
defined historical data item. To select a data item, see Additional Basis
Earnings on page 2.40.

Click the drop-down arrow and choose the Department against which
these wages will be expensed.

Click the drop-down arrow and choose a General Ledger Account edit
value.

Click the [E1] button to choose additional taxes and/or deductions which
the earning amount is subject to that are not already defined for the
earning historical data item. These data items are used in addition to
what is defined for the earning historical data item. You must use a
defined historical data item. To select a data item, see Additional Basis
Earnings on page 2.40.

3. To save your work and remain in the employee record, click Apply. Clicking
OK will save your work and close the employee record.
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ACCOUNTING INFORMATION TAB—ADDITIONAL TIPS

*  Departmentalized Earnings are defined in the payroll parameters as being
expensed to multiple departments. For each earning which you defined as
departmentalized, you created a departmental table.

*  We strongly recommend that you define hourly, salary, and other settings when
you enter an employee record, even if the employee currently only needs one
setting. If at some point in the future you need this information for the
employee, the information will be defined already.

* To delete a line, point to the gray area in the line next to the % Expensed
column, and click Delete.

ADDITIONAL BASIS EARNINGS

Click on a data item from the Available list, then click the right arrow to move the data
item to the Selected list (Figure 2.6). The double right arrow moves all Available data
items to the Selected list. The left arrow buttons reverse the process.

Additional Basiz for Earnings

Available Selected

CRED UNION ;I )l WACA ACCRL

AACA HOLIES

()8 I Cancel |

Figure 2.6—Additional Basis for Earnings

Remember: These data items are in addition to the basis defined on the earnings
historical data item.

COMPLETING THE DIRECT DEPOSIT TAB

Before configuring employees for direct deposit, you should review the setup
information in Chapter 6—Defining Direct Deposit on page 1.183. If you system is
already configured for direct deposit, use the following instructions to complete the
Direct Deposit tab the employee record.

This tab will not display if the Payroll parameter is not defined for electronic
fund transfer (field 2).
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1. Select the Direct Deposit tab (Figure 2.7).

Employee Information E
Mame and Address Perzonal Information Fagrall Infarmation 3
Accounting [nformation Direct Deposit Pay Calculation 1
— Direc
o
ke Selection
" Pre-natification I j
| Line Entr_l,ll Cycle Type | Transfer Type Amount/Percent | Ba
KN 2

Aidd [Elete

QK I Cancel HEelp

Figure 2.7—Employee Record—Direct Deposit

2. Complete the fields on the Direct Deposit tab according to 7able 2.5.

Table 2.5—Field Definitions for the Direct Deposit Tab

Field and EDI

Definition

Inactive, Active, or Pre-
notification (.EFT ACT)

Select the radio button under Direct Deposit to choose the status for this
employee:

* Inactive—This employee is not active in the direct deposit program.
+ Active—This employee is active in the direct deposit program.

+ Pre-notification—This employee is in pre-notification for the current pay
cycle, and will receive a regular check. The Payroll Administrator must
change this field to Active after the pre-notification is submitted.

Selection (.EFT SEL)

If you are using more than one bank for Direct Deposits, click the drop-
down arrow to choose the appropriate box. This option allows you to
complete the direct deposit process separately by financial institution.

+ If you have only defined one bank, this field will say Not Used.
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Table 2.5—Field Definitions for the Direct Deposit Tab (Continued)

Field and EDI

Definition

Line Entry

Line numbers control the order in which information is processed. Enter a
2-digit line number.

+ We recommend that you number lines 10, 20, 30, etc., and number the
last line 99.

« If the employee is directing their check to be deposited to one account,
they will only have line 99.

Cycle (EFT CYCLE)

Click the drop-down arrow and choose the appropriate Direct Deposit
Cycle. Cycles are activated in the Preliminary Check Register or when
producing checks, and determine when the direct deposit occurs.

Type (.EFTAPR)

Click the drop-down arrow and choose the amount type:
+ Amount—A flat amount.
+ Percentage—A percentage of net pay.

+ Remainder—The remaining amount after all previous lines have been
processed. All active or pre-note direct deposits must have the last line of
their direct deposit information be a remainder line.

Transfer Type (.EFT DP)

Click the drop-down arrow and choose the type of direct deposit:
+ Checking Deposit—A credit to a checking account.
+ Deposit—A credit to an account.

+ Checking Pre-notification—A pre-notification for zero dollars for a
checking account. (Use only when an active direct deposit employee
directs a change to his/her direct deposit.)

+ Payment—A debit to a loan or mortgage account.

+ Payment Pre-notification—A pre-notification for zero dollars for a
payment.

+ Savings Deposit—A credit to a savings account.

+ Savings Pre-notification—A pre-notification for zero dollars for a savings
account. Use only when an active direct deposit employee issues a
change.

Amount/Percent
(.EFT NBR)

If you chose Amount in the Transfer Type field, type in the amount here. If
you chose Percentage, enter the percentage here. If you chose Remainder,
enter zero here.

Bank DFI Number
(.EFT DFI)

The bank’s Depository Financial Institution number. Enter the number,
which must be at least 8 digits, including any leading zeros. Do not enter
the 9th digit in a bank number; it is a check digit.

Bank Account Number
(.EFTACCT)

The employee’s bank account number. Maximum characters = 30.
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3. To save your work and remain in the employee record, click Apply. Clicking
OK will save your work and close the employee record.

DIRECT DEPOSIT TAB—ADDITIONAL TIPS

*  The lines are processed “top down”, so the lines with the highest priority should
be entered first. In some cases, the later lines cannot be processed because of a
lack of dollars.

* A line can be either a deposit or a payment. A deposit normally increases the
balance of a checking or savings account and is considered a “credit” to the
bank. A payment normally decreases the balance of a liability account like a
mortgage or loan, and is considered a “debit” to the bank.

»  Direct Deposit Cycles control when a payment or deposit is made. Cycles can
be a number between one and nine. If all employees make the same deposits/
payments every pay period, cycles are not needed. But if any payments are
made every other pay period or only on designated dates, cycles must be used.

* In addition to completing this tab, we strongly recommend that you create pre-
notification file and send it to the bank. A pre-notification is a record sent to the
employee’s bank to verify routing transit numbers and account numbers. Check
with your financial institution for specific information regarding the number of
banking days you must do the pre-note before the first Direct Deposit can be
done.

Only pre-notes are produced in this file, and it can be produced at any time. It
can also be used for active Direct Deposit employees who are being pre-noted
for a new account.

COMPLETING THE PAY CALCULATION TAB

Use the following instructions to complete the Pay Calculation tab of the employee
record. This tab stores any user-defined EDIs that you add to the employee record
(automatically or manually).
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1. Select the Pay Calculation tab (Figure 2.8).

Employee Information

Mame and Address
Accounting [nformation

]|
Perzonal Information Fagrall Infarmation 3
Direct Deposit Pay Calculation 1
— Pay Calculation Information

Entry Data ltem Walue

1] Fica taxable FICA taxable

1] FICAMED T axable Mot FICAMED taxable

1] Group Access Mame

1] M arital status

1] Mumber of Exemptions - Federal Mo dependents

sdd || e |

QK I Cancel | HEelp

Figure 2.8—Employee Record—Pay Calculation

Any employee data items automatically added to employee records
(field 3 of the EDI definition) will display on the Pay Calculation tab.

2. Complete the fields on the Pay Calculation tab according to Table 2.6.

Table 2.6—Field Definitions for the Pay Calculation Tab

Field

Definition

Data ltem

Click Add to add an additional data item. Whatever data items have been
set up for the organization will appear here automatically. To delete a data
item, select the line and click Delete.

* You add the Normal Hours Worked data item to this tab (.H HRS) and
enter the normal hours that the employee works in a pay period. When
you create group timesheets for hourly employees, you can tell Payroll to
look to the Normal Hours Worked defined on each employee’s record.
See Creating Timesheets for a Group of Employees on page 2.66 for
more information on this feature.

Value

Depending on the type of data item you chose, either type in the value or
choose the appropriate value from a drop-down menu.
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For more information on the earnings data items (e.g., costcode,

v distribution table, departmentalized earnings), see Implementing
Costcodes on page 1.46, Creating Distribution Tables on page 1.67, and
Creating Departmentalized Earnings on page 1.72.

3. When you have finished all tabs, click OK to save the information and return to
the main menu.

PAY CALCULATION TAB—ADDITIONAL TIPS

* Anemployee data item is a field that allows you to add information to employee
records. Common data items include .MARITAL, .FICA TAX, .FWT EXEMP,
etc. For more information on creating data items, see Chapter 3—Using Data
Items on page 1.77.

*  Values (i.e., edit values) are defined for some data items. If a data item has no
value restrictions, such as employee names and addresses, it does not need edit
values. A data item such as .MARITAL needs to be restricted to Married or
Single. A .FICA TAX data item can only be Yes or No. Using edit values makes
employee records easy to maintain because any necessary changes to the values
are made in only one place, rather than on every record.

EDITING EMPLOYEES

Use the following steps to edit an existing employee.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees folder or the applicable subfolder (e.g., Active). The
records stored in the folder display in the detail pane.

3. Select the desired employee.
4. Click Edit or double-click the employee.
5. Click the appropriate tab and enter your changes

6. Click OK to save those changes and return to the Payroll/Personnel main
window.

For detailed instructions on completing each field, see Adding Employees on page 2.31.
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CHANGING EMPLOYEE STATUS

An employee cannot be “deleted” from Payroll/Personnel. However, you can change an
an employee’s status (e.g., from active to on leave, from active to terminated, from on
leave to active). (If you wish to permanently purge employees, see Purging Data on
page 1.237.)

v Timesheets are created only for employees who have active status!

Use the following steps to change an employee’s status.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees folder or the applicable subfolder (e.g., Active). The
records stored in the folder display in the detail pane.

3. Select the employee.
4. Click Edit or double-click the employee.

5. Select the Payroll Information tab.
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6. Select the new status from the Click the Employ Status drop-down menu

(Figure 2.9).
# Employee Information - Crouch, Rosmaye LaVerna [ %]
Accounting [nformation Direct Deposit Pay Calculation 3
Mame and Address Perzonal Information Payroll Information A
Paproll Statu Faprall Infarmation
Home IAdministration = l
Employ status Active 'l
Active Salary |1 000,00
Fayment status L |
H : Hourly rate |00
Pay frequency
Other rate INot uzed VI

QK I Cancel HEelp

Figure 2.9—Employee Status Drop-Down Menu

7. Click OK. The employee’s status changes and the employee record moves to
the applicable subfolder.

ENTERING EMPLOYEE HISTORY

You may wish to enter historical information for employees to create a “history” check.
You can:

* Enter year-to-date check information for employees if you are starting to use
Payroll/Personnel in the middle of the calendar year.

— You must enter the historic information before beginning your regular
payroll operation. Several calculations (e.g., FICA) require year-to-date
basis information to calculate accurately. Remember to enter history for
“Other” type historical data items (e.g., employer’s share of FICA, federal,
and state unemployment taxes; employer-paid benefits).
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»  Enter adjustments, such as corrections to basis hours or amounts. These entries
do not impact General Ledger.

You will enter the historical information using a history date, which is used to determine
the reporting period in which the information is included. For example, entries using 6/
30/04 are included in quarter-to-date history for the second quarter and half-year history
for the first half of the year. You can print this historical information with the Check
History Report (see Appendix B—Sample Reports on page 2.225) or a customized user-
defined report.

When entering Employee History, you will be prompted for a batch total (the net total of
the checks) for the group of transactions to be entered. Once you have entered the entire
batch of transactions, the Balance to go amount should be zero. If not, a net amount may
be incorrect or missing, or the batch total may be incorrect.

Use the following steps to enter employee history.

1. Click Transaction Entry > Enter Employee History on the module navigator
(if the module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Transaction Entry > Enter Employee History from the menu
bar. The task window displays asking you to enter the batch total (i.e., the net
total of the checks) for the group of transactions to be entered (Figure 2.10).

Demo User Division 25 A?.-22.-2083

PR — Enter Employee History

[Batch total..._._..: -8a Balance to go.:

Figure 2.10—Enter the Batch Total

2. Enter the net total of checks that you wish to process. You may leave this field
blank by pressing ENTER. Let the system calculate the total, and enter it before
posting the batch.
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3. Press ENTER. As you complete each of the required fields on page 1, the next
field is revealed (Figure 2.11).

Demo User Division 25 H4.22 2082
Enter field to he changed (B to accept) L
PR — Enter Employee History

Entered net........: 1.56808.088 Detail net....:
[Emplovyee.......cca.t 1 - Berry, Georgetta Mae
History date_..: 4-/22/20082
1> Net amount.....: 1.5688.88
| Employee being added. | 1 of 2

Figure 2.11—Enter Employee History, Page 1 of 2
Complete the fields on the first page of the task according to 7able 2.7.

Table 2.7—Enter Employee History—Page 1 of 2

Field Valid Entry Definition

Employee | #—number The number of the employee for whom history is being
entered. Press F1 to look up an employee number. You
can scroll employees in number order or alphabetically by

last name.
History 99/99/9999 This date is used to determine the periods to include this
date history in for monthly, quarterly, and half-year reports.
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Table 2.7—Enter Employee History—Page 1 of 2 (Continued)

Field Valid Entry Definition
Net $—amount or <blank> The net check amount. If the history did not affect an
amount employee check, press ENTER to leave the net amount

zero. For example, accrued vacation hours and employer
cost items, such as the employer share of FICA, do not
affect employee checks.

The net check amount must equal the total of all earnings
entered less taxes and deductions before an entry can be
added.

1-99999 A number for the data item within the history check. Each
history item must have a unique number. Up to 99,999
pieces of employee history can be entered under one
history check. Press ENTER to allow the system to
automatically number entries.

4. Enter each data item for this history (Figure 2.12). Basis amounts must be

entered for tax reporting data items.
Demo User Division 25 A4-22,2082

PR — Enter Employee Historwy

Entered net........:2 1.5008.088 Detail net....:

mployee . .. __......: 1 - Berry, Georgetta Mae
History date...: 4-22/2082

11} 5 oL P 1

Data item......:

Basis hrssunits:
Basis amount...:

| Entry bheing added. | 2 of 2

Figure 2.12—Enter Employee History, Page 2 of 2
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5. Complete the required fields according to Table 2.8.
Table 2.8—Enter Employee History—Page 2 of 2

Field Valid Entry Definition

Data Item Historical Data Item name | The name of the Data ltem for which history is to be added.

Hours/units | R—rate The number of hours or units. This is an optional field.
Press ENTER to leave it blank.

Amount $—amount The amount for this Data ltem. Press ENTER to leave it
blank.

Basis hrs/ R—rate The number of hours or units on which this Data Item is

units based. For example, vacation time may be based on the
number of hours worked. Press ENTER to leave it blank.

Basis $—amount The amount on which this Data ltem is based. For

amount example, the basis for FICA is dollar amount of total

earnings. Basis amounts are used in production of year-
end tax forms and must be entered correctly. Press ENTER
to leave it blank.

All Data Items relating to this history check are entered in Entry field (Figure

2.13).

Demo Uzer Divizion 25 A4.22-2082

Entry AXdd. GClhange. Rlemove. Dlisplay. S2croll or EXnd <A>
PR - Enter Employee History

Entered net........: 1.5808.88 Detail net....: 1.697.88

[Employee_ .. ........: 1 - Berry, Georgetta Mae
History date_..: 4/22/20082

2> Entry Data item Description Hours fAimount
ladd 1 SALARY Salary 48 .008080 2.0008.08
ladd 2 _FWUT Federal Withholding Tax 250068
ladd 3 _FICA FICA 24 .88
ladd 4 _FIGCAMED Emplovee’s share of FICAMED 29 .88
ladd 5 _SWT CO Colorado S8tate Withholding

ladd 6 _E FIGA Employer’s share of FICA 24 .08
ladd 7 .E FICAMED Emplover's share of FICAMED 29 .80
ladd 8 E HEALTH Employer Pd Health Insurance 25 .08
ladd ? E PENSION Employer Pd Pension 35 980088

] Entry heing added. |
SC=8to Fi=Hel F2=8ki F4=Paint

Figure 2.13—Example Data Items

6. When complete (i.e., the balance to go = 0.00), press ESC to display the option
menu and type E to end the session.
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7. The checks are stored in the PYEHIST report. Print this report to produce your
checks.

8. File a printed copy of the report for your audit trail.

USING THE EMPLOYEE SELECTOR

Many tasks in the Payroll/Personnel module use a filter that allows you to define the
employees, records, or transactions to include on a report or in a task, as well as preview
your results. This feature is called the “Employee Selector”. If you don’t enter criteria in
the Employee Selector, all tasks and reports will be processed in ID order for all
employees.

The Employee Selector appears when you perform the following tasks:
* Employees folder and subfolders:

— Create Group Timesheets
* Timesheets folder:

— Create Group Timesheets
— Post Timesheets
* Net Pay Calculations folder:

— Calculate Net Pay
— Check Writing

Use the following instructions to complete the Employee Selector.

1. Scroll through the list of employee data items and select the applicable data
item, or type the data item name (Figure 2.14). For example:

* .NAME LST—Generates an alphabetical list of employees by last name.

* .HM DEPT—Generates a list of employees who work in specific
departments.

* .DOH—Generates a list of employees by date of hire.
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* .STATUS P—Generates a list of full-time or part-time employees.

= Auta Time Card G eneration
[rata ltem:

|.DOH

Date of Hire [ 10]

.CONTACTE
.COSTCODE
LCOUNTRY
.DIST TBL
DOB

L L

DOP

DOR id
First Yalue: I I
Last ¥alue: I 2/

From:

To I—

Eritry Batge [Feeurming Diata s O]

& |nclude

~ Selection Criteria Inclusion

 Exnclude

= SElectam hade

) Al st Ee Thus € Saybfay BeTius

Add | Remove |

Figure 2.14—Employee Selector—Selecting an Employee Data Item

As you select a data item, the First Value and Last Value fields will reflect the
format of information required, as appropriate (e.g., date format).

Enter the First and Last Values to limit the information returned. For example,

select only employees hired in a six-months period (e.g., from January 1, 2004

through July 1, 2004):

¢ Choose .DOH in the Data Item.
* Enter the beginning date for the period (e.g., January 1, 2004) as the First

Value.

» Enter the ending date for the period (e.g., July 1, 2004) as the Last Value.

* Last Value—The employee data item used to expand the information
returned. Enter F SALARY as the Second Value.

V To get all values, skip the First Value and Last Value fields and click
Add.

If the Entry Range (Recurring Data Items Only) area is enabled, you
Vhave selected a data item with multiple entries (i.e., multi-occurring
data items). Please refer to Selection Mode on page 2.56 for instructions

on this area.

3. Select the applicable Include or Exclude radio button to refine your criteria.
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v

By default, the records within the range of the First Value and Last
Value will be included (i.e., the employees who fall within this range
will be included in the task). However, you can also use this range as an

exclusionary filter (i.e., the employees who fall within this range will be
excluded from the task).

4. Click Add to add the selection the Employee Selector criteria. The details of the
criterion are shown in the Display Area (Figure 2.15).

Employee Selector
—Auto Time Cand Generation

]|

[ ata ltem:

I Drate of Hire [0 10]

LCONTACT E
.COSTCODE
COUNTRY
DIST TBL
.D0B

.Dar
.DOR

;l .DAH From '01/01/2004" Thew ‘0701 /2004'
=

||

First W alue: Im 0122004

 Selection Criteria Inclusion

LastValie: {0701 /2004

" Include " Exclude

=Bty Fianae (Fecuming Dats e Hill) R
Fram:
To: l— & Sl st Be Tire: 0 Aaytday Be e
Add | Bemowe |

Search Results

Preview | Qataltemsl

o]

Cancel |

Figure 2.15—Employee Selector—Adding the Data ltem Values
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5. Click Preview to view the employees included in your selection. The
employees display in the Search Results area (Figure 2.16).

Employee Selector E=
—&uta Time Card Generation
[rata ltem:

| Drate of Hire [0 10]

LCONTACT E ;l .DOH From '01/01 /2004" Thru 07401 /2004'
.COSTCODE =y

LCOUNTRY

DIST TBL

.D0B

.DarP

.DOR =l

. ~ Selection Criteria Inclusion
Firgt W alue: Im 20142004

Last¥alue: {07/01/2004
= Bt Biange [Fecumng Data [lems Gl

" Include = Exclude

= Selection ade

Fram:
Tor l— & Al st Be e 0 SarbfapBe Tre
Add | Bemove |
 Search Results
EMP MAME FST MAME L5T
1 Georgetta Bery
2 Don Strawbery
3 Franklin Pomegranate
4 Prucilla Pear
) Oda Pineapple
E Charles Applecart

Diata ltems | QK. | Cancel

Figure 2.16—Employee Selector—Search Results

If you have very large groups of employees (for example, 4,000), the
execution may take a few seconds.

6. Click OK to apply your selection criteria.
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SELECTION MODE

When salaries are departmentalized, data items such as .S AMT, .S DEPT, .S GLA, .S
GRP and .S PCNT are defined as multiple entry fields (i.e., Payroll allows you to enter
multiple definitions for your salary, hourly, or other settings). Each line of salary
information for an employee is stored separately. When you select a multiple entry data
item, the system displays an additional field called Selection Mode (Figure 2.17).

= Auta Time Card Generation

[rata [tem:

|_5 DEPT Default dept to be expenzed [K 20]
.FHOME EMG ;l (DOH From 0700 /2004° Thiw '07 /0142004
.FHOME HE

POSTAL

5 AMT

5 GLA
.5 GRF

.5 PCNT =l
First Value: I ~ Selection Criteria Inclusion
Last Walue: I & Include " Exclude
Entry Range [Recurring D ata lkems Only) e ooton Mo
From: 0
& Al Must Be True € Anp Map Be True
Ta: Iggggg = i 1 ay
Add | Bemove |

Figure 2.17—Employee Selector—Selection Mode

Selection Mode allows you to require that:

*  All of the values in the specified range are present for it to be included or
excluded; or

* If any of the values in the range is present, the employee is included.
For example:

*  You want a list of employees who receive their salary from either the Sales or
the Marketing Department, so you select the Any May Be True radio button.

*  You want a list of employees who receive part of their salary from every
Department, so you select the All Must Be True radio button.

Use the following instructions if you are entering the criteria for your Employee
Selector and the Selection Mode is displayed.

1. Enter the first and last value in the From and To fields.

2. Select the applicable radio button (All Must Be True or Any May Be True).

2.56 I Using the Employee Selector



Chapter 2—Adding and Maintaining Employees

3. Click Add and continue enter your Employee Selector criteria.

ADDING INFORMATION TO THE SEARCH RESULTS

The Employee Selector allows you to modify the information displayed in the Search

Results area.

1. Click Data Items. The Select Data Items window displays.

2. Select the data item to add to the Search Results area (Figure 2.18).

Available Data ltems:

[].COUNTRY AI

[].DIST TBL

[1.EFT ACT
[C.EFT 4FR
CJEFTCYCLE =]

Select Data ltems E

Cancel |

Figure 2.18—Selecting Data Iltems

3. Click OK. The information is added to the display (Figure 2.19).

- Search Result
.DOH EMP .NAME FST MAME LST
B/27/1950 1 Georgetta Bery
4101982 2 Dan Strawbery
7/16/19388 3 Franklin Pomegranate
42241990 4 Prucilla Pear
12/15/1997 5 Oda Pineapple
B/22/M1997 3 Charles Applecart

Preview Ok

Figure 2.19—Data Iltems Added to the Search Results
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ADDING AND MAINTAINING TIMESHEETS

All the setup tasks for Payroll/Personnel lead you to this point—creating timesheets for
your employees. The timesheet process involves three easy steps:

1. Enter timesheet information for one or more active employees.

2. Verify the accuracy of the information on the timesheet (i.e., the correct basis
amounts and valid GL account numbers).

3. Post the timesheets to the next stage of the process: calculating net pay.

As you define each portion of a timesheet (e.g., earning items, distribution tables),
Payroll “builds” the account number. (See Departmentalization, Costcodes, and
Distribution Tables on page 1.2 for more information on this process.) Any problems as
the account number is built are reflected on the timesheet and in the timesheet detail
pane.
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For example, Figure 3.1 shows an account error message.

Employee ID: |4 Pear, Pucila P.

 Timesheet
Status | Eamnings It... | AmtHrs/U..| Rate ltem | RateValue | Costcode | Dist Table Shift ltern | Shift “alue | Rate Owver... Date | Errars
Mew | SALARY .00] .5 AMT admir - 04 Acaot

= Accaunt detal far seleted lin

= Easie detal fan selested lin
Em Grouping of deductions [4Fw)] - e, ot o, St . | .(-Jl
E FICA
C. —Account Description
<Mone:

Eamed Income Credit

FICA
FICAMED Employes's share of FICAMED
FUTA Federal Unemployment Insurance
Fa'T Federal Withholding T ax
[].0THER Grouping of other [4Fw] ~ Message:
SwT CO Colorada State Withhalding hd| One or more distributed accounts have enors.

. . The earnings itern definition does not allow you to change the account
- Invalid Basi _I land basis information.
E

[elete | QK I Cancel

Figure 3.1—Example Timesheet With Account Error

Once you have entered your timesheets and resolved any account issues, you have to
verify that the basis amounts and account numbers are valid (e.g., does the account

number exist).

based on. For example, if an employer’s share of FICA is $76.50, it has a “basis

v Basis is the dollar amount that an earning, tax, deduction, or employer cost is
amount” of $1,000 in earnings.

Once you have verified that the timesheets have no errors (or you have corrected and
reverified the timesheets), you are ready to calculate the net pay. This step is discussed
further in Chapter 4—Calculating Net Pay on page 2.83.
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WHAT MAKES A TIMESHEET?

A timesheet is a single record that stores all of the current earnings items (or “line
items”) for an employee. Each earnings item that you use may require different
information, based on the item definition:

*  The earnings item may require a flat dollar amount (e.g., a $1,500 bonus for an
employee).

*  The earnings item may calculate a dollar amount based on hours or work
performed (e.g., 40 hours in a week for an hourly employee).

*  The earnings item may be defined by hours, not dollars (e.g., an employee takes
16 hours of sick time).

Once you save a timesheet entry, this information is stored as a timesheet and combined
with any other current timesheet entries for the employee.
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ANATOMY OF A TIMESHEET

Each single timesheet is comprised of three areas where you add timesheet entries,
select basis details for each entry, and resolve account issues (Figure 3.2).

Create/Edit Single Timesheet

Erplayer's share ol

Ermplaver's share of FICAMED
Ermplover's share SUTA

Eamed Income Credit

FICA

Employes's share of FICAMED
Federal Unemployment Insurance
Federal Withholding T ax
Grouping of ather [AFw]
Colorado State Withholding

Figure 3.2—Example Single Timesheet

2.62 I What Makes a Timesheet?



Chapter 3—Adding and Maintaining Timesheets

TIMESHEET ENTRY AREA

The timesheet entry area is a grid in which you add your earnings items (Figure 3.3).
(Remember, your earnings items are the historical data items defined as History type—E
[Earnings] in field 1 of the historical data item record. See Defining Historical Data
Items on page 1.85 for more information on this definition.)

- Timesheet
Status Eamingslt...|Amtz’Hrs:’U...| Rate ltem | Fiate Walue | Costcode | Dist Table | Shift lkem | Shift Yalue |F|ate Over... | Date |EnorsMar... |
SALARY i 600.00 .5 AMT
SALARY 400.00 .5 AMT

Figure 3.3—Example Timesheet Entry Area

The availability of the cells in this grid will reflect your selections. For example, in
Figure 3.3 the Salary earnings item for this employee only requires amount and rate
item information. Therefore, the other cells in this line are disabled.

BASIS DETAIL AREA

The Basis detail for selected line area provides information concerning the basis detail
selections for the earnings item and the employee. Additionally, any messages
concerning these selections display in the Invalid Basis box (Figure 3.4).

= Btz detal fen selected e
[].DED Grouping of deductions [AFW) -
E FICA Employer's share of FICA
E FICAMED  Emplayer's share of FICAMED

ESUTA Erplover's share SUTA

EIC Earmed Income Credit

FICA, FICA,

FICAMED Ermployes's share of FICAMED

FUTA Federal Unemplayment |nsurance

Fuw'T Federal ‘Withholding T ax

[].ATHER Grouping of ather [AFW]

SWT LD Colorado State 'withholding LI

"mvalid Basi

[—
LI

Figure 3.4—Example Basis for Selected Line Area
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area title (Basis detail for selected line) is disabled and you cannot to modify

V If field 4 of the earnings item definition indicates that change is not allowed, the
any of the basis selections.

The items selected in the Basis detail are defined in one of the following locations:
» The Basis for field (field 4) of the historical data item (Figure 3.5)

Demo User Division 25 A2.-11.-2084

PR — Define Historical Data Items

Pata item .........: HOURLY ¢ 735> Changed.: 18.-81.-90]
ser....: 08288
4> Earning options
Entry type.....: H - Hourz entered on time cards.
Rate from._....: _H AMT — Hourly Rate
Multiply by....: 1 .808808
Use shift......: — Mot used.
Use costcode...: ¥ — Use costcode.
Use dist table.: M — Do not use distribution tables
Chg acctrsbhasis.: N — Change not allowed.
Basis for......: .FUT,_EIC,.FUTA..S8WT CO,..E SUTA..FICA..E FICA,..FICAMED.
: .E FICAMED

| Data item being displayed. | 2 of 7
[For more.

press {EMTER>
1 F. ki

Figure 3.5—Example Earnings Item Basis Information

*  The employee Accounting Information tab (Figure 3.6).

Employee Information - Strawbernry, Don
Mame and Address Perzaonal Information Fayrall Infarmation
Accounting Information Direct Deposit Pay Calculation
— Department E arnings
£+ Hourly rate
" Salary
€ Other rate
% Expenzed Havrly dept GLA Addtl basis for
100.00 | Adrnit Seazon
100.00% of Hourly rate expensed Add | [elEte |
aK I Cancel | Helg |

Figure 3.6—Example Accounting Information Tab
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ACCOUNT DETAIL AREA

The Account detail for selected line area displays the account number and description
built by the selected timesheet entry (i.e., line item). Additionally, any messages
concerning the account number built by the payroll process display in the Messages box
(Figure 3.7).

e Aceauntdetaiian seletedline

|20 01-00 6110 | K :|

—Account Description
Salaries Wages

— Messages

The eamings item definition does naot allaw you to change the account
atd bagis infarmation.

Figure 3.7—Example Basis for Selected Line Area

area title (Account detail for selected line) is disabled and you cannot to modify

V If field 4 of the earnings item definition indicates that change is not allowed, the
any of the basis selections.

WHAT ARE GROUP TIMESHEETS

If you have a group of employees with a fixed earnings amount, you can save time by
creating their timesheets as a group. This option is especially useful when you are
creating groups of timesheets for regular earnings, such as:

» Salaried earnings when wages are the same each pay period.

*  Hourly earnings for employees who work a fixed number of hours each pay
period.

* Holiday pay that is recorded for all employees.

employees, then edit the timesheets for those few employees who worked less

O You may wish to create a group of timesheets for 80 hours for all hourly
than 80 hours.
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You can create group timesheets if you are using any of the following accounting
methods (as defined in the Payroll parameter; see Defining the Payroll Parameter on
page 1.34):

» Distribution tables,
*  Departmentalized earnings, or

*  Costcodes.

GROUP TIMESHEETS AND THE EARNINGS ITEM

When you create group timesheets, you will select the fixed earnings item (e.g., salary)
from a drop-down list. This drop-down list displays all “earnings items” defined for
your system. (If the entry type [field 4] for the earnings item is defined for no timesheet
entry or for proration, the earnings item will not display.)

type—E (Earnings) in field 1 of the historical data item record. See Defining

V Remember, your earnings items are the historical data items defined as History
Historical Data Items on page 1.85 for more information on this definition.

CREATING TIMESHEETS FOR A GROUP OF EMPLOYEES

Use the following steps to create timesheets for a group of employees.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees or Timesheets folder (or an applicable subfolder). The
records stored in the folder display in the detail pane.

You can only create timesheets for active employees. Therefore, in all
the Employees subfolders except Active, Group is disabled.
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3. Click Group. The Create Group Timesheets window displays (Figure 3.8).

E aming [tem:

Hours/Units:

Create Group Timesheets I

[ -

I Wse Fiours fram emnploves recard

|EIDDEIDDEIDDEIDDEI

Check Sequence: Im

Emplovee Selectar. .. |

o]

Cancel |

Figure 3.8—Create Group Timesheets

Select the applicable earning item from the drop-down list. If the earnings item

requires an entry of hours or units, the check box for Use hours from employee
record and text box for Hour/Units are enabled.

*  Use hours from employee record—The system applies any non-zero
amount defined for the Normal Hours Worked employee data item. (You
must manually add this information to the Pay Calculation tab of the
employee record.)

— Payroll will not create a timesheet for any employee who does not have
a definition for Normal Hours Worked, or the entry is zero.

*  Hours/Units—The system applies the number of hours or units entered to
all applicable employees.

5. Ifenabled, select the Use hours from employee record check box or enter the
number of hours or units of work in the Hour/Units text box.

6. Ignore the Check Sequence field, if enabled. This field is not applicable in the

current version of the software.

The Check Sequence field is enabled if you defined the Payroll

V parameter to allow multiple checks with the check sequence determined
at the entry of the timesheet (i.e., Multiple Checks in field 2 of the
parameter is defined as T—Check sequence determined at entry).
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7. Click Employee Selector to identify the employees included in this group (or to
further define employees if you selected the Salary or Hourly earnings item).
The Employee Selector displays (Figure 3.9).

Employee Selector I
—Auto Time Card Generation
D ata [termn:

|

DDA 1 ﬁ’
ADDR 2

ADDTL CO

BRTE

CINVPER

ory

CONTACT 4

CONTACT E =l

. — Selection Criteria Inclusion—————————
First /alue: I

Last Walue: I & Includs " Exclude

= EntEange (Fecuming et ems Wil —CEET o
Fram:
T I— & Allust Be T € Sy il anBe e
Add | Remove |
— Search Result
I I I
PBreview | Data ltems | QK I Cancel

Figure 3.9—Employee Selector

8. Enter your selection parameters. (For more instructions on the Employee
Selector, see Using the Employee Selector on page 2.52.)

9. When you have completed your selections, click OK. The Employee Selector
closes and you return to the Create Group Timesheets window.

10. Click OK. The program saves the timesheets to the Timesheets folder.
Depending on the number of timesheets that you are creating, this process may
take a few seconds.

Clicking Cancel returns you to the main screen without generating
timesheets.
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TROUBLESHOOTING

If you should accidentally generate timesheets twice for the same group of employees,
they will receive one check with double pay. To fix this problem, edit the timesheets to
correct the error, removing the additional earnings.

CREATING A SINGLE TIMESHEET

You may wish to create a timesheet for one employee at a time. Often single timesheets
are used to add hours for an employee who used sick or vacation hours, to correct a
timesheet that was created automatically, or when employee wage expenses change each
week. Use the following steps to add a single timesheet.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees or Timesheets folder. The records stored in the folder
display in the detail pane.
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3. Click Single. The Create Single Timesheet window displays (Figure 3.10).

Create/Edit Single Timesheet

Employee 1D: |5 Fineapple, Oda Mae

— Timesheet
|Status|Eamings It...\Amt.-"Hrs.-’U...| Fiate ltem | Hate\u"alue\ Costoode | Dist Table | Shift [kem | Shift % alue |F|ate Dver..|

Diate | Enors

= Basis detai fon selected|ine s aceount deta far eeletedlline
O Grauping of dedu "]
[[].E FICA Emplayer's share J—I
[[].E FICAMED Employer's share of FICAMED —Account Description
[.ESUTA Employer's share SUTA
[].EIC Eamed Income Credit
[].FICA FICA
[].FICAMED Employee's share of FICAMED
[].FUTA Federal Unemployrent Insurance
[ PwT Federal Withholding T ax
[].0THER Grauping of ather [AFW] —Message:
[].5WT CO Colorada State Withhalding LI
—Irevalid Basi
El
E

DeleE | akK I Cancel

Figure 3.10—Create Single Timesheet

4. At Employee ID, enter the employee’s ID number in the first field and move to
the next field.

employee for which you are adding a single timesheet. When you click

v If you accessed this form from the Employees folder, you can select the
Single, the Employee ID is prepopulated with the selected employee.

Pressing ENTER from the Employee ID field will dismiss this form. Use
TAB or your mouse to move to the next field.
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5.

Select the earnings item from the drop-down list. When you move off the
earnings item cell, the applicable cells on the row will remain enabled while
cells that are not need for the earnings item will be disabled (Figure 3.11).

= Timesty

Status

Earnings It...

AmtAHrsAU...| - FRate ltem

Fiate Yalue

Costocode

Dist Table

Shift Ikem

Shift Yalue

Fiate Over..

Date |Ermors

Mew

HOURLY

HAMT

Figure 3.11—Example Timesheet With Disabled and Enabled Cells

v
A

list.

with a drop-down list.

Instead of selecting form the drop-down list, you can begin to type the
earnings item name. The system will search for a match that you can
select by pressing ENTER. This tip applies to all cells with a drop-down

To access any drop-down list from your keyboard, press ALT + the
down-arrow key. You can use the up- and down-arrow keys and ENTER
to select any option on the drop-down list. This tip applies to all cells

6. Enter the required information according to Table 3.1. (Again, some of these

fields will be disabled, based on the needs of the earnings item.)

Table 3.1—Timesheet Entry Fields

Field Description

Amt/Hrs/Units Enter the amount, hours, or units to apply to the earnings item. (Your entry can but
does not have to include plus/minus signs, parentheses, or decimal points.) For
example: 40 hours
+ This field may default to a value from the employee record.

Rate From Select the applicable employee data item from the drop-down list.
+ This field may default to a value from the Rate from field on the earnings item.
+ Changes to this field may change the default Amt/Hrs/Units.

Rate Value Select the applicable edit value for the selected Rate From.

+ This field may default to a value from the employee record.
+ Changes to this field may change the default Amt/Hrs/Units.
+ Rate Value is usually used for classified earnings.
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Table 3.1—Timesheet Entry Fields (Continued)

Field

Description

Costcode

Select the applicable costcode from the drop-down list.

+ This field may default to a value from the Pay Calculation tab of the employee
record.

+ This column will not display if you did not set the Costcode option in the Payroll
Parameter to “Yes” (field 1).

Dist Table

Select the applicable distribution table from the drop-down list.
+ This field may default to a value from the employee record.

+ This column will not display if you did not set the Dist Table option in the Payroll
Parameter to “Yes” (field 1).

Shift Item

Select a shift item from the drop-down list.
+ This column will not display if you did not set the Shift emps option in the Payroll
Parameter to “Yes” (field 1).

+ This field will be disabled if the earnings item has been defined for the following
Entry type (field 4 of earnings item definition): Amount, Dated, Hours, or None.

Shift Value

Select a shift item from the drop-down list.

+ This column will not display if you did not set the Shift emps option in the Payroll
Parameter to “Yes” (field 1).

« This field will be disabled if you have not selected a Shift ltem.

Rate Override

Enter a rate value or select from the drop-down list.

Date Enter a valid date.
+ This field will be enabled if the entry type for the earnings item (field 4) is one of the
dated entry options. However, the system will not enter a default date.
Error Type This field is reserved to indicate if the system has encountered an account or basis

error. The field will indicate the type of error. The actual error is elaborated in the
Basis Detail and/or Account Detail areas in the lower part of the timesheet.
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7. Review the Basis detail (Figure 3.4). You may not be able to modify these
selections. (If the title text for this area is disabled, you cannot modify any of the
basis selections.)

= Bz detal fanselected ibe

[].DED Grouping of deductions [&FwW) -
.E FICA Erplover's share of FICA
E FICAMED  Emplay are of FICAMED
E SUTA Employer's share SUTA
EIC Earned Income Credit
FIC& FIC&,
FICAMED Employee's share of FICAMED
FUTA Federal Unemployment |nsurance
T Federal Withholding T ax
[ .0OTHER Grouping of ather [4&FwW)
ST CO Colorade State Withhalding LI
Invalid B asi

-
[

Figure 3.12—Example Basis for Selected Line Area
8. Address any error message that display in the Invalid Basis box.

9. Review the account built by your entries (Figure 3.7).

mAceaunt detaitan seleted line

Jao 01008110 | X :|

—Account Description

Salariez 'Wages

— heszages

The eamings item definition does not allow pou to change the account
atd basis information.

Figure 3.13—Example Basis for Selected Line Area

10. If necessary (and allowed by the earnings item definition), you can click [g] and
select an existing, active account number.
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11. Click OK to create this timesheet, or click Cancel to close the timesheet
without saving your selections.

EDITING A TIMESHEET

Once a timesheet has been created, the system does not differentiate between a
timesheet created through the group or single timesheet process. Until you post a
timesheet, you can change or delete any of the timesheet entries (as always, depending
on your security settings).

Because of the complexity of the program, you cannot edit certain information
v on a timesheet (e.g., earnings item, employee ID). You must delete the line item
or the timesheet and enter the correct information.

Use the following instructions to edit a timesheet.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Timesheets folder. All unposted timesheets display in the detail pane.

3. Double-click the employee whose timesheet you want to enter, or select the
employee and click Edit.

4. Edit the information, as necessary. The status cell will reflect your changes and
the entry is updated when you click OK (saving your changes) (Figure 3.14).
= Timesheet

Statuz | Earnings It | Amt/Hrs/U.| Rate ltem | Rate Yalue
Modified  |SALARY 1.500.00{.5 AMT

Figure 3.14—Modified Timesheet Entry

earnings item, you cannot change an earnings item selection (e.g.,
change from Hourly to Salary). You must delete the earnings item and
add a new item.

V Because of the complexity of the calculations necessary for each
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5. To delete an entry (i.e., line item), click the Status cell for the line and click
Delete (Figure 3.15). The status changes to Deleted and the entry is removed
from the timesheet when you click OK (saving your changes).

[ Timesheet |

Statuz | Eamnings It | AmtAHrs/U. | Rate ltem | RateYalue
R SALARY 1.500.00( .5 AMT

Figure 3.15—Deleted Timesheet Entry

6. When complete, click OK to save your changes and close the timesheet
window.

DELETING A TIMESHEET

Use the following steps to delete a timesheet.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Timesheets folder. All unposted timesheets display in the detail pane.

3. Select the employee and click Delete. A confirmation message displays.

removes all current timesheet entries for this employee. It does not

V Although you are selecting the employee in this folder, this task only
remove the actual employee record from your database.

4. Click Yes to delete the timesheet or click Cancel to exit this task without
deleting the timesheet.

VERIFYING TIMESHEETS

When you add a timesheet (i.e., click OK from the timesheet window), the system
completes a preliminary check for the basis amount and account number. However, each
timesheet must also pass a more detailed verification process before you can post it to
the next step. Verifying confirms that:

*  The account numbers built by the timesheet process are active for posting.
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* All basis items are valid historical data items.

Unless you select specific employees to verify, this task is performed on all timesheets
in the Timesheets folder. Once the process is complete, any errors are indicated in the
Acct Error or Basis Error columns. You must resolve any outstanding errors before you

can post the timesheet.

However, any timesheets with errors will be ignored. In other words, an error on

v The Post task is also performed on all timesheets in the Timesheets folder.

one timesheet will not stop you from posting verified timesheets.

Use the following steps to verify timesheets.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Timesheets folder. All unposted timesheets display in the detail pane.

3. Click Verify. The Verify All Timesheets window displays (Figure 3.16).

Yerify All Timesheets [ X| I

Werifization Options

Eror Reporting:
(o

[~ Check for Missing Time Sheets

" Report Only Fatal Emors

" Report Only Fatal andAor Warning Erors

[V Frint Accounting Information
¥ Print Basis Information

I” | EzgeiBreak O CHange

Sort lteme... |

=]

Cancel

Figure 3.16—Verify All Timesheets

4. Select what level of Error Reporting you want to include on the Timesheet

Verification Report (PYTCARD):

* Report Only Fatal Errors—Report only those employees with one or more
errors that prevent the timesheet from being verified and posted.
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*  Report All Timesheets—Report all timesheets, including those with no
errors. This is the recommended choice; just because valid account and
basis information exists does not guarantee its accuracy or check for
missing basis.

*  Report Only Fatal and/or Warning Errors—Report only those employees
with one or more errors that prevent the timesheets from being verified and
posted, and report warnings, which alert you to possible problems but do
not prevent a timesheet from being verified and posted. This information
prints in the Messages column of the Timesheet Verification Report.

See Verification Warnings and Errors on page 2.78 for more information on this
report.

Select the Check for Missing Timesheets check box if you wish to verify that all
active employees have timesheets. By default, the program will not check for
missing timesheets.

Select the Print Accounting Information check box if you want accounting
information printed on the report. Not selecting this box will print only account
errors. This is recommended.

Select the Print Basis Information check box (recommended) if you want the
basis information printed on the report. Not selecting this box will print only the
erTors.

Select the Page Break On Change check box if you have chosen to use Sort
Items and you want a new report page each time the first sort item changes.

Click Sort Items if you want to select employee data items to order the
information in the Timesheet Verification Report.

Blackbaud, Inc. I 2.77



Blackbaud FundWare Payroll/Personnel Guide—Volume 2

10. Select the employee data item on the left, and click Select to move it to the list
on the right (Figure 3.17).

Sort Items -- Yerify Time Cards E
(FICAM Tax - LT
P T ADDTL .HM DEPT
P T EXEMP

{GROUP NME
HAMT -
HDEFT J

E gh‘; Select | Sort Order
HPEWNT

MARITAL Remave |
MaME FST

NAME LFM
MNAME LST
NAME Ml

O AMT =l

Qg | Lancel |

Figure 3.17—Sort Items—Verify Time Cards

list. The list reflects the order in which the data items will appear in the

v Click the Sort Order up or down arrow to move it up or down on the
report.

11. Click OK to save your settings and close the Sort Items window.

12. Click OK to verify all timesheets in the Timesheets folder. When complete, the
system returns you to the Timesheets folder. Any errors or problems are
indicated in the Acct Error and Basis Error columns.

You are now ready to post any verified timesheets.

VERIFICATION WARNINGS AND ERRORS

Each time you verify timesheets, Payroll generates the Timesheet Verification Report.
You should print the Timesheet Verification Report to see if there were errors or
warnings during the verification process. Use the following instructions to view or print
the report.

1. Select File > Print Manager from the menu bar.
2. Select PYTCARD and click Open.

3. Click Print on the toolbar or select File > Print.
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TIMESHEET VERIFICATION WARNINGS

The Timesheet Verification Report may include warning messages that inform you of
possible problems (7able 3.2). However, these problems will not prevent you from

posting the timesheet.

Table 3.2—Message Column Warnings

Timesheet Verification
Warnings

Explanation

Active employee w/ no
entries.

The Check for Missing Timesheets field was clicked, and an employee
with no timesheet was found.

Calculated amount is
ZEero.

The rate times hours (or units) equals zero, so the Rate item field is zero.
Go to the employee record to correct the hourly or unit rate of pay.

Hours exceed day limit.

In a 24-hour period, the hours for the employee were over the limit defined
in the setup parameters.

Hours exceed period limit.

In the timesheet period, the hours for the employee were over the limit
defined in the setup parameters.

Terminated employee.

The employee was terminated. Check to see if a check should be issued.
If not, delete the timesheet.

Terminated employee has
timesheets.

Review the list of employees.

TIMESHEET VERIFICATION ERRORS

The Timesheet Verification Report may include error messages that inform you of
possible problems (7able 3.3). You must correct any errors before you can post the

timesheet.

Table 3.3—Message Column Errors

Timesheet Verification
Errors

Explanation

Account errors

Reports the total number of account errors.

Basis errors

Reports the total number of basis errors.

Day errors

Reports the total number of day errors.

Entry/edit in process

Another user is signed on and is adding or editing timesheets.
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Table 3.3—Message Column Errors (Continued)

Timesheet Verification
Errors

Explanation

Invalid account -
change not allowed.

This error occurs when creating a group of timesheets, and means the
account number is invalid. Check that the Debit Option field of the historical
data item record (in setup parameters) and the employee’s record are correct.
You may also edit the Chg acct/basis earnings items field in to allow the
account to be changed. Then edit the current timesheets, or delete and
recreate them.

Invalid account -
change required.

This error occurs when creating a group of timesheets, and means the
account number is invalid. Check that the Debit option field of the historical
data item record and the employee’s record are correct. Then edit the current
timesheets, or delete and recreate them.

Invalid basis - change
not allowed.

This error occurs when creating a group of timesheets. The Basis for field is
invalid, and the Chg acct/basis field in the historical data item definition does
not allow the basis to be changed. Check that the Basis for field on the
historical data item and/or the Addtl basis for field on the employee’s record
are correct. You may also edit the Chg acct/basis field to allow the basis to be
changed. Then change the current timesheets, or delete and recreate them.

Invalid basis - change
required.

This error occurs when creating a group of timesheets. The Basis for field is
invalid. Check that the Basis for field on the historical data item and/or the
Addtl basis for field in the employee’s record are correct. Then change the
current timesheets, or delete and recreate them.

No “out” for this “in”.

An “out” is missing for a clocked “in”.

No “in” for this “out”.

The first clocked timesheet is an “out” or there are two “outs” in a row.

Period errors

Reports the total number of period errors.

Posting in process.

Another user is posting timesheets. You cannot enter or verify additional
timesheets until the posting completes.

Rate lookup must be
numeric.

None of the lookup columns on the employee data item entered in the Rate
Value field is defined as a numeric field. One of the Lookup columns must be
defined as a whole number, #, an amount, $, a rate, or R.

Rate missing for
employee.

This occurs when adding a single timesheet. The employee data item entered
in the Rate ltem field does not exist on the employee’s record. Check that the
employee should receive this earning type. If so, add the earning rate to the
appropriate earning category on his timesheet. If the timesheet should not
have been entered, delete it.

Rate must be
numeric.

The employee data item entered in the Rate Item field must be defined as a
numeric field. It must be a whole number, an amount, or a rate.
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Table 3.3—Message Column Errors (Continued)

Timesheet Verification

Errors Explanation

Shift lookup must be None of the lookup columns on the employee data item entered in the Shift val
numeric. field is defined as a numeric field. One of the columns must be defined as a
whole number, #, an amount, $, a rate, or R.

Verification in process. | Another user is already running Verify Timesheets. If you want to run verify
again, wait until the first user is finished.

Warning - Timesheets | There are errors in timesheet account, basis, rate, or shift. Review the
cannot be posted. message column of the report to find specific employees with errors. Make
corrections, verify timesheets again, and print another Timesheet Verification
Report. Repeat all these steps until all timesheets are verified.

To fix errors in an employee’s record, select the desired employee in the Employees or
Timesheets folder, and double-click or click Edit. After making and saving the
necessary corrections to the employee’s record, verify the timesheets again and check
that your correction fixed the error.

POSTING TIMESHEETS

Once you have verified your timesheets, you are ready to post the timesheets to the next
step in the process. The posting task involves the following:

*  Preparing timesheets for net pay calculation and check processing. (You must
post timesheets to the Net Pay Calculation folder before you can process
checks.)

*  Posting the information to General Ledger using the Labor Journal defined in
the Payroll Parameter (field 4). (The normal journal entry is a debit to wage
expense, and a credit to accrued payroll account defined in the Payroll
Parameter.)

Unless you select specific employees to verify, this task is performed on all timesheets
in the Timesheets folder. Once the process is complete, the timesheets move to the Net
Pay Calculations folder. Use the following steps to post timesheets.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Timesheets folder. All unposted timesheets display in the detail pane.
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3. Click Post. The Post Timesheets window displays (Figure 3.18).

Post All Timesheets

Check Sequence: Im

0K | Cancel |

Figure 3.18—Post Timesheets

software, the Check Sequence text box should be disabled. If it is not,

vBecause this feature is not applicable in the current version of the
please ignore this field.

4. Use the Employee Selector to post timesheets for a select group of employees.
(By default, the system will post all verified timesheets in the folder.)

5. Click OK. The Post All Timesheets window closes and you return to the
Timesheets folder. The verified timesheets are posted to the Net Pay
Calculations folder and no longer appear in the Timesheets folder.

After timesheets are posted, they are ready to be calculated. Calculating Net Pay is
covered in Chapter 4—Calculating Net Pay on page 2.83.
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CHAPTER 4

CALCULATING NET PAY

Before you can produce checks for your timesheets, you must calculate and subtract any
applicable deductions from the timesheet total (i.e., calculate net pay). These deductions
can include standard deductions (e.g., deduction for insurance) or one-time deductions
(e.g., correction to tax deduction).

Once you complete your net pay calculations, you are ready to produce your checks and
direct deposit files, which you will also do from the Net Pay Calculations folder.

WHAT ARE ONE-TIME DEDUCTIONS?

The one-time deduction task allows you to enter a deduction manually. (When you
calculate net pay, you can select deductions based on the calc period.) One-time
deductions are items that are not normally part of an employee’s paycheck. They can
include:

¢ Deductions for an advance,
*  Deductions for a one-time wage garnishment, and
* Adjustments or corrections to the amount of a tax or other deduction.

This task uses data items that have been defined as History type—D (Deductions) or T
(Taxes) in field 1 of the historical data item record. (See Defining Historical Data Items
on page 1.85 for more information on this definition.)

ENTERING ONE-TIME DEDUCTIONS

Use the following steps to enter one-time deductions.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.
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2. Select the Net Pay Calculations folder. All timesheets at this stage of the
payroll process display in the detail pane.

3. Click One-Time Deductions. (You can also select the timesheet, right-click,
and select Enter One-Time Deduction from the shortcut menu.) The One-
Time Deductions window displays (Figure 4.1).

One-Time Deductions E

Fineapple, Oda Mae

Data [tem m
Amount l—

B aziz Hours l—
B aziz Amount l—

(]4 I Cancel |

Figure 4.1—One-Time Deductions
4. Select the applicable deduction or tax type from the Data Item drop-down list.

5. Enter the amount to be deducted from the employee’s check in the Amount text
box. (This field is required; you cannot leave it blank.) Remember:

* A positive number decreases the check amount.
* A negative number increases it.

6. Enter the number of hours on which this deduction or tax is based in the Basis
Hours text box. (If this field does not apply to this deduction, leave it blank.)

7. Enter the amount on which this deduction or tax is based in the Basis Amount
text box. (If this field does not apply to this deduction, leave it blank.)

organization uses basis amounts in production of year-end tax forms;
therefore, this information must be entered correctly. However, the
basis amount was entered incorrectly in the employee’s history.
Therefore, you add a correcting entry using the one-time deduction
task. In the Basis Amount field, you enter the dollar amount (i.e.,
wages) on which the correction is based.

O .FICA is based on the dollar amount of total earnings. Your

8. Click OK. Payroll processes the one-time deduction and closes the One-Time
Deduction window.
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You can view the timesheet information, including one-time deductions by selecting the
timesheet and clicking Detail. (You can also double-click the timesheet, or right-click
and select Detail from the shortcut menu.)

You can also check the results of your work by printing and reviewing the Preliminary
Check Register (created during the check writing process), or by producing the
Calculation Trace report (PYCTNE.L##). (See Producing the Calculation Trace Report
on page 2.89 for instructions to produce this report.)

usually part of the net pay calculation), you should complete any one-time
deductions before calculating net pay. If you calculate net pay and then add a
one-time deduction, you must re-calculate net pay (see Calculating Net Pay on
page 2.86).

V Because a one-time deduction could impact your taxable income (which is

CORRECTING ONE-TIME DEDUCTIONS

To correct a one-time deduction entry before checks are produced, enter an adjusting
one-time deduction entry. For example, you enter a one-time deduction for health
insurance for $50.00. After reviewing your Preliminary Check Register, you realize the
deduction should be for $60.00. To correct this, enter another one-time deduction entry
for $10.00.

WHAT ARE NET PAY CALCULATIONS?

The net pay calculation task allows you to enter one or more deductions based on the
calc period defined for the deduction.

Net pay calculation uses data items that have been defined as History type—D
(Deductions) or T (Taxes) in field 3 of the historical data item record. (See Defining
Historical Data Items on page 1.85 for more information on this definition.)
Additionally, when you defined the data item, you had the option of indicating that the
calculation is never used, always used, or assigned to one of nine calculation cycles
(field 3). When you calculate net pay, the data items are grouped by cycle and you can
apply one or more cycles to the selected timesheets. (Data items that are always used are
assigned to all cycles.)

A typical use of calculation cycles is for deductions that occur every other pay
period or employer-paid benefits that are only calculated annually.
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You may calculate net pay as many times as necessary until the payroll is correct. When
you rerun this task, it replaces the previously-calculated paycheck with the new
information.

usually part of the net pay calculation), you should complete any one-time
deductions before calculating net pay. If you calculate net pay and then add a
one-time deduction, you must re-calculate net pay.

v Because a one-time deduction could impact your taxable income (which is

CALCULATING NET PAY

Unless you select specific employees to verify, this task is performed on all timesheets

in the Net Pay Calculations folder. Once the process is complete, you will be ready to

write checks for any timesheets that calculated correctly (any errors are indicated in the
Status column).

Use the following steps to calculate net pay for some or all timesheets in the Net Pay
Calculations folder.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Net Pay Calculations folder. All timesheets at this stage of the
payroll process display in the detail pane.

3. Click Calculate Net Pay. (You can also select the timesheet, right-click, and
select Calculate Net Pay from the pop-up menu.) The Calculate Net Pay
window displays short description of the historical data items defined with a
calculation cycle (field 4). The HDIs are organized by those cycles (Figure 4.2).

Calculate Het Pay
Cycles:

— i T ———— In Division 95, we have only
[12: Cred Union, Cafe/Dentl, Waca hours, Sick hours two CyCIeS- Each CyC|e has four
HDlIs assigned to it. (Most of
our HDIs are not assigned to
specific cycles.)

Employee Selectar... | Calculate I Cancel

Figure 4.2—Example Calculate Net Pay
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4. Click Employee Selector to calculate net pay for a specific group of employees
(i.e., a subset of the employees with posted timesheets). The Employee Selector

displays (Figure 4.3).

Employee Selector
—Auto Time Card Generation

D ata [termn:

|

DDA 1 ﬁ’
ADDR 2

ADDTL CO

BRTE

CINVPER

ory

CONTACT 4

CONTACT E =l

First /alue: I

Last Value: I

* |nclude " Exclude

— Selection Criteria Inclusion—————————

= EntrErange [Fecuring Data e E ] Sy
Fram: -
T I— & Allust Be T € Sy il anBe e
Add | Bemove |
— Search Result
I I
PBreview | Data ltems | QK I

Cancel

Figure 4.3—Employee Selector

Enter your selection parameters. (For more instructions on the Employee

Selector, see Using the Employee Selector on page 2.52.)

When you have completed your selection, click OK. The Employee Selector

closes and you return to the Calculate Net Pay detail pane.

calculate.

Select one or more check boxes for the calculation cycles that you wish to

2), a Check Sequence field may display. However, this feature is not

v If you defined your Payroll parameter to allow multiple checks (field

supported in the current version of the software and the field must be

ignored.
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8.

Click Calculate. When the program has completed the calculation process, the
Calculate Net Pay window closes and you return to the Net Pay Calculations
folder. The calculation status of the timesheets displays in the Status column
(e.g., Calculated, Calc. Error - Account).

VIEWING CALCULATION INFORMATION

You can view the timesheet information, including one-time deductions by selecting the
timesheet and clicking Detail (Figure 4.4). (You can also double-click the timesheet, or
right-click and select Detail from the shortcut menu.)

Display Calculation Results I
Emplopes # Check Status Met Amount Employes Mame

| Bl F | 535,05 | [4pplecart, Charles
Source I Abbreviation | Hoursl . Amountl B asiz Hoursl B asiz amount -
Labor SALARY 7 750.00 .ao
Calc FuwT 78.44 750.00
Calc FIC& 4E.50 750.00
Calc FICAMED ] 750.00
Calc ST CO 27.00 75000 |
Balance .E FICA 4E.50 750.00
Calc .E FICA 48.50 780.00
Balance .E FICAMED il 750.00
Cale .E FICAMED ] 750.00
Balance FUTA, £.00 750.00 ﬂ

Figure 4.4—Display Calculation Results

You can view the timesheet information in greater detail in a number of ways:

Calculation error report (PYCTNE.L#)—The details of any calculation errors
are written to this report.

— This is the same file name given to the Calculation Trace report, which
shows the results of each line of a calculation for a single data item for a
single employee.

The Calculation Trace report (PYCTNE.L##)—See Producing the Calculation

Trace Report on page 2.89 for instructions.

Preliminary Check Register—The system creates this report during the check
writing process. See Writing Checks Using the Wizard on page 2.97.

Distribution After Net Pay Calculations report—A sorted distribution report in
account dimension(s) order after net calculations and before check production.
See Producing the Distribution After Net Calculations Report on page 2.152.
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PRODUCING THE CALCULATION TRACE REPORT

The Calculation Trace report (PYCTNE.L##) shows the results of each line of a
calculation (one-time or net pay) for a single data item for a single employee. (You can
only run this report for one employee at a time.) However, you can only produce the
Calculation Trace report when you have a calculated net pay but not yet produced your
checks (i.e., the Status column displays “Calculated” or “Calc Error”).

This report is a very useful tool for troubleshooting payroll calculation issues (e.g.,
checking a new calculation, investigating a calculation result that seems incorrect). Use
the following steps to produce the Calculation Trace report.

1. Click Processing > Check Processing > Calculation Trace Report on the
module navigator (if the module is not expanded, click Payroll/Personnel first)
or select Payroll/Personnel > Processing > Check Processing > Calculation
Trace Report from the menu bar. The first page of the Calculation Trace report
parameters window displays (Figure 4.5).

Demo User Division 25 #9229 -2083

PR — Calculation Trace Report

1> Calc cycles....:
2? Data item......:

| Selection being entered. | 1 of 2

Figure 4.5—Calculation Trace Report—Page 1 of 2

2. Enter the applicable calculation cycle number (or numbers) separated by a space
or comma and press ENTER. If you used one or more calculation cycles when
you calculated net pay, you must enter the calculation number (or numbers) in
this field.
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3. Enter the applicable data item name and press ENTER. (You can access a list of
data items by pressing F1.) The Items Selection field displays (Figure 4.6).

Demo User Division 25 A?.-29.-2083

PR - Calculation Trace Report

lTtem selection.....: _1

3> Item Data item Options

] Item selection being added. |

Figure 4.6—Calculation Trace Report—Item Selection

4. Enter the order number for the item selection and press ENTER. (This number
simply helps you organize your entries, it is not used in the report.)

5. Enter an employee data item (should be . EMPLOYEE to filter by employee
number, or you can use the employee name to produce the report for one
employee). The second page of the Calculation Trace report parameters window
displays (Figure 4.7).

Demo User Division 25 A?.-29.-2083
PR — Calculation Trace Report
Item selection.....: 1
Data item .._...: _EMPLOYEE — Employee Mumber
First value....: —299,.999.992.999.999
Last value.....: *#% Last =%
Includeexclude = I -= Include.
| Item selection being added. | 2 of 2

Figure 4.7—Calculation Trace Report—Page 2 of 2
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6. Enter the first and last values to filter the information in the report, and indicate
if these records are included or excluded.

7. When complete, press ESC to display the option menu.

8. Type E to end the session

9. Type 0 to accept your entries.

10. Press ENTER to file a report (accepting the Yes option). The report
(PYCTNE.L##, where ## represents your division number) is created and saved
to your Reports folder.

11. Access the report through Print Manager.
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The report consists of the calculation definition (maintained in field 8 of the HDI
definition) (Figure 4.8) and the line-by-line calculation for the employee (Figure 4.9).

Fun date: 09/29/2003 @ 10:05 Division 95
Bus date: 09/29/2003 Calculation Trace Report
Data item .E FICA 36

2 COMMT e o i e O e i i ol ol ol o e e o i
3 COMNT

4 COMMT DESCRIPTICH: Employer's Share of FICA. 3hould he

5 COMNT copied directly to allow updating by AFW.

& COMNT
10 COMMT CALCULATICH:
12 COMNT Lines Description
14 COMMT 100-130 Determine if employee is FICL taxable
16 COMNT 140-180 Exit if limit has heen reached
15 COMNT 1s0 R13 = Based on wages
20 COMMNT 200 R13 = ¥TD + current based on wages
22 COMNT Z10-230 Determine if limit reached this period
24 COMNT 240 R14 = E FICAL limit
28 COMNT 250 R14 = Limit * rate
28 COMNT zal R15 = YTD E FICA paid
30 COMNT 270 Rl4 = Current asmount of E FICL to be withheld
32 COMNT Z80 R13 = Current wage atmount E FICL i=s bhased on
34 COMNT 290 B2 = Current E FICA Deduction
36 COMNT 300 R4 = Current based on amount
38 COMNT

40 COMNT TAELES:
42 COMNT 1 - E FICA rate
44 COMNT Z2 — E FICA limit

45 COMNT
50 COMMNT SETUFP NOTES: LFICA TAY is an employes data item
52 COMNT created when .E FICA is pulled in. FICA TAY contains

54 COMNT Tes/No wvaluss which must be added to ewployee

56 COMNT records to determine wage eligibilitcy for .E FICA.

58 COMNT

70 COMMNT e o i e O e i e O o
95 REGOP reg(3) opil] walue(R,.000000)

100 REGOP reg(40) op(L) item(.FICA TALX)

110 IF reg(40) relop (NE) wvalue (L, ¥)
115 REGOP regi(d) opil)l waluesi§,.00)
120 EXIT

130 FI

140 TLELE reg(ll) item(.E FICL) wvalue(#,2)
150 REGOP reg(l1l2) op(L) itemi{.E FICL,vtd,basis amt)

160 IF reg(li) relop(GE) reg(ll)
165 REGOP reg(d) opil) wvaluei§,.00)
170 EXIT

150 FI

190 REGOP reg(l3) op(L) regil)

Figure 4.8—Example Calculation Trace Report—Page 1
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gtart of cale The amounts in registers 3 and 4

Data item .E FICA come from:

Employee 1

Register 1 R -0aaaoo « Earnings items that are
Register 2§ .00 The system defined with this data item in
Register 3 R .0o0000 - registers display the basis for field (field 4)
Register 4 3 1,000.00  atthe start of the '
Register 5  § 1,000.00  calculation. + Additional basis defined on the
Register & R -gooooo employee record, or
Register 7 § 2z0.87

Register =] § 75.00

« Distribution tables.

99 REGOP  reg(3) opi(L) wvalue(R,.000000)
R Malulalululu}
R . 000000
100 REGOP  reg(40) opil) item({.FICA TALX)
M
LY
110 IF reg(40) relop(WE) wvalue (4, T)
True The body of the
LY report presents the
BT calculations results,
False line by line.
130 FI

140 TAELE reg(ll) item(.E FICA) walue (#,2)

N
2 1/01/z000/ 10
R 76,200.000000
150 REGOP reg(lz) opil) item|.E FICA, ytd,basis awt)
M
§ .00
160 IF reg(l2) relop(GE) reg(ll)
True
E] .0g

Figure 4.9—Example Calculation Trace Report—Page 2

CORRECTING NEGATIVE CALCULATIONS

A negative check amount (i.e., the sum of the earnings is less than the sum of the taxes
and deductions) will display in the detail pane and the timesheet detail window in red
type within parenthesis. A negative net pay can be caused by:

e An incorrect calculation formula;
* Incorrect data items on the employee record;

* Low earnings, which cause the taxes and deductions to be higher than the wage;
or
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* A one-time deduction that is higher than the wage.

You can correct this situation by editing the employee record, the one-time deductions,
or the calculation formulas.

ENTERING AN OFFSETTING TIMESHEET

To correct a calculated negative amount, you must create an offsetting, positive
timesheet for this employee.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Employees or Timesheets folder. All timesheets at this stage of the
payroll process display in the detail pane.

3. Click Single. The Create/Edit Single Timesheet window displays.

4. Select the correct earnings item for this employee (e.g., Salary, Hourly) and
create a timesheet for a positive amount that will offset the negative amount.
This will reverse the journal entry.

5. Verify the timesheet to check for basis or account errors.
6. Post the timesheet to the Net Pay Calculations folder.

7. Recalculate the net pay. You may recalculate for all employees or use the
Employee Selector to choose only the employee with the negative timesheet
amount.

If the offsetting entry exactly matches the negative amount, this employee will disappear
from the list in the Net Pay Calculations folder.

PROCESSING NEGATIVE CHECKS

While you may wish to process a negative direct deposit (to correct an error), there is
little reason to produce a negative check. Payroll/Personnel warns that you have a
calculated amount that is negative, and prompts you to:

* Use the Employee Selector to skip this check,

e Correct the error, or
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»  Fix the negative amount (Figure 4.10).

Megative Checks [ ]

The following emplopes(s] have a negative Met Pay amaunt:
Applecart, Charles
*t'ou may either corect the employee's check or produce checks only for employees that do not

hawve Megative Met Pay amounts.

Press OF to produce checks, excluding employees with Megative Met Pay amounts, or Cancel to

return to the Met Pay zcreen.
Eanceq

Figure 4.10—Negative Checks Message

If you do not correct the negative amount before you get to the Log Check Numbers
window of the Check Writing Wizard (Figure 4.11), you will produce, print, and log a
negative check. The Bank Accounts folder will reflect the negative amount, and you

will then need to void the negative check.

~ Log Check Humb

Highlight & range of checks and then click Assign to assign physical check numbers. Click Finish when all
checks have been assigned a number, and then print the "FYREG" report using Print Manager.

S 3 =) C
0000001 Check 0001624 1624 Crouch, Rosmaye Lavemna [$10.62)
0000002 Check 0001625 1625 Allizan, Charles $593.71

—Azzign Physical Check Mumber(s]
Sequence—————— Start
From To Chk #

I ﬁ I ﬁ I jl Aszigh |

Figure 4.11—Example Negative Check
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PRODUCING CHECKS

After you’ve calculated net pay for your timesheets, you are ready to produce your
checks. You can create one or more checks using the Check Writing Wizard or you can
create a single manual check for each timesheet.

*  The Check Writing Wizard guides you through producing and printing checks,
while also creating a Preliminary Check Register, defining information needed
for banking, and logging the checks.

* A manual check is one written outside of FundWare. You must manually enter
all the required check information for each check to maintain correct employee
history, including amounts for all historical data items that are normally
calculated by Payroll/Personnel.

— Because you must manually enter all this information, we strongly
recommend that you avoid writing manual checks.

With either method of creating checks, your expenses are posted to General Ledger on
the business date used when the task is selected. Checks are written for the Check date
entered for the check.

WRITING CHECKS USING THE WIZARD

Use the following steps to write one or more checks/direct deposits using the wizard.

1. Click Open... on the module navigator (if the module is not expanded, click
Payroll/Personnel first) or select Payroll/Personnel > Open... from the menu
bar. The Payroll/Personnel folder tree and detail pane display.

2. Select the Net Pay Calculations folder. All timesheets at this stage of the
payroll process display in the detail pane.
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3. Click Check Writing. (You can also right-click in the detail pane and select
Post to Check Writing from the shortcut menu.) The Check Writing Wizard
displays, open to the Getting Started window (Figure 5.1).

i~ Gelting Started

The Check ‘writing \wizard walks you through praducing checks. This includes creating a Preliminany Check Register to
display the checks in the check run, and then producing and printing the checks. Complete these fields and click Next

Bank: |1 - Cranberry National B ank, j

Direct Deposit Cycles: 1

Check Date; |04/17/2002
Starting Check Number. [1607

Cancel | GBEe st

Figure 5.1—Payroll Check Writing Wizard, Getting Started

4. Select the bank (i.e., Financial Institution account) for this check run (for both
checks and direct deposits) from the Bank drop-down menu. The Starting Check
Number field is automatically filled with the next applicable number, based on
the Financial Institution account definition.

After selecting the appropriate bank, a confirmation message may display
(Figure 5.2). If this message does not display, move to step 6 on page 2.98.

Delete old checkfile? [ <] In this example PYCK is
Frevious check fle FYCK1.195 exists, the file name, 1 is the
Delete the old fie? bank ID, and 195 is the

division.

Figure 5.2—Delete Old Check File Message
5. Click Yes or No, depending on whether or not you want to delete the check file.
6. Ifyou are creating an EFT file (i.e., direct deposit file), select one or more

Direct Deposit Cycles. (These cycles correspond to the cycle setting on the
Direct Deposit tab of the employee record.)
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If you are not creating an EFT file (i.e., you are creating physical
v checks), leave these check boxes blank.

Enter a valid date in the Check Dates text box. For checks, this date will appear

on the printed checks. For direct deposit payments and files, this date will be

applied to the transactions.

By default, the current business date is entered in this field. You can
V change this date, as necessary; the check date does not need to match
the business date.

If the Starting Check Number field is editable (i.e., not disabled), you can
change the starting check number, if necessary.

definition, you cannot edit this field. The system will automatically
update the Starting Check Number each time you run the Check Writing
wizard. (For more information on FIAs, see Chapter 4—Using the
Financial Institutions Feature on page 1.131.)

v If you selected the Auto Number Checks check box of the FIA

Click Next to proceed to the Define Preliminary Check Register window
(Figure 5.3).

r— Define Preliminary Check Register

‘what you choose here determines the amount of detail included in the Preliminary Check Register.

The Sort ltems button allows you to produce checks by city, departments, eamings type, etc. The Employes Selectar
button lets you produce checks for specific employees, rather than the default of all employees. Y'ou may use one ar
both buttons ta narow the number of checks produced, or simply accept the defaults and print checks for all
employees in D ata ltem order.

Account Info:

Basiz Info: |

Sort ltems |

Bane Break: N

Employee Selectar... |

Figure 5.3—Payroll Define Preliminary Check Register
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direct deposit payments. The Preliminary Check Register allows you to
review the result of the net pay calculation and a preview of the actual
check register. The fields that you complete here determine the amount
of detail included in the Preliminary Check Register.

v You must create the Preliminary Check Register to produce checks and

10. Select the Detail Register check box to include a detail register for data items.
The historical data item definition determines which data items will get a detail
register.

11. Select the Account Info check box to include account numbers. If you do not
select this check box, you will get year-to-date information.

12. Select the Basis Info check box to include the basis for information from the
timesheets. If you do not select this check box, you will get year-to-date
information.

13. Click Sort Items to choose employee data items to order the information in the
Preliminary Check Register (e.g., produce checks by city, departments, earnings
type) (Figure 5.4). If you do not want to define a sort order, move to step 17.

. Sort Items -- Preliminary Check Register I

oty .
CONTACT &
CONTACTE Select

COSTCODE | Sort Order
COLNTRY
DIST TBL Remave | j
DOB

DOH
DOP
DOR

oot =l

ak I Cancel |

Figure 5.4—Sort Items—Preliminary Check Register

14. Select the employee data item on the left and click Select to move it to the list
on the right.

15. Click the Sort Order up or down arrow to move it up or down on the list. The list
reflects the order in which the data items will appear in the preliminary check
register.

16. Click OK to save this sort order and return to the Check Writing wizard.
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17.

18.

19.

20.
21.

Click Employee Selector to produce a Preliminary Check Register for a select
group of employees. If you do not want to define a sort order, Payroll will create
checks in employee number order for all employees listed in the Net Pay
Calculations folder and move you to the next step.

Click Next to produce the Preliminary Check Register. The Preliminary Check
Register shows the result of the net pay calculation and a preview of the actual
check register (Figure 5.5).

— Preliminary Check Register

Run date: 82/11/2004 @ 89:28 Division 95 -
Bus date: 82/18/2804% Preliminary Check Re
Page 1

Bank: 1
Employee NHame/Description Data Item Hours Amc

1 Berry, Georgetta Hae

Salary SALARY .88 6at
Salary SALARY -88 LA
United Way Contribution UNITED WAy .88 c
Cafeteria Plan/Life Insurance C LIFE .88 7t
Federal Withholding Tax -FuT .88 12t
FICA -FICA .88 62
Colorado State Withholding .SUT cOo .08 3¢

701 _
1| | 0

Erint Preliminary Check Register |

Figure 5.5—Preliminary Check Register

V Each time the Preliminary Check Register is produced, it replaces the
previous one.

To view the entire Register, press PGDN or scroll down.

We recommend that you print and review the Preliminary Check
Register at this time.

Click Print Preliminary Check Register to produce the check register and
view in Print Manager. Print Manager opens.

Through Print Manager, select the PYPREG.L## report and click Open.

Select File > Print to print this report.
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22.

23.

24.

25.

Review the Preliminary Check Register. If it is incorrect, you may need to
cancel out of this task and make corrections on the employee record, at the
timesheet step, or at the net pay calculations step. Once your corrections are
entered, you must restart the check wizard.

Once the Preliminary Check Register is correct, click Next to produce and print

checks (Figure 5.6). The Produce Checks window displays.

—Produce Checks

1. Yerify the check date |D1 1172007

This date is printed on the checks.

2. Produce Check

Click Mest to produce the check file. [The file name, beginning with FYCE. reflects the Financial Institutions account use
1D. For example, PYCK1.] Print your checks through Frint Manager befare beginting the Log Check Mumbers step.

Sort ltems |

Datefangs [ Al | 1 /11720077 To |1 /1172007 7]

Figure 5.6—Produce Checks

Verify that the check date is correct. If it is not, click Back to return to the
Getting Started window and enter the correct date.

If your system is configured to produce the timesheet history stub, enter a date

range, based on the business date when you posted the timesheets, for the
information included in the stub.

format must be defined with specific settings. For more information,

To use this feature, certain fields in the Payroll parameter and check
; see Using the Timesheet History Stub Feature on page 1.177.
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26. Click Next to produce the checks. The Log Check Numbers task displays
(Figure 5.7).

—Log Check Humb

Highlight a range of checks and then click Assign to assigh physical check numbers. Click. Finish when all
checks have been assighed a number, and then print the “FYREG" repart uzing Print M anager.

Sequence Control Emplayee Emploves Mame
0ooie09  0oo1en Bemy, Georgetta Mas $711.31
aoreln  oooelz Pomegranate, Franklin D. $506.46
0001E11 000E13 Pear, Prucilla P. $367.97

0001E12 0001614 Pineapple, Oda Mae $713.91
0ooield  000eEls Applecart, Charles $58E.3

— Aszign Phyzical Check Mumber(s) Select Final Register Detall—————————————————
S —_—
S Start Detal Begister. [ St (e |
From To Cits Account Info: o
[ =i = 7 A Asin | ;
—| —| = | = Basiz Info: [ E=geEreat: r

Figure 5.7—Log Check Numbers

Because of printer problems, it is not always possible to use the check
A numbers in sequence; therefore, you should always print your checks
before logging the check numbers.
27. Open Print Manager and produce your checks from the PYCK (checks) and/or
PYSTUB (direct deposit) files.

28. If you are doing direct deposit, transmit the appropriate file to the employee’s
bank (or banks):

*  ##PY2 in your Data folder if you answered T or U in the File format field in
the direct deposit parameter record, or

«  ##PYN file in the Data folder.

The report name will include the use ID number of the FIA, as well as
v the division number. For example, Cranberry National Bank in Division
95 has a use ID number of 1. Therefore, all check files are named

PYCKI1.L95.

Once you print your checks, you are ready to return to the Check Writing Wizard and
log the check numbers.

deposits, you will not be allowed to log different check numbers. In this case,

V If the FIA is defined to autonumber the checks or if the check run is all direct
you are ready to click Finish to complete the check writing process.
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LOGGING YOUR CHECK NUMBERS

After you successfully print your checks, you must log the physical check numbers on
the Log Check Numbers window of the Payroll Check Writing Wizard. If you have
closed the wizard, you will return to this window when you click Check Writing (from
the Net Pay Calculations folder) and select the FIA.

However, if the FIA is defined to autonumber the checks or if the check run is all direct
deposits, you will not be allowed to log different check numbers. In this case, you are
ready to click Finish to complete the check writing process.

You will not be able to calculate net pay for additional timesheets until you
v complete the check writing process for these timesheets by logging your check
numbers.

Use the following instructions to log your check numbers.

1. Select the check or checks to be numbered using your mouse (you can select
consecutive checks using SHIFT), or enter a range of checks using the check
sequence number (Figure 5.8).

— dzzign Physical Check Mumber(s)

Sequence——————————— Start
Fram To Chi #

Figure 5.8—Using Sequence Numbers to Assign Check Numbers

If you use your mouse to select checks, the From and To sequence
V numbers will reflect your selection. Manually changing the sequence
numbers will change the checks selected for numbering.

v Sequence numbers are system-generated numbers that allow you to
track the checks before physical check numbers have been assigned.

2. Enter the first (or only) check number in the Start Chk # field. This number is
the actual printed check number for the first highlighted check; the system will
number all other highlighted checks sequentially from this number.

V If your check run is all direct deposit, the system will disable the From,
To, and Start Chk # fields.

3. Click Assign. The system assigns the check numbers and displays the numbers
in the Check column.
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4. Continue this process until all checks are numbered (Figure 5.9).

— Log Check Mumbers

Highlight a range of checks and then click Azsign to assign physical check numbers. Click Finizh when all
checks have been assigned a number, and then print the 'PYREG" report using Print Manager.

Sequence

Tupe Contral Check Employes
Check 00Men?  O0OMEO7 1
Check oooecs  O00ME02 3
Check O00ME0S  O0OMEO3 4

Emplopes Mame Amounk
Bemy, Georgetta Mae 3701 56
Pomegranate, Franklin D $25.20
Pear, Prucilla P. $210.36

— &zzign Physical Check Mumbers)
Sequehce Start
Fraom To Chk #
[4 =4 N GER = R |

Select Final Register Detail

I Sart tems
m —l
[T BageBreak: =

Detail Beqister:
Agcount [nfo:

Bazis Infa:

Figure 5.9—Example of Non-Sequential Check Numbers

5. Inthe Select Final Register Detail area (Figure 5.10), select the applicable
check boxes to include account and/or basis information in the final register.

Account [nfo:

Basis Infa:

Detal Beqister:

Select Final Register Detail

I Sart ltems
m —l
I~ Baoe Break: I

Figure 5.10—Select Final Register Detail Area
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6. Click Sort Items. The Sort Items window displays (Figure 5.11).
e~ |

FICA TAX -
FICAM T

FWT ADDTL

FWT EXEMP
GROUP NME -
HAaMT

HEH[?%EIT Select | Sort Order
NAME F5T

NAME LFM Remove | j
NAME LST

NAME M|
O AMT
0 DEFT

OGLA =l

ak I Cancel |

Figure 5.11—Sort ltems Window

7. Select the data items on which the checks will be sorted in the PYREG.L## file.
Use the up and down arrows to prioritize the sort items.

8. Click OK. You return to the Log Check Numbers window.

9. Click Finish to log the checks and exit the Check Writing Wizard. The software
posts the Direct Deposit payments and/or logged checks to the General Ledger
according to the business date and updates and posts to the Payroll/Personnel
module according to the date in the Check Date field.

If the check date is different from the current business date, Payroll
produces two trace reports.

When the process is complete, a message displays indicating that the
information has posted to Financial Institutions (produces BRPOST.L##).

10. Click OK.
VWe strongly recommend that you review the trace report(s).
11. As a final check, you may want to review the final Check Register

(PYREG.L##) and compare the information with the Preliminary Check
Register.
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PRODUCING A DIRECT DEPOSIT PROOF LIST

After producing the checks and Direct Deposits, you may wish to review the Direct
Deposit transactions that will be transmitted to the bank. Print and file the Direct
Deposit Proof List along with your check registers.

Use the following steps to Produce a Direct Deposit Proof List.

1. Click Processing > Check Processing > Produce EFT Proof List on the
module navigator (if the module is not expanded, click Payroll/Personnel first)
or select Payroll/Personnel > Processing > Check Processing > Produce
EFT Proof List from the menu bar. A confirmation message displays.

2. Enter Yes to produce this report. A second confirmation message displays.

3. Enter Yes to file this report. The system produces the report and closes the
window.

4. Through Print Manager, access the PYLPEFT.L## report.

ENTERING A MANUAL CHECK

A manual check is one written outside of the Payroll/Personnel software. You must then
enter all the required check information to maintain correct employee history, including
employer cost items as well as earnings, taxes, deductions, basis amounts, hours, and all
account numbers.

strongly recommend that you do not create manual checks. Let the program
calculate and produce all checks, even if the check run consists of a single
check.

g Because of the complexity and effort of entering all this information, we

When entering a manual check, you will be prompted for a batch total (the net total of
the checks) for the check. Once you have entered the entire transaction, the Balance to
go amount should be zero. If not, a net amount may be incorrect or missing, or the batch
total may be incorrect. Once you have posted the manual check, the program:

» Posts expenses to General Ledger on the business date used when the task is
selected.

e Posts checks on the Check date entered for the check.

* Files a manual check register and one or more trace reports (i.e., two trace
reports are created when the business date is different than the check date).
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Use the following steps to enter a manual check.

1. Click Transaction Entry > Enter Manual Checks on the module navigator (if
the module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Transaction Entry > Enter Manual Checks from the menu bar.
The system asks you to enter the batch total (i.e., the net total of the check) for

the check (Figure 5.12).

Demo Uszer Division 925 A9.-38.-2083
PR — Enter Manual Checks

[Batch total........: aa Balance to go.:

Figure 5.12—Enter the Batch Total

2. Enter the net total of check that you wish to process. You may leave this field
blank by pressing ENTER. Let the system calculate the total, and enter it before
posting the batch.
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3. Press ENTER. As you complete each of the required fields on page 1, the next
field is revealed (Figure 5.13).

Demo Uzer Divizion 25 A9.-38.-2083
PR - Enter Manual Checks
Eatch total........: ?65.5A Balance to go.: 765 .58
ank. ... ... _.......= 1 — Cranberry Hational Bank
Check number...: 2215
Bun......cuennat 28
Check date.....: 9-38-2083
1> Employee.......: 4 — Pear. Prucilla P.
22 Met amount.....: 5e9.72
| Check being added. | 1 of 3

Figure 5.13—Entering Manual Checks, Page 1 of 3

4. Complete the fields on the first page of the task according to Table 5.1.
Table 5.1—Manual Check Field Definitions

Field Valid Entry Definition
Batch total $—amount or The net total of all manual checks to be entered. You may leave
<blank> this field blank by pressing ENTER. Let the system calculate the

total, and enter it before posting the batch

Bank 1-10 characters The Use ID for the Financial Institutions account for which the
manual check was written.

« Press F1 for a list of Financial Institutions accounts associated
with Payroll/Personnel.

Check #—number The check number for which the manual check was written.
number

Run System generated | The system-assigned run number is displayed.

Check date 99/99/9999 The date on which the check was written.

Employee #—number The number of the employee who received the manual check.
Net amount $—amount The net amount of the manual check.
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5. Press ENTER to move to the second page of the task (Figure 5.14). You will enter
that data items associated with this check on this page.

Demo User Division 25 A?.-38.-2083

PR — Enter Manual Checks

Entered net........: L69.72 Detail net....:
PBank.....cocoiaaaaat 1 - Cranberry National Bank
Check number...: 2215
Bun.....cceaunnat 28
Check date.....: 9/38-,2883
[Entry. .. ...........= 1
3> Entry Data item Description Hours Amount

1 Entry being added. |

Figure 5.14—Entering Manual Checks, Page 2 of 3

6. As you enter the data items for this check, the Entry number will track which
item you are entering. You can change this number, as necessary.

7. Press ENTER to begin working on the data item. The fields associated with the
data item display (Figure 5.15).

Demo User Division 25 A?.-38.-2083

PR — Enter Manual Checks
Entered [11:1 SS—— 569,72 Detail net....:

ank. . ci.eeaiiaaaaat 1 - Cranberry Hational Bank
Check number...: 2215
Bun............= 28
9.,38,2003
Entry....cceeiaanaat 1
1> Data item H

Basis hrssunits:
Basis amount...:

| Entry being added. | 2 of 3

Figure 5.15—Entering Manual Checks, Page 2 of 3 (Data Item)

8. Enter the applicable data item. (You can select from a list of data items by
pressing F1.)
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9. Complete the Hours/units, Amount, Basis hrs/units, and Basis amount fields, as
necessary.

10. When complete, press ENTER. The third page of the task displays, allowing you
to enter account information for the data item (Figure 5.16).

Demo Uzer Division 25 H9.-308.-2883

PR — Enter Manual Checks

569.72 Detail net....:

1 — Cranberry Hational Bank
2215

28
9/38/288%

| Entry being added. | 3 of 3

Figure 5.16—Entering Manual Checks, Page 3 of 3 (Account Number)

11. Enter the account number for funds applied to this data item and press ENTER.
(You cannot enter an account mask, and the system does not build an account
number automatically.)

12. Enter Db or Cr to indicate if this transaction is a debit or credit (Figure 5.17).

Entry._.............= i
2} Account........: A@1 BAA-08 2228
A=FICA Taxes Payahle
1)) S P cr

Figure 5.17—Entering Manual Checks, Page 3 of 3 (Debit or Credit)

For data items that can post both debits and credits, such as employer
V paid benefits, indicate whether the amount entered is a debit or credit.
Both the debit and credit entries must be made.
13. Press ENTER. The system asks if your entry is correct.

14. Type 0 and press ENTER to accept your entries. The system returns focus to the
Entry field (on the second page of the task) and increases the Entry number.
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15. Continue entering data items, as necessary.

16. When complete, press ESC to display the option menu and type E to exit the task
and close the window.

17. Enter P to post the manual check.

A Manual Check Register is automatically filed using the file name PYMREG.L##,
where ## is the division number. A separate trace report is produced and filed for each
date for which posting was done; the name is CDS######.L##. A reconciliation trace
report with the name BRPOST.L## is also filed.

LOGGING UNUSED CHECKS

When you print your checks, you might lose forms because the printer jams or you
might waste forms at the beginning or end of the printing job. When this happens, you
should update the bank reconciliation files by logging the check numbers as “unused.”

issued. If the check was actually signed and given to the employee and later you
must reverse the transaction, you should void the check (Voiding a Check on
page 2.114).

vAn unused or destroyed check is one that was never issued and never will be

Use the following steps to log one or more unused checks.

1. Click Bank Reconciliation > Enter Unused Payroll Checks on the module
navigator (if the module is not expanded, click Payroll/Personnel first) or
select Payroll/Personnel > Bank Reconciliation > Enter Unused Payroll
Checks from the menu bar. The option menu displays.
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2. Enter 4 to log unused checks. The system asks you to identify the bank for
associated with this task (Figure 5.18).

Demo Uzer Divizion 25 18032883

PR — Enter Unused Payroll Checks
Bank:. ... _.......: -

| Log wnused chks being added. |

Figure 5.18—Enter Unused Payroll Checks—Bank

3. In the Bank field, enter the Use ID for the Financial Institutions account and
press ENTER. (Press F1 for a list of Financial Institutions accounts associated
with Payroll.) The remaining fields of the task display (Figure 5.19).

Demo User Division 25 18032083

PR — Enter Unused Payroll Checks

Bank:__...........= 1 Cranbherry National Bank
1> Check Date:.... 18.-03.-20083
2> Check number:.. a

3> Check desc:....

| Log unused chks bheing added. —————— 1 of 1

Figure 5.19—Enter Unused Payroll Checks
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4. Complete the required fields according to Table 5.2.
Table 5.2—Log Unused Checks Field Definitions
Field Definition
Check Date Enter the date the checks were produced. The date defaults to the business date

displayed in the upper right corner of your screen.

Check number Enter the number of the check number you did not use. You can only enter one

check at a time.

Description Enter a brief description that explains why you could not use the check.

+ For example, “Jammed in printer.”

8.

Payroll

When complete, type 0 and press ENTER at the menu option prompt to accept

your entries. The system logs the check and returns to the Bank field to allow
you to log additional unused checks.

When you have enter all unused checks, press ESC to display the option menu.

Type E to end the task. The system asks if you want to post the information to
the Bank Reconciliation files.

Enter Y to post your unused checks and close this window.

logs the unused checks and files a reconciliation trace report (BRPOST.L##).

You can also review unused checks using the Check Reports task.

VOIDING A CHECK

When you void a check, FundWare reverses the Payroll entries and posts reversal entries
to General Ledger and Accounts Payable (if applicable). You can only void outstanding
checks and outstanding direct deposits (i.e., once reconciled, you cannot void a
transaction). When voiding a check, the system uses:

v

The business date to post the General Ledger and Accounts Payable entries due
to the impact on W-2s, and

The original check date to post the Payroll information.

If you void a payroll check and reissue the check in another payroll reporting
period, quarter, or calendar year, you may need to amend your 941 reports, W-
2s, and any other payroll reports.
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Use the following instructions to void a check.
1. Click Open on the module navigator (if the module is not expanded, click

Payroll/Personnel first) or select Payroll/Personnel > Open from the menu
bar.

2. Click the applicable FIA folder.

Select one or more check boxes for the check status and click Go to display
your checks (Figure 5.20).

Payroll/Personnel
[Payroll Workflow

@ Payroll Folders

=03 Emplayess ‘ Check Filter: [¥ Dutstanding W Marked T Beconciled [~ Yoided
LD Active

-3 Leave
-{3) Teminated
A Timesheets

[ |Checks for Cranbery National Bank

E «t Check ﬂl Fun ﬂl Controlﬂl Fayee | Employeeﬂl Check Date | Amountl Check Statuz I

Eh.ﬂ Bank Accounts
“--{7 Cranbery Mational B ank

[0 Check(s)
— Checks

el |

8 of 8 Colurhs Dizplayed

Figure 5.20—Example Filter Settings

4. Select the check or checks to be voided.

Select multiple sequential checks by selecting the first check, pressing
v SHIFT and selecting the last check in the sequence. Select multiple non-

sequential checks by selecting the first check, pressing CTRL, and
selecting the additional checks.
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5. Click Void. The Void Checks window displays, including the check(s) that you
selected (Figure 5.21).

Void Checks |
Checks To Be Yoided

0001608 12 10/02/2003 358.58
0001603 12 0001603 Fineaocle. Oda kae 5 10/02/2003 70281 Ouw

ol |2

Mumber of Checks To Be Yoided: I 3
Tatal Met Pay To Be Yoided: I $1.543.70

Ok I Cancel |

Figure 5.21—Void Checks

If you have multiple items here, you may click on any column header to
sort them.

6. Click OK to void these items. (Clicking Cancel will stop the void task and
return you to the FIA folder.) Once Payroll completed the task, a confirmation
message displays.

7. Click OK. You return to the FIA folder and the checks or direct deposit entries
not longer display.

Voided checks must be reconciled when you complete the
reconciliation process.

After voiding a check, use Print Manager to review the following reports:
*  Void Check Register Report (PY VREG.L##)—occurs automatically
* Bank Reconciliation Posting Report (BRPOST.L##)—occurs automatically.

*  GL/AP Journal Entry Trace Report (CS######.L##)—occurs if you are posting
to the GL.

VOIDING AN EFT

Use the following instructions to void a direct deposit.
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1.
2.

System Utilities %

—Process Emor Log

The Process Emor Log task appends existing erar infarmation to the ERRLOG. WS fle (faund in the Process Enor Log
Fundw/are » Diata folder) ‘You only need to complete this task i you are receiving an “Emor Log Ewists™
meszage.

Once you have processed the eror log, print and review the ERRLOG.WS file. Suggestions for resolving
comman problems can be found on the YWeb site (v fundware.com), or contact the Suppart department.

Open an instance of FundWare.

From the Division Selection window, select System Administration. (System
Administration tasks can apply to multiple divisions. Therefore, instead of
selecting a single division you must select System Administration.)

Click System Utilities on the module navigator or select System Administration
> System Utilities from the menu bar. The System Utilities window displays
(Figure 5.22).

— Execute Program

Program Mame: * I Switches: I Parameters: I
BushessDale: * [yo00004  w]  Diison * [_5elect Divisin- =] Run

* |ndicates required fisld.

4.

Figure 5.22—System Utilities Window

In the Execute Program area, enter the required information according to 7able
5.3 to run the override.

Table 5.3—Voiding a Direct Deposit

Field Entry

Program Name PYL250

Switches 1

Parameters Leave blank
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Table 5.3—Voiding a Direct Deposit

Field Entry

Business Date Enter the business date that you want to use for the
voiding transaction.

Division Select the applicable division from the drop-down list.

5. Click Run. The program displays, asking you to enter the total EFT amount that
you want to void

Demo User Division 75 Aa2.-A2.-2086
pyl25@
[Batch total._..._.._: .aa Balance to go.:

| Check being added. |

Figure 5.23—Entering the Batch Total

6. Enter the total net pay amount that you want to void. (You can adjust this
amount prior to posting, as necessary.)

7. Press ENTER. The system asks you to identify the bank received these funds
(Figure 5.24).
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Demo User Division 25 H2 .82 2806
puyl258
[Batch total........= 11 .31 Balance to go.: 211 .31

] Check being added. |}

Figure 5.24—Entering the Applicable Bank
8. Enter the bank number or press F1 to select from a list of your banks.

9. Press ENTER. The system asks you to enter the check number (Figure 5.25).

Demo User Division 95 A2./82,2006
pyl2s@
Eatch total........: 11 .31 Balance to go.: 11,31
ank...............* 1 - Cranherry MHational Bank
Check number...: %]

| Check heing added. |

Figure 5.25—Check Number Field

10. ENTER 0 or press F1 to view all check and EFT entries. (There is no applicable
“check number” for EFTs; therefore, you must select the EFT entry from the F1
list.)

11. Select the applicable EFT entry (Figure 5.26).
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Demo User Division 95 0202 /20db
pylZha

atch total..._....: 11,31 Balance to go.: 711.31
Bank Check Internal Run HName Amount 1
1 1623 1623 19 Brouwn, Timonthy DTABLE 9@3.20
1 1624 1624 28 Pomegranate, Franklin HOU 799.87
1 1625 1625 2@ Pear, Prucilla HOURLY — 7 3a3.74
1 1626 1626 2@ Pineapple. Oda HOURLY - 3 5.78

k1 EFT 1627 21 Berry, Georgetta SAL 711.31 4
1 1628 1628 21 Applecart. Gharles SAL 586.31

| Gheck being added. |

Figure 5.26—Selecting the EFT Entry to Void (Check Number)

When you return to the screen, the field will still show a check number of 0.

12. Press ENTER. The system asks you to enter or select the system number of the

EFT to void (Figure 5.27).
Demo User Division 25 A2./82.2086
<>
pyl2shA
711,31 Balance to go.: 11,31

Eatch total........:

£ 111, SR —

1 — Granberry National Bank
System number

| Check heing added. |

Figure 5.27—System Number Field

13. Enter the system number or press F1 to select the EFT entry (Figure 5.28).

2.120 I Voiding an EFT



Chapter 5—Producing Checks

Demo User Division 25 A2-A2 2086

<>

pyl2sa

[Batch total._......: ?11.31 Balance to go.: 1,31
1]|
Bank Check Internal Run HMame Amount 1|

1 1623 1623 19 Brown, Timonthy DTABLE 983 .28

1 1624 1624 28 Pomegranate,. Franklin HOU 799 .87

1 1625 1625 28 Pear,. Prucilla HOURLY - 7 3@83.74

1 1626 1626 28 Pineapple, Oda HOURLY - 3 5.78
k1 EFT 1627 21 Berry. Georgetta SAL 11.31

1 1628 1628 21 Applecart. Charles SAL 586.31

| Gheck heing added. |

Figure 5.28—Selecting the EFT Entry to Void (System Number)

14. Press ENTER. The system retrieves the information associated with the selected

EFT and asks if your entries are correct (Figure 5.29).

Demo lUser Division 25 A2 822086
fire your entries correct? Y>es or HXo <>
pyl2sa

[Batch total._......: 11,31 Balance to go.: 711.31
Bank. .. ............: 1 — Granberry National Bank

Check number... a

Run......... 21

Check date. 2,03.,20086

Employee._ .. 1 — Berry. Georgetta SAL

Net amount. 11.31

| Gheck heing added. | 1 of 1

Figure 5.29—Confirmation Message

15. Press ENTER (or type Y) to accept your entries and void

this EFT. The system

indicates that the check has been added to the batch (Figure 5.30).
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Demo lUser Division 95 \2./82./2086
pyl25@
Eatch total........: 1431 Balance to go.:
ank.. ... .. ....allE 1

Employee.......:= i - Berry. Georgetta SAL
MNet amount.....: 1.3

| Check being added. | iof 1
Check has been added.
ESC=8to Fi=Hel F2=8ki F4=Paint

Figure 5.30—EFT Added to Batch to Be Voided

16. Continue entering any other EFTs to be voided.

If you have completed your entries and there is still a Balance to go (i.e., you
entered an incorrect Batch total), type B and correct the total.

17. When you have completed your entries, press ESC to display the session menu.
18. Type E to end the session. The batch option menu displays.
19. Type P to post your entries and void the selected EFTs.

20. Print, review, and save the void check register report (PY VREG.L##) and your
trace reports.
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RECONCILING CHECKS

There are several steps involved in the Bank Reconciliation process:

*  Entering a reconciliation—Checks and Direct Deposits are “marked for
reconciliation,” in preparation for reconciliation.

* Posting a reconciliation—Changes “marked for reconciliation” items to
“reconciled” using the current business date.

*  Purging a reconciliation—Transactions that are “posted for reconciliation” are
removed from the payroll reconciliation data files.

*  Voiding a check—Void checks that have been logged but not reconciled.
* Logging unused checks—Enter unused checks.

*  Producing check reports—Choose selection criteria and generate a report with
the checks in the system (e.g., outstanding checks).

» Displaying your checks—Display reconcilable items on an include/exclude
basis.

Another step that you may take when reconciling your checks is to import reconciliation
information. During this task, you import a text file and change the record of your
“outstanding” checks to “marked for reconciliation.” For more information on
importing reconciliation files, see the Blackbaud FundWare System Administration
Guide.

ENTERING A RECONCILIATION

When you are entering a reconciliation, you can work with individual checks or a range
of checks to:

e Mark for reconciliation,

*  “Unmark” for reconciliation (i.e., change from included in the reconciliation to
exclude from the reconciliation), or
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» Display bank and transaction information.
Use the following steps to begin the reconciliation process.

1. Click Bank Reconciliation > Enter Reconciliation on the module navigator (if
the module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Bank Reconciliation > Enter Reconciliation from the menu bar.
The Enter Reconciliation window displays (Figure 6.1).

Demo User Division 25 A?.-38.-2083

PR — Enter Reconciliation

fFunction.....cauauat

| Selection bheing entered. |

Figure 6.1—Enter Reconciliation
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Enter the function number representing the task you would like to complete
(Table 6.1). (In this case, enter / to mark a range of checks for reconciliation.)
You can press F1 to select from a list of options.

Table 6.1—Enter Reconciliation Field Definitions

Valid Entry

Definition

1—Mark a range of checks
2—Unmark a range of checks
3—Manual mark/unmark entry

4—Automatic mark/unmark
entry

5—Display a range of checks

The selecting of the range of continuous check numbers for which
reconciliation is to be done.

The deselecting of the range of continuous check numbers for which
reconciliation is to be done.

The tagging or untagging of individual transactions (one at a time) for
reconciliation.

Automatically brings up each item, one at a time, within the range and
order selected. The operator may elect to reconcile or not as is
needed.

Allows the viewing of the processing information for the selected
range of transactions.

3. Press ENTER. The task-related fields display (Figure 6.2).

Demo Uzer Division 25 H9.-308.-2883
PR — Enter Reconciliation

[Function...........= 1 — Mark a range of checks.

Bank....oouennnn

Type....c.ouuea: C — Checks.

Sort order.._..: R — Reference # order.

Ref # range....: % Al1 ==

Pause..........> ¥ — Pause bhetween display.

| Selection bheing entered. | 1 of 1

SC=Sto Fi1=Hel F2=8ki F4=Paint

Figure 6.2—Enter Reconciliation—Function 1 (Marking a Range of Checks)
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4. Complete the fields according to Table 6.2. Fields that do not apply to all
functions are noted.

Table 6.2—Enter Reconciliation Field Definitions

Field Applicable Valid Entry Definition
Bank All functions | 1-10 characters The Use ID for the Financial Institutions
account for which the manual check was
written.
+ Press F1 for a list of Financial Institutions
accounts associated with Payroll/
Personnel.
Type All functions | *—All Process all checks and Direct Deposits
C—Checks Process checks only
E—Electronic Fund Process Direct Deposits only. This is the total
Transfers (Direct of all employee paychecks for which a Direct
Deposits) Deposit has been selected. Each transfer is
for a specific payroll cycle.
Sort Order Functions 1, | D—Date order/ref # Sort by date and then reference (check and/or
2,4,and5 order Direct Deposit) number within dates chosen.
R—Reference # order | Sort strictly by reference (check and/or Direct
Deposit) number for the range selected.
Ref#range | Functions 1, | 0to 9999999999 The range of continuous check numbers for
2,4,and 5 which processing is to be performed. When
entered in this screen, only the characters to
the left of the hyphen (ref #) are necessary.
Ref # Function 3 0 to 9999999999 The single check number that you are
manually marking/unmarking. When entered
in this screen, only the characters to the left of
the hyphen (ref #) are necessary.
Pause Functions 1, | Y—Pause between Pause between displays. The Y response
2,and 5 displays permits the viewing speed to be controlled by
the operator.
N—Do NOT pause Deactivates the pause between displays.
between displays
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Table 6.2—Enter Reconciliation Field Definitions (Continued)

Field Applicable Valid Entry Definition
Mark/ Function 4 *—All Selects both marked for reconciliation and

unmarked transactions. There will be a
combination of Ys and Ns appearing in the far
right hand column.

Unmarked

M—Marked for A Y appears in the far right hand column.

reconciliation Only those items marked for reconciliation will
appear on the screen. Enter N or 0 to unmark.

U—Unmarked for An N appears in the far right hand column.

reconciliation Only those items not marked for reconciliation
will appear on the screen. Enter Y or 1 to
mark.

5. At the confirmation message, type Y or press ENTER to accept your entries.

6. When the task is complete and you have viewed the information, a message
displays asking if you have additional tasks.

7. Type N to exit this task and close the window.

POSTING A RECONCILIATION

Once you post your reconciled checks, you cannot undo the reconciliation. Therefore,
this task offers two options:

*  Preliminary—Returns a preview of the task results. Allows you to review
transactions prior to posting.

*  Final—Completes the task. Run once you have reviewed the preliminary post
and found no errors. Generates a listing of all transactions which were posted
and physically updates the records by marking them as “reconciled.”

You can only post checks that have been “marked for reconciliation” (i.e., using
v function 1, 3, or 4 of the Enter Reconciliation task).

Use the following steps to post a reconciliation.
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1. Click Bank Reconciliation > Post Reconciliation on the module navigator (if
the module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Bank Reconciliation > Post Reconciliation from the menu bar.
The Post Reconciliation window displays (Figure 6.3).

Demo User Division 25 A?.-38.-2083

PR - Post Reconciliation

1> Bank...av.uan.at

2> PrelimsFinal.._: P — Preliminary proof report only.
3> Sort order.....2 D — Date ordersref ¥ order.
4> Report level...: D - Detail.

| Selection being entered. | 1 of 1

Figure 6.3—Post Reconciliation
2. Complete the required fields according to Table 6.3.

Table 6.3—Post Reconciliation Field Definitions

Field Valid Entry Definition
Bank 1-10 characters The bank for which the reconciliation is being run.
Prelim/Final P—Preliminary proof This option only generates a report; the check status is not
report only changed to “reconciled.”

F—Post reconciliation | This option generates a posted transaction report and
entries changes the check status from “marked for reconciliation”
to “reconciled.”

Sort order D—Date order/ref # Sorts the checks on the report in reference number order
order within the date order.

R—Reference # order | Sorts the checks on the report in reference number order
only.
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Table 6.3—Post Reconciliation Field Definitions (Continued)

Field Valid Entry Definition
Report Level | S—Summary Includes the Date, Type, Ref #, and Amount.
* Note: The bank recap report is printed with ALL reports.
D—Detail Includes the Ref #, Type, Date, Ref Desc, Src, Emp #,
Employee Name, and Amount.
* Note: The bank recap report is printed with ALL reports.
R—Recap only Generates only the Recap report

3. When complete, type 0 and press ENTER at the menu option prompt to accept
your entries. The system asks if you would like to file a report.

4. Type Y or press ENTER to produce the report (BRPROOF.L##, where ##
represents your division number). When the report has been produced, a

message displays at the bottom of the window.

5. Press ENTER to exit this task and close the window.

Figure 6.4 shows a Preliminary Recon Proof Report that was sorted in Date/Ref # Order
and produced using detail option (Figure 6.4).

Fun date:
Bus date:

Type

01/15/1998
01/15/1995
0171571995
01/15/1993
01/15/1995
01/15/1998
01/31/1995
01/31/1998
01/31/1998
01/31/1995
01/31/1998
01/31/1995
02/15/1998
02/15/1995
0z2/15/1998
02/15/1998
0271571995
0z/z28/199s8
0z/28/19938
02/28/1998

Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check
Check

03/30/2003 B 15:1z2
09/30/2003

Fef #

14539-000
1420-000
1451-000
1492 -000
1493 -000
1454-000
14546-000
1497-000
1495-000
1459-000
1500-000
1501-000
1502 -000
1503 -000
1504-000
1505-000
1506-000
1511-000
1512 -000
1513 -000

/R
/R
F/R
P/R
/R
P/R
P/R
/R
/R
P/R

Division 55

Preliminary Recon Proof Eeport - Detail

Src Emp # Employee name

check run /R
check run P/R
check run P/R
check run /R
check run P/
check run F/R
check run P/R
check run /R
check run P/R
check run P/R
check run /R
check run P/
check run F/R
check run P/R
check run /R
check run P/R
check run P/R
check run /R
check run P/
check run P/R

I Y R e R = R S

BRPROOF.L95

Page 1

Berry, Georgetta Mae
Strawkerry, Darvl
Pomegranate, Franklin
Pear, Prucilla P.
Pineapple, Gda Mae
Applecart, Charles
Eerry, Georgetta MNae
Strawkerry, Daryl
Pomegranate, Franklin
Pear, Prucilla P.
Pineapple, Oda Hae
Applecart, Charles
Eerry, Georgetta MNae
Pomegranate, Franklin
Pear, Prucills P.
Pineapple, Oda Mae
Applecart, Charles
Eerry, Georgetta MNae
Pomegranate, Franklin
Pear, Prucilla P.

Figure 6.4—Example Preliminary Recon Proof Report
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PURGING A RECONCILIATION

The Purge Reconciliation task allows you to remove all reconciled transactions (i.e.,
checks with a status of “reconciled,” including voided checks), unused checks, as well
as direct deposits from the reconciliation data file. (The information remains in the
Payroll files.) Most customers only perform this task to reclaim disk space.

reconciled checks. If you do not have a division backup, you can restore (if

g We strongly recommend that you backup your division before you purge
necessary) from a system backup.

This task offers two options:

*  Preliminary—Returns a preview of the task results. Allows you to review the
checks that will be purged prior to completing the task.

*  Final—Completes the task. Run once you have reviewed the preliminary post
and found no errors. Generates a listing of all transactions which were posted
and physically updates the records by marking them as “reconciled.”

You can only purge checks that have been reconciled, voided, or marked as
unused, or direct deposits that have been reconciled.

Use the following steps to purge reconciled, voided, or unused checks, or reconciled
direct deposits.

1. Click Bank Reconciliation > Purge Reconciliation on the module navigator
(if the module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Bank Reconciliation > Purge Reconciliation from the menu bar.
The Purge Reconciliation window displays (Figure 6.5).

Demo User Division 25 18022083

PR — Purge Reconciliation

1> Bank...ou.nnan.at
2> Date range...._: 3% A1] ==
3> Prelim/Final...: P - Preliminary purge report only.

| Selection being entered. | 1 of 1

Figure 6.5—Purge Reconciliation
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2. Complete the required fields according to Table 6.4.
Table 6.4—Purge Reconciliation Field Definitions

Field Valid Entry Definition

Bank 1-10 characters The Use ID for the Financial Institutions account for which
the manual check was written.

« Press F1 for a list of Financial Institutions accounts
associated with Payroll/Personnel.

Date range mm/dd/yy to mm/ddlyy | Must be a valid date or all zeros in the first date field. ltems
on or between the dates selected will be deleted. If entered
as 00/00/0000 to 99/99/9999, the default becomes **ALL**,
ALL items purges ALL reconciled, unused, and voided
checks currently present in the reconciliation data files
regardless of dates.

Prelim/Final P—Reconciliation Only report processing takes place. The report will show all
Preliminary Purge entries currently selected for purge.
Report

3. When complete, type 0 and press ENTER at the menu option prompt to accept
your entries. The system asks if you would like to file a report.

4. Type Y or press ENTER to produce the report (BRPURGE.L##, where ##
represents your division number). When the report has been produced, a
message displays at the bottom of the window.

5. Press ENTER to exit this task and close the window.

PRODUCING RECONCILIATION CHECK REPORTS

Payroll allows you to produce a report of the checks entered into your Bank
Reconciliation system (BRCHKRP.L##). Use the following steps to run a check report.
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1. Click Bank Reconciliation > Check Reports on the module navigator (if the
module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Bank Reconciliation > Check Reports from the menu bar. The
Check Reports window displays (Figure 6.6).

Demo User Division 25 A4.-17.-2082

Bank range..._..:
Date range.....: =%
Status

Outstanding.._..:
Reconciled.....:

Sort by........=
Report accounts: Y
Page break..... H
Report level...:= D

=
)
.
2

Zr -

PR - Check Reports

to
ALl ==

Outstanding.._..¥* — MHarked and unmarked.
Exclude reconciled checks.

Exclude unused checks.

Exclude void checks.

Checks.

Check ¥ order.

Report account information.

NHo page break.

Detail.

| Selection being entered. | 1 of 1

Figure 6.6—Check Reports

2. Enter the required information according to Table 6.5 to define the contents of

the report.
Table 6.5—Check Reports Field Definitions
Field Valid Entry Definition
Bank range 1-10 characters The Use ID for the Financial Institutions account for which

the checks were written.

« Press F1 for a list of Financial Institutions accounts
associated with Payroll/Personnel.

Date range

mm/dd/yyyy

The range of dates for which the report is being produced.
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Table 6.5—Check Reports Field Definitions (Continued)

Field Valid Entry Definition
Status Use the following fields to define the checks that will be displayed, based on status.
+ QOutstanding |—Include Indicate if the results should include or exclude
E—Exclude outstanding checks (items that have not yet cleared the
bank statement). If you are including outstanding checks,
you are asked to enter a second filter:
+ * (Marked and Unmarked)—Include all checks that are
marked and unmarked for reconciliation.
+ M (Marked only)—Include only those checks that are
marked for reconciliation.
+ U (Unmarked only)—Include only those checks that are
not marked for reconciliation.
+ Reconciled |—Include Indicate if the results should include or exclude reconciled
E—Exclude checks (items that have already been marked/posted for
reconciliation).
* Unused |—Include Indicate if the results should include or exclude unused
E—Exclude checks.
+ Void |—Include Indicate if the results should include or exclude voided
E—Exclude checks.
Type *—All Pull both checks and Direct Deposits
C—Checks Pull only checks
E—Direct Deposit Pull only Direct Deposits
Sort by C—Check # order Sort by check number only
D—Date order Sort by date only
P—Payee order Sort by Payee name
Report accounts | Y—Report account Display on the report the account number information

information

N—Do not report
account information

Do not include the account information on the report
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Table 6.5—Check Reports Field Definitions (Continued)

Field Valid Entry Definition
Page Break N—No page break No page break will occur except on page overflow
S—Page break on A new page will begin whenever the status changes
status
T—Page break on A new page will begin whenever the type changes
type
Report level S—Summary Only the check number, status, and amount will be on the
report
D—Detail The detail items shown on the report are the check
number, date, payee, amount, type, and status

3. When complete, type 0 and press ENTER at the menu option prompt to accept
your entries. The system asks if you would like to file a report.

4. Type Y or press ENTER to produce the report (BRPROOF.L##). When the report
has been produced, a message displays at the bottom of the window and the
system asks if you would like to produce another report.

Type Y or press ENTER, the system returns you to the Bank field. Enter
V the required information for your report. The new report is appended to
the existing report (BRPROOF.L##).

5. Type N or press ENTER to exit the task and close the window.

DISPLAYING YOUR CHECKS

The last step in the bank reconciliation process is to view the list of checks for a specific
bank or review checks written to an employee. The system displays information on the
selected check (or checks) on the screen or over several screens (i.e., this is not a

printable report). This information includes the reference number, check date, amount,
and reconciliation status.

in different sort orders, use either the Enter Reconciliation or Run Check

VChecks will always be displayed in reference # order in this task. To see checks

Reports tasks.

Use the following steps to display checks.
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1. Click Bank Reconciliation > Display Checks on the module navigator (if the
module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Bank Reconciliation > Display Checks from the menu bar. The
task window displays (Figure 6.7).

Demo Uzer Division 25 18.-83.-2883

PR - Display Checks

1> Bank...........=

2? Status
Qutstanding....: [ — Outstanding....* — Marked and unmarked.
Reconciled.....: E — Exclude reconciled checks.
Unused.........: E — Exclude unused checks.
LT/ 1 S — E — Exclude void checks.

| Selection bheing entered. | 1 of 1

SC=Sto F1=Hel F2=5Ski F4=Paint

Figure 6.7—Display Checks
2. Enter the required information according to 7able 6.6.

Table 6.6—Display Checks Field Definitions

Field Valid Entry Definition

Bank 1-10 characters | The Use ID for the Financial Institutions account for which the

manual check was written.

« Press F1 for a list of Financial Institutions accounts
associated with Payroll/Personnel.
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Table 6.6—Display Checks Field Definitions (Continued)

Field Valid Entry Definition
Status Use the following fields to define the checks that will be displayed, based on status.
+ QOutstanding [—Include Indicate if the results should include or exclude outstanding
E—Exclude checks (items that have not yet cleared the bank statement). If

you are including outstanding checks, you are asked to enter a
second filter:

* * (Marked and Unmarked)—Include all checks that are
marked and unmarked for reconciliation.

+ M (Marked only)—Include only those checks that are
marked for reconciliation.

* U (Unmarked only)—Include only those checks that are not
marked for reconciliation.

* Reconciled |—Include Indicate if the results should include or exclude reconciled
E—Exclude checks (items that have already been marked/posted for
reconciliation).
* Unused [—Include Indicate if the results should include or exclude unused
E—Exclude checks.
* Void |—Include Indicate if the results should include or exclude voided checks.
E—Exclude

3. When complete, type 0 and press ENTER at the menu option prompt to accept
your entries. The checks and direct deposits meeting the display criteria are

displayed (Figure 6.8).
Demo User Division 25 18032083
PR - Display Checks
1> Bank...o.oaaaaa 1 Cranberry Mational Bank
2> Status
Outstanding.._..: I — Outstanding....%* — Marked and unmarked.
Reconciled.....: E — Exclude reconciled checks.
Unused.........> E — Exclude unused checks.
Uoid...........2 E - Exclude void checks.
[Reference # Stat Date Pavee Src Amount Marked]
1489 8@A Out B1.-15-1998 Berry, Georgetta Mae P-R 667 .58 N
1498 88A Qut ©B1,15-1928 Stravberry, Daryl PR 46 .17 N
1491 888 Qut B1-15-1998 Pomegranate,. Franklin D P-R 539.17 N
1492 888 Out ©B1./15-1998 Pear. Prucilla P. P-R 387.45 N
1493 88A Out B1,15-1928 Pineapple. Oda Mae PR 7?42 .51 N
1494 888 Out ©B1-15-1928 Applecart,. Charles P/R 567.78 N
1496 8@A Out B1.-31-1998 Berry, Georgetta Mae P-R 683.54 N
1497 888 Out ©B1-/31-19928 Stravberry, Daryl PR 27.71 N
Esc> to stop. M for no pause,. or Press <ENMTER>
F4=Paint

Figure 6.8—Display Checks—Results
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Press ESC to end the display, type N to stop any pause in the display, or press
ENTER to view any remaining checks. When the display is complete, you return
to the Bank field.

Press ESC to display the option menu. The system asks for confirmation.

Type Y or press ENTER. The option menu displays.

Type E and press ENTER to exit the task and close the window.
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CHAPTER 7

PRODUCING PAYROLL REPORTS

Payroll allows you to produce a variety of reports to suit the needs of your organization.
Included with this module are a number of standard reports, or reports that have preset
column headings. You have the ability to select the accounts and to decide what
information to include in the report rows.

You can also modify any of the standard reports to meet your needs, or create a new
report definition.

REPORT CATEGORIES

The Payroll/Personnel reports are divided into three categories:

*  Master Record Lists—Reports of the current master records. These reports
should be printed and saved in an offsite or fire-proof location. In the event of
computer problems, you can use the hard copy of the report to recreate your
master records.

*  Predefined Reports—Summary or detail reports for selected parameters (e.g.,
date, Financial Institution, account number/mask).

*  User-Defined Reports—You can use these reports as a model, customizing them
to fit your payroll reporting needs.You may also create a totally new report;
instructions are at the end of this chapter.

PRODUCING PAYROLL/PERSONNEL REPORTS

Each Payroll/Personnel report lets you select and filter specific information. Because
each report displays unique information, you will see different options for each.

1. Click the report name on the HomePage. The parameter window displays.
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N

You can also access the report through Report Manager: select File >
Report Manager from the menu bar; and select Payroll/Personnel, the
report category, and the report name; and double-click or click

Produce.

The Produce Reports parameters window displays (Figure 7.1). The parameters
will vary based on the report that you select.

Setup List
— Fieport From Fiepaort Al
i+ Sy m " Tool Box ¥ Eamings
— Data ltems Gl e
& Al  Rarge [V Deductions
v Other
Frarm: |_FWT j u
To: | FwT =l
Repot: & Yiew ¢ Print  File Ok, I Carcel

Figure 7.1—Produce Reports: Setup List

2. Complete the required report settings. Table 7.1 describes what options you may
be displayed on the parameters window. The options are presented in
alphabetical order.

Table 7.1—Report Parameter Options

Option Entry Description

Account Mask Text box Enter the account or account mask to determine what accounts
are included in the report. For more information on masks, see
Using Masks on page 2.14.

Accounting Check box If you are printing detailed report information, you can include

Information (check mark) or exclude (no check mark) the accounting
information. (Applies to the Check History report only.)

Banks Radio buttons Select the applicable radio button to include all or a range of

banks.

* All—Includes entries assigned to all banks and entries not
assigned to any bank (e.g., roll forward, history).

+ Range—Includes only those entries assigned to banks within
the selected range.

If you select Range, you must select the first (From) and last
(To) banks of the range from the drop-down lists.
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Table 7.1—Report Parameter Options (Continued)

Option Entry Description
Check Status Select from Select the applicable check status to determine the checks to
drop-down list include in the report:
+ All checks—Includes checks assigned to all banks and entries
not assigned to any bank (e.g., roll forward, history).

+ Normal checks
+ Void checks
+ Manual checks

Checks Select a radio Select the applicable radio button to include all or a range of

button

checks.

« All

* Range

If you select Range, you must enter the first (From) and last (To)
checks of the range.

Collate Options

Select a radio
button

Indicate if the report should print checks in check number or
system number order.

Data Items Select a radio Select the applicable radio button to include all or a range of
button data items.
« All
* Range
If you select Range, you must select the first (From) and last
(To) data items of the range from the drop-down lists.
Dates Select a radio Select the applicable radio button to include all or a range of
button dates.
« All
* Range
If you select Range, you must enter the first (From) and last (To)
dates of the range.
Employee Click Button Select employees to be included or excluded from the report.
Selector

User-defined reports will include all employees unless you filter
employees using this selector.

Often you will use the Employee Selector to exclude terminated
employees from your reports.
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Table 7.1—Report Parameter Options (Continued)

Option

Entry

Description

Formatted Text
(Space
Delimited (*.txt)

Check box

If you select this option, the program will produce a .txt file
instead of a Print Manager report (i.e., with an extension of L##,
where ## represents the division number).

+ This option inserts quotes () as the separator character and
drops column titles.

+ Generally, you will not need to use this option as the filed
report in Print Manager is a text file that can be pulled into a
variety of other software (e.g., Notepad or Excel).

Group or Report
Name

Select a radio
button

You can produce a single report or a group of reports. (This
option is also used with report definitions, i.e., you can produce
the definition of a single report or a group of reports.)

* Report
+ Group
The default selection is Report.

* Report/Group
text box

Text box

The enabled text box reflects the radio button selection. Enter
the applicable report name or group name in the enabled text
box.

+ Report Name—For user-defined reports, the default report
name reflects the report that you selected in the list of reports.
(No default displays when you select the User-Defined Report
Definitions List.)

+ Group Name—The program will produce all reports in the
group. The same reporting date will be applied to all reports.
By default, the Group name reflects the group of the report
that you selected in the list of user-defined reports. Change
this if necessary.

History From

Radio buttons

Select the source for the history information:
+ Checks
+ Timesheets

Page Break on
Change

Check box

Select the check box for the report to insert a page break at
each change in the information (e.g., the report starts each new
data item on a new page).

If you are going to select data items by which the report will be
sorted (the Sort Items option), checking this will cause the
report to page break at each change of the first Sort Item.

If the report has Print Break Totals enabled on the General tab
of the report definition, a subtotal will also print at each page
break.
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Table 7.1—Report Parameter Options (Continued)

Option Entry Description
Period Drop-down list Select the applicable period from which the report information
will be drawn (e.g., Monthly total, Quarterly total, Beginning
balance).
Report Selectthe Select the radio button for your desired report output:
applicable radio | . \iew—Saves a file (using the report name and the letter L
button. plus the division name) in the report directory and displays the

report in Print Manager.

* Print—Saves a file (using the report name and the letter L
plus the division name) in the report directory and prints the
report from your default printer.

+ File—Saves a file (using the report name and the letter L plus
the division name) in the report directory.

Report All Select one or Select one or more check boxes representing the historical data
more check item type (or types) to include in the report.
boxes « Earnings
+ Taxes
+ Deductions
+ Other
Report From Select a radio Select the radio button representing the source of the report
button information:
+ System (i.e., your division)
+ ToolBox
Report Level Select a radio Select the radio button for the type of information to be included
button in the report.
« Summary
* Detailed
Report Type Drop-down list Select the type of report from the drop-down list. For example:

+ Account/date/data item/employee detail
* Account/date summary
+ Account/data item/employee summary

Reporting Date | Text box Any date-dependent information in your report is in reference to
formatted for this date. Enter the appropriate date.
date « Defaults to the current business date.
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Table 7.1—Report Parameter Options (Continued)

Option Entry Description

Secondary Sort | Radio buttons Select the second criterion for sorting the report information:
+ Employee name
+ Employee number

Select Items Check boxes Select one or more data items that the system will use to
compile the report.

Sort ltems Click Button If you do not indicate a sort order of the data items included in
your report, the report will present employees in employee
number order.

You should use a sort if you want Page Break and Print Break
Totals.

Spreadsheet Check box Saves the file as a .TXT file, using quotes as separator

characters.

3. Click OK. Click Cancel to exit the Produce Reports window without creating
the report.

See Appendix B—Sample Reports on page 2.225 for example parameter windows and
reports.

CREATING A USER-DEFINED REPORTS

Payroll/Personnel provides you with a number of standard reports. The module also
includes a number of “user-defined” reports, for which you can define the information,
or columns, contained in them.

User-defined reports are employee-oriented and cannot include accounting information
(you can use Account Distribution reports for that). You may use user-defined reports to
gather information within a calendar year and compare prior year information for as
many years as you keep on your computer.

When you edit or copy a user-defined reports, you define the information that is printed
in each of 26 columns, A—Z. Columns can include employee data item values or
lookups, historical data item information for a specific period of time, calculated
information that adds two or a range of columns, and subtracts, multiples or divides two
columns, as well as blank worksheet columns that you may use to manually enter
information.
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Use the following steps to define a new report.

1. Select File > Report Manager from the menu bar. The Report Manager
window displays.

2. Select Payroll/Personnel and the User-Defined Reports category.

3. Click New to set up your customized report. The Report Manager - Edit
window displays, open to the General tab (Figure 7.2).

§§| Report Manager - Define (=]
M arne: I Title: I
Feport Type: IUser-defined Feparts j Source: W I aintain: W

Gereral | Columnz |

Repart group: I vl Lines per page: IBD

Repart Spacing: * Single = Double
Frinting Options [ Print Page Totals
[~ Frint Break Totals

[~ Frint Report Totals

0k I Cancel Apply

Figure 7.2—Report Manager—Edit

4. Enter a unique 5-character report abbreviation (alphanumeric) in the Name text
box. This report abbreviation will be used to create the file name in your report
directory when you produce the report.

5. Enter the 40-character title of the report (alphanumeric) in the Title text box.
This title will print on your report.
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The system maintains the Source and Maintain entries. Also, the only option in
the Report Type drop-down list is the default—User-defined reports. Therefore,
you do not need to enter anything into these fields.

6. Enter a new Report Group or select an existing Report Group from the drop-
down list. The Report Group is not required; however, this option allows you to
organize your new reports and print groups of reports with one step.

drop-down list. If you have not entered any Report Groups yet, the

VAS you create your own Report Groups, those groups will display in the
drop-down list will be empty.

7. Enter the total number of lines that can be printed on the page, including
headings in the Lines per page text box.

lines. To leave top and bottom margins of 1/2-inch each, enter 60 as the

V Most reports are printed with 6 lines per inch, so an 11-inch page has 66
number of lines per page. Valid numbers go from 10 to 999.

8. Select the radio button for your Report Spacing: single- or double-spaced. (The
default selection is single-spaced.)

9. Select one or more of the following Printing Options check boxes:

* Print Page Totals—Includes totals at the end of each page.
*  Print Break Totals—Includes totals each time the first sort item changes.
*  Print Report Totals—Includes totals at the end of the report.
V You must select at least one of these options if you intend to include any
totals in your report.

10. Click Apply to save your report settings (and remain in the report definition
window).

click OK, you will save the report definition and return to Report

V You can save your report definition at anytime by clicking Apply. If you
Manager (i.e., close the report definition window).
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11. Select the Columns tab to define the body of the report (Figure 7.3).
: :

Add a

column

here

by

clicking

abutton

here.
Define the
data
parameters
in this area.

4
= = :
J L5 S el L5 CaurbEalumit)

= Erint Ealurmim

Figure 7.3—Columns Tab

12. Click a Column Types button to add the associated column to the report. The
column appears in the bar above and a pointer indicates the column position
(Figure 7.4).

=

pasten ]

Figure 7.4—Adding a Column Type to the Report

hold the mouse button down, and move the column to the new
position). You can also delete a selected (i.e., highlighted) column by
clicking Delete.

v You can “click and drag” to reorder columns (i.e., click the column,
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v Your report can have up to 26 columns.

13. Define the data you want included in the area on the right according to 7able
7.2, Table 7.3, and Table 7.3. Because access to the fields depends on the
column type, the tables have been divided by column type.

Table 7.2—Field Definitions for User-Defined Columns—Calculated Amount

Field

Definition

Column Type

The default entry is the type of column that you selected by clicking the button.
However, you can change the column type if necessary by selecting from the drop-
down list.

Operation

Select the first column of the calculation (first of two columns or first in a range of
columns) from the drop-down list.

The existing columns defined “before” the current column (i.., that display to the
left of the current column) display. You can only define a calculation based on
columns displayed before the calculation column.

+ For example, if the current column is E, you could write a calculation based on
columns A, B, C, or D, but not F, G, H, etc.

Select a mathematical operation from the drop-down list. Your options are:
* Plus + Times + Percentage of + Variance of
* Minus + Divided by + Sum thru

Select the second column of the calculation (second of two columns or lastin a
range of columns) from the drop-down list.

The existing columns defined “before” the current column (i.e., that display to the
left of the current column) display. You can only define a calculation based on
columns displayed before the calculation column.

« For example, if the current column is E, you could write a calculation based on
columns A, B, C, or D, but not F, G, H, etc.

Print Column

Select this check box if you want the column to print in the report.

* You can “hide” a column in the report output. This option is very useful if you have
information you want to use in a calculation (therefore, it must be in the report
definition), but you don’t want the information to display in the report itself.

Width

Enter the width of the column. Default width is 20 characters.

* Remember, the column width must be in relation to the report width, which has a
maximum of 250 characters.

+ This column is enabled only if you select the Print Column check box (i.e., you do
not need to specify a column width if you are not printing the column in the report).
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Table 7.2—Field Definitions for User-Defined Columns—Calculated Amount (Continued)

Field Definition
Text Line 1 Enter the first line of the column title. The text defaults to the column type.
Text Line 2 If necessary, enter the second line of the column title.

Table 7.3—Field Definitions for User-Defined Columns—Data Items

Field Definition

Column Type The default entry is the type of column that you selected by clicking the button.
However, you can change the column type if necessary by selecting from the drop-
down list.

Data ltem Select the historical or employee data item that you wish to display in this column
from the drop-down list.

+ When you select a data item, the Value From text box is enabled.

Value From Select the source of the data to be displayed in the report column. This date is
relative to the report date entered when you produce the report, not the business
date or the date you create the report definition.

The options will vary depending on the type of data item. For example,
+ Value of the data item + Value of lookup columns
+ Monthly total * Beginning balance

If you select an employee data item, the value is based on the existence (or lack) of
an edit value:

+ If the data item does not have any edit values—The value is determined by what
is entered for the EDI on the employee record.

+ If the data item does have any edit values—The value is determined by the edit
value name for the EDI entered on the employee record. The lookup is
determined by the corresponding lookup column for the edit value entered on the
employee record.

Extract Only enabled if the you have selected an HDI. Select the information to extract from
the drop-down list (e.g., hours, amount).
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Table 7.3—Field Definitions for User-Defined Columns—Data Iltems (Continued)

Field

Definition

Year

Only enabled if the you have selected an HDI. Enter the relative beginning year in
the first text box.

+ The current year is 0. Last year would be —1, next year would be 1.

Only enabled if the you have selected an HDI. Enter the relative ending year in the
second text box.

* The current year is 0. Last year would be —1, next year would be 1.

Sum Column

Use this option to sum the values in an EDI column.

Count Column

Use this option to count the number of occurrences of a value in an EDI column.

Print Column

Select this check box if you want the column to print in the report.

* You can “hide” a column in the report output. This option is very useful if you have
information you want to use in a calculation (therefore, it must be in the report
definition), but you don’t want the information to display in the report itself.

Width

Enter the width of the column. Default width is 20 characters.

» Remember, the column width must be in relation to the report width, which has a
maximum of 250 characters.

+ This column is enabled only if you select the Print Column check box (i.e., you do
not need to specify a column width if you are not printing the column in the report).

Text Line 1

Enter the first line of the column title. The text defaults to the column type.

Text Line 2

If necessary, enter the second line of the column title.

Table 7.4—Field Definitions for User-Defined Columns—Worksheet Column

Field Definition
Column Type The default entry is the type of column that you selected by clicking the button.
However, you can change the column type if necessary by selecting from the drop-
down list.
Separator You can leave this field blank or you can enter a character to help define the
boundaries of the column.
+ The pipe sign (|) is commonly used as a separator character.
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Table 7.4—Field Definitions for User-Defined Columns—Worksheet Column (Continued)

Field Definition

Print Column Select this check box if you want the column to print in the report.

* You can “hide” a column in the report output. This option is very useful if you have
information you want to use in a calculation (therefore, it must be in the report
definition), but you don’t want the information to display in the report itself.

Width Enter the width of the column. Default width is 20 characters.

+ Remember, the column width must be in relation to the report width, which has a
maximum of 250 characters.

+ This column is enabled only if you select the Print Column check box (i.e., you do
not need to specify a column width if you are not printing the column in the report).

Text Line 1 Enter the first line of the column title. The text defaults to the column type.

Text Line 2 If necessary, enter the second line of the column title.

14. When you have completed your report definition, click OK to save the
definition and return to Report Manager. The report is added to the list of User-
Defined Reports.

TIPS—REPORTS THAT CROSS FISCAL YEARS

» It is helpful to sketch a user-defined report that crosses fiscal years before
creating the definition in Report Manager.

* A user-defined report setup to cross a fiscal year makes full use of the Year and
Period options for HDI columns.

* A user-defined report that crosses fiscal years must be designed:
— With one column for the months of the fiscal year that fall in the current
calendar year, and

— One (or more) columns for the months of the fiscal year that fall in the prior
calendar year
» Each time the report is produced, the Report Date must be the last period of the
fiscal year, to preserve the relativity of the Year and Period for the prior calendar
year columns.
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»  Figure 7.5 shows how you can sketch out the relative periods for your report.

I | I | I I | I | I
Jan Feb I\/Iar Apr May  June July Aug Sept Oct Nov Dec

-9 -8 -7 -6 -5 -4 e +1 +2

This figure shows the relative offsets for a reporting date in October. You would combine these period
numbers with relative years to determine your reporting period. For example:

December of the previous year would be relative year —1, relative month +2.

March of the next year would be relative year +1, relative month —7.

June of the current year would be relative year 0, relative month —4.

Figure 7.5—Example Relative Period Offset

EDITING A USER-DEFINED REPORT

Use the following instructions to edit any user-defined report to meet the needs of your
organization.

1. Select the user-defined report that you wish to edit.
2. Click Edit. The Report Definition window displays the settings of the report.

3. Modify the report definition as necessary. Refer to Creating a User-Defined
Reports on page 2.144 for further explanation of the report definition fields.

4. At any time, click Apply to save the report and remain in the report definition
window. When you have completed the report definition, click OK to save the
report and return to Report Manager.

PRODUCING THE DISTRIBUTION AFTER NET CALCULATIONS REPORT

The Distribution After Net Calculations report allows you to create a sorted distribution
report in account dimension(s) order after net calculations and before check production.
This report contains account distribution information sorted by a dimension or group of
dimensions from the account structure for employees of a check run in process.

Before you can create the Distribution After Net Calculations report, you must adjust
the Payroll Account Distribution Report Parameter.

ADJUSTING THE PAYROLL PARAMETER

Use the following steps to adjust the payroll parameter.
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1. Click Setup > Acct Distribution Rpt Param on the module navigator (if the
module is not expanded, click Payroll/Personnel first) or select Payroll/
Personnel > Setup > Acct Distribution Rpt Param from the menu bar. The
Account Distribution Report Parameter displays (Figure 7.6).

Demo Uzer

Division 25 A3,22,2002

Parameter..........=- PYRP Changed.: 11/686-1998
User....: ABAGE
Post-Dist
ID....... Break........ Dsc cc.ocaa. Report....... Act Dsc Sub
Level 1........: Ai D 234 g g
Level 2........: D g
Level 3........:2 D g g g
Level 4........: D g g g
Level 5........: D S S S

PR - Define fcct Distribution Rpt Param

] Parameter being changed. | 1 of 1

Figure 7.6—Example Account Distribution Report Parameter

2. Type C to change the parameter.

3. Use the ENTER or arrow keys to access Level 5.

4. Enter the report information according to Table 7.5.

Table 7.5—Parameter Field Definitions

Field Definition

ID Type Enter the ID type for which you will create this report.

Break Enter the dimensions for which the report will break (i.e., sort information).

Dsc By default, the report information is pulled from Descriptive accounts. Press F1 to
see a list of alternate settings.

Report Enter the dimensions for which the report will create a secondary summary (i.e., a
subtotal). This must be one of the dimensions included in the break section.
+ Note: This design varies from other FundWare distribution report formats.

Act By default, the accounts included in the report will be printed in standard format.

Press F1 to see a list of alternate settings.
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Table 7.5—Parameter Field Definitions (Continued)

Field Definition

Dsc

By default, the account descriptions included in the report will be printed in
standard format. Press F1 to see a list of alternate settings.

Sub

By default, the account descriptions included in the report will be printed in
standard format. Press F1 to see a list of alternate settings.

5. When complete, press ENTER to save the parameter changes. Figure 7.7 shows

an example that will create a new page for each dimension 1-2
(fund—department) combination, and subtotals for each unique dimension 1
(fund).

Demo User Division 25 A3-22,2082
PR — Define Acct Distribution Rpt Param
[Parameter._........: PYRP Changed.: 11-/86-1998|
ser....: BAAAA
Post-Dist
ID....... Break........ Dsc ....... Report._...... fAct Dsc Sub|
Level 1........: A1 D 234 S S S
Level 2........:2 D g g
Level 3........: D s g g
Level 4........:2 D 5 g g
Level 5........: Al2 D 1 s g g
| Parameter being changed. | 1 of 1

Figure 7.7—Example Account Distribution Report Parameter

6. Type E to exit this task and close the window.
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PRODUCING OTHER REPORTS

There are a number of additional Payroll reports that are produced using Classic
windows (Table 7.6).

Table 7.6—Classic Reports

Table Title Category
Daily Earnings Predefined Reports
Employee Change Log Predefined Reports
Calculations List Master Records Lists
Check Formats List Master Records Lists
EFT Form Formats List Master Records Lists
Direct Deposit Parameters List Master Records Lists
Distribution Tables List Master Records Lists

The following sections provide instructions for producing these reports.

PRODUCING THE DAILY EARNINGS REPORT

Use the following instructions to produce the Daily Earnings Report.
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1. Click Reports > Predefined Reports > Daily Earnings on the module
navigator (if the module is not expanded, click Payroll/Personnel first) or
select Payroll/Personnel > Reports > Predefined Reports > Daily Earnings
from the menu bar. The first page of the report parameters task displays (Figure
7.8).

Demo User Division 25 11072083

PR — Daily Earnings

1> Date range.....: _B-/80-8008 to 99-99/9999
2> Select items...:

3> Sort items.....;
Page break..._..: N - No page break.

| Selection bheing entered. | 1 of 2

Figure 7.8—Daily Earnings Report Parameters—Page 1 of 2
2. Complete the required fields according to Table 7.7.
Table 7.7—Daily Earnings Report—Page 1 Definitions

Field Options Definition
Date Range | valid Enter a valid range of dates for the report. Only information in this date
date range is included in the report.
Select Items | Valid Enter up to three earnings historical data items that the system will use to

data item | compile the report.
+ Leave the field blank to include all data items in the report.

Sort Items Valid Enter an employee data item (or press F1 to select from a list of data
dataitem | items). The system will use the data item to sort the report.

If you do not indicate a sort order of the data items included in your report,
the report will present employees in employee number order.

You must enter a data item in this field if you want page break totals.

Page break | Y Select Y for the report to insert a page break at each change in the change
N of the Sort Item information (e.g., the report starts each new data item on a
new page).
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Press ENTER or PAGE DOWN to move to the next field (Figure 7.9).
Demo User Division 25 11072083

PR — Daily Earnings

Item selection.....: _1

4» Item Data item Options

| Item selection being added. |

Figure 7.9—Daily Earnings Report Parameters—Item Selection

Enter the order number for the item selection and press ENTER. (This number
simply helps you organize your entries, it is not used in the report.) The second
page of the Daily Earnings report parameters window displays (Figure 7.10).

Demo Uzer Division 25 11872883

PR — Daily Earnings

Item selection.....: 1
Data item ..._..: .HH DEPT - Home Department

First value....:
Last value.....: == Last =x
Includeexclude: I - Include.

| Item selection being added. | 2 of 2

Figure 7.10—Daily Earnings Report Parameters—Page 2 of 2

Enter the first and last values to filter the information in the report, and indicate
if these records are included or excluded.

Continue entering items until complete.
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7. When complete, press ESC to display the option menu.

8. Type E to end the session

9. Type 0 to accept your entries.

10. Press ENTER to file a report (accepting the Yes option). The report
(PYDEARN.L##, where ## represents your division number) is created and
saved to your Reports folder and you are asked if you would like to create

another report.

11. Type Y to create another Daily Earnings report or N exit the task and close the
window.

12. Access the report through Print Manager (Figure 7.11).

Fun date: 10/22/2003 B 08:01 Division 95
Bus date: 10/29/2003 Daily Earnings PYDEARN.L95 Page 1
Date Entry Earn item Rate item 3hift item Rate wal 3hift wval Costcode Hours Hourly rate Amount

1 Berry, Georgetta Mae

10/239/2003 1 SALLARY .3 OAMT &00.00

10/239/2003 Z BALARY .3 OAMT 400.00
*Totals?* 1,000.00

6 Applecart, Charles

10/29/2003 1 SALARY -5 AMT 750.00
*Totals® 750.00

Page Break oo o s e

Fun date: 10/23/2003 @ 08:01 Division 95

Bus date: 10/29/2003 Daily Earnings PYDEARN.L95 Page 2

*%% Report totals %%

Earning Hours Amount
SALARY 1,750.00
* Totals * 1,750.00

Figure 7.11—Example Daily Earnings Report

PRODUCING THE EMPLOYEE CHANGE LOG

Use the following instructions to produce the Employee Change Log. The Payroll
Parameter must be defined to save employee change information (field 2—Log
employee maintenance) to produce this report.
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1. Click Reports > Predefined Reports > Employee Change Log on the module
navigator (if the module is not expanded, click Payroll/Personnel first) or
select Payroll/Personnel > Reports > Predefined Reports > Employee
Change Log from the menu bar. The report parameters window displays
(Figure 7.12).

Demo Uzer Division 25 11872883
PR — Employee Change Log

1> Report level...: §

2) Date range.....: % Al ==

3> Spreadsheet....: N — Produce a regular print file.

4> Data ditems.....: % A1] ==

52 User range.....: 2% Al]1 ==
| Selection being entered. | 1 of 1

Figure 7.12—Employee Change Log Parameters—Page 1 of 1

2. Complete the required fields according to 7able 7.8.

Table 7.8—Employee Change Log—Field Definitions

Field Options Definition
Report Level | S Select the type of information to be included in the report.
D + Summary
* Detailed
Date Range | valid Enter a valid range of dates for the report. Only information in this date
date range is included in the report.

Spreadsheet | Y

If you enter Y, the system saves the file as a .TXT file, using quotes as
separator characters.
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Table 7.86—Employee Change Log—Field Definitions (Continued)

Field Options Definition
Data ltems Allora Accept the default entry (includes all employee data items) or enter a range
valid to include only the specified employee data items.
range If you select Range, you must enter the first (From) and last (To) data items

of the range.

UserRange | Allora Accept the default entry (includes changes made by all employees) or
valid enter a range to include only the changes made by specific employees.

range If you select Range, you must enter the first (From) and last (To) employee
numbers of the range.

3. When complete, press ESC to display the option menu.

4. Type E to end the session

5. Type 0 and press ENTER to accept your entries. The report (PYSESS.L##, where
## represents your division number) is created and saved to your Reports folder

and you are asked if you would like to create another report.

6. Type Y to create another Employee Change Log or N to exit the task and close
the window.

7. Access the report through Print Manager (Figure 7.13).

Fun date: 11/07/2003 @ 14:42 Division 95
Bus date: 11/07/z003 Employee Change Log PYSE33.L95 Page 1
SJession Employee Data Item Entry Changed:
1 101 - demo user 11/07/2003 @ 14:39:08
& Street 1 From "381 Lupine Walley RA"™ to "1295 East Warwick Drive™
Changed From "10/05/1290" to "11/07/z003 "
User From "993" to "1i01"
2 101 - demo user 11/07/2003 @ 14:39:46
1 Employ status From "i"™ to "L™
Changed From "06/27/1994" to "11/07/2003"
Tzer From "995" co "101"
3 101 - demo user 11/07/2003 @ 14:40:18
4 Changed From "10/05/1920" to "11/07/2003"
User From "993" to "1i01"
4 101 - demo user 11/07/2003 @ 14:40:15
4 Hourly dept Z From "Water™ to "Ice rink"™
% Expensed 1 From "55.000000° to "65.0000007
% Expensed Zz From "45.000000" to "35.000000%
MNumber of lines printed = 30 *#%%* End of report F%%

Figure 7.13—Example Employee Change Log
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PRODUCING THE CALCULATIONS LIST

Use the following instructions to produce the Calculations List.

1. Click Reports > Master Report Lists > Calculations List on the module
navigator (if the module is not expanded, click Payroll/Personnel first) or
select Payroll/Personnel > Reports > Master Report Lists > Calculations
List from the menu bar. The report parameters window displays (Figure 7.14).

Demo User Division 25 A4.-13.-2084
PR - Calculations List
Data items.....: to
| Selection being entered. | 1 of 1

Figure 7.14—Calculations List—Page 1 of 1

2. Enter a range of data items to include in the report, or accept the defaults to
include all data items.

3. When complete, press ENTER. A confirmation message displays.
4. Type 0 and press ENTER to accept your entries. The report (PYCALC.L##,
where ## represents your division number) is created and saved to your Reports

folder and you are asked if you would like to create another report.

5. Type Y to create another Calculations List or N to exit the task and close the
window.
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6. Access the report through Print Manager (Figure 7.15).

Fun date: 0471372004 B 07:36
Eus date: 04/13/2004

Division 95

PR - Calculations List PYCALC.LSS Page 1

Data item Description Line Cormmand Detsil
.DED GrDuplng of deductions ___5 COMMNT o o o o o o o o o o o o o o o o o o o
.E FICL [LFW) Emplover's 3 COMNT
share of FICAL 4 COMNT DESCRIPTICH: Employer's Share of FICL. Should be
5 COMNT copied directly to allow updating by LFW.
& COMNT
10 COMNT CALCULATICH:
1z COMMNT Lines Description
14 COMMNT 100-130 Determine if employee is FICL taxsble
16 COMMNT 140-180 Exit if limit has been reached
18 COMMNT 190 R13 = Based on wages
20 COoMMT 200 R13 = ¥TD + current based on wages
2z COMNT Z210-230 Determine if limit reached this period
24 COMHT 240 Rl14 = E FICAL limit
26 COMNT 250 Rl14 = Limit * rate
28 COMNT 260 R15 = YTD E FICA paid
30 COMHT 270 Rl14 = Current amount of E FICA to he withheld
3& COMNT Z80 R13 = Current wage smwount E FICA is based on
34 COMNT Z90 Rz = Current E FICAL Deduction
36 COMHT 300 R4 = Current based on amounht
38 COMWT
40 COMNT TABLEZ:
4z COMNT 1 - E FICL rate
44 COMNT 2 - E FICA limit
46 COMNT
50 COMWT SETUP NOTES: LFICA TAY is an employee data item
52 COMNT created when .E FICAL is pulled in. JFICA TALE contains
54 COMNT Tes/MNo wvalues which must be added to employee
56 COMNT records to determine wage eligikbility for .E FICA.

Figure 7.15—Example Calculations List

PRODUCING THE CHECK FORMATS LIST

Use the following instructions to produce the Check Formats List.
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1. Click Reports > Master Report Lists > Check Formats List on the module
navigator (if the module is not expanded, click Payroll/Personnel first) or
select Payroll/Personnel > Reports > Master Report Lists > Check Formats
List from the menu bar. The report parameters window displays (Figure 7.16).

Demo User Division 25 A4.-13.-2084

PR - Check Formats List

1> Report level.._: %
2 Bank range.....: % Al]l ==

| Selection being entered. | 1 of 1

Figure 7.16—Check Formats List—Page 1 of 1
2. Complete the required fields according to 7able 7.9.
Table 7.9—Check Formats List—Field Definitions

Field Options Definition
Report Level | S Select the type of information to be included in the report.
D « Summary
* Detailed
Data Items Allora Accept the default entry (includes all data items) or enter a range to include
valid only the specified data items.
range If you select Range, you must enter the first (From) and last (To) data items

of the range.

3. When complete, press ENTER. A confirmation message displays.

4. Type 0 and press ENTER to accept your entries. The report (PYFORM.L##,
where ## represents your division number) is created and saved to your Reports
folder and you are asked if you would like to create another report.

5. Type Y to create another Check Formats List or N to exit the task and close the
window.
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6. Access the report through Print Manager (Figure 7.17).

Fun
EBus

1)

2]

3]

4]

date: 04/13/2004 @ 08:03

date: 04/13/2004

Print options

Suppress Ffeed.:
Suppress Foount:
Laser print....:
Timecard hist..:
Stub wvertical..:
Form wvertical..:
Time wvertical..:

EE=E2EA

Detail line options

Stub drcl lines.:
Time decl lines.:

Stubh heading
Emp nhr - name.:

3tub detail

Earnings desc..:
Cur hours....:
Cur amount...:
Ttd hours....:
FTtd amount...:

Taxeszs/deds desc:
CUr amount...:
Tod amount...:

11
u]

Column

22
33
4z
53
64

Division 95
PR — Check Formats List

Suppress initial form feed.
Suppress # of lines message.
Use line printer.

Do not print timecard history.
Vertical position is not used.
Vertical position is not used.
Wertical position is not used.

Length Data item

53

53 .ADDE 1
53 SCITY
io

1z

Length Option

10

g - Normal format.
io - Normal format.
g - Normal format.
io - Normal format.
i0

i0 - Normal format.
o - Normal format.

PYFCORM.LSS

Changed. :

Page 1

03/08/00

00101

Figure 7.17—Example Check Formats List

PRODUCING THE EFT FORM FORMATS LIST

Use the following instructions to produce the EFT Form Formats List.
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1. Click Reports > Master Report Lists > EFT Form Formats List on the
module navigator (if the module is not expanded, click Payroll/Personnel first)
or select Payroll/Personnel > Reports > Master Report Lists > EFT Form
Formats List from the menu bar. The report parameters window displays
(Figure 7.18).

Demo User Division 25 A4.-13.-2084

PR — EFT Form Formats List

1> Report level.._: %
2 Bank range.....: % Al]l ==

| Selection bheing entered. | 1 of 1

Figure 7.18—EFT Form Formats List—Page 1 of 1
2. Complete the required fields according to Table 7.10.
Table 7.10—EFT Form Formats List—Field Definitions

Field Options Definition
Report Level | S Select the type of information to be included in the report.
D + Summary
* Detailed
Data Iltems Allora Accept the default entry (includes all data items) or enter a range to include
valid only the specified data items.
range If you select Range, you must enter the first (From) and last (To) data items

of the range.

3. When complete, press ENTER. A confirmation message displays.

4. Type 0 and press ENTER to accept your entries. The report (PYEFTFM.L##,
where ## represents your division number) is created and saved to your Reports
folder and you are asked if you would like to create another report.
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5. Type Y to create another EFT Form Formats List or N to exit the task and close

the window.

6. Access the report through Print Manager (Figure 7.19).

Run date: 04/13/2004 @ 03:21 Division 95
Eus date: 04/13/2004 PR - EFT Form Formats List PYEFTFHM.LS5 Page 1
BANK. e v e vnnnnnennt 1 Changed.: 08/08/00
User....: 00101
1) Print options
Suppress Ffeed.: T Suppress initial form feed.
Suppress Focount: T Suppress # of lines message.
Laser print....: I Use line printer.
Timecard hist..: I Do not print timecard history.
Stukh wertical..: i) Vertical position is not used.
Form wertical..: N Vertical position is not used.
Time wertical..: N Vertical position is not used.
2) Detail line options
EFT dtl lines..: 21
EFT dist lines.: 224
EFT time lines.: u]
31 Stub heading Column Length Data item
Emp nbr - name.: 2 53
Optional 1.....: Z 53 JADDE 1
Optional Z.....: Z 53 JCITY
Date...........: 64 io
Form number....: =] iz
4] Stub detail Coluwmn Length Option
Earnings desc..: 2 10
Cur hours....: 13 =] - Normal format.
Cur amount...: 22 io - Normal format.
Ttd hours....: 33 g - Normal format.
FTtd amount...: 4z io - Normal format.
Taxes/deds desc: 53 10
Cur amount...: 64 io - Normal format.
Tod amount...: ] i0 - Normal format.

Figure 7.19—Example EFT Form Formats List

PRODUCING THE DIRECT DEPOSIT PARAMETERS LIST

Use the following instructions to produce the Direct Deposit Parameters List.
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1. Click Reports > Master Report Lists > Direct Deposit Parameters List on
the module navigator (if the module is not expanded, click Payroll/Personnel
first) or select Payroll/Personnel > Reports > Master Report Lists > Direct
Deposit Parameters List from the menu bar. The report parameters window
displays (Figure 7.20).

Demo User Division 25 A4.-13.-2084

PR — EFT Parameters List

1> Report level.._: %
2 Bank range.....: % Al]l ==

| Selection being entered. | 1 of 1

Figure 7.20—Direct Deposit Parameters List—Page 1 of 1
2. Complete the required fields according to Table 7.11.

Table 7.11—Direct Deposit Parameters List—Field Definitions

Field Options Definition
Report Level | S Select the type of information to be included in the report.
D + Summary
* Detailed
Data Iltems Allora Accept the default entry (includes all data items) or enter a range to include
valid only the specified data items.
range If you select Range, you must enter the first (From) and last (To) data items

of the range.

3. When complete, press ENTER. A confirmation message displays.

4. Type 0 and press ENTER to accept your entries. The report (PYEFTS.L##, where
## represents your division number) is created and saved to your Reports folder
and you are asked if you would like to create another report.
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5. Type Y to create another Direct Deposit Parameters List or N to exit the task and
close the window.

6. Access the report through Print Manager (Figure 7.21).

Run date: 04/13/z004 @ 03:27 Divizion 95
Bus date: 04/13/2004 PR - EFT Parameters List
Bank....ooveeevennat 1 Changed. : 08/05/00
User....: 00101
1) EFT information

Company name. .. : Model Division

Company Id.....: 15632594329

Discretionary..: Discretionary Data

Entry desc.....: Entry Desc

Effective davs.: 1

Crigin DFI Id..: 00141217

Incl what rods.: 3 - Include all records.

2) EFT information

Imned Dest MNme IMMED DEST NAME

Irned Orig Mme IMMED ORIG NAME

Immediate Dest.: 070045151

Immediate Orig.: 00141217

Lebit Offset...: ¥ - Create type 27 rcd for credit.
Debit Bank Acct: 123 456 7

Status Code....: 1 - Financial Institution, ie Bank
File Format....: ¥ - Include 9 trailer records.

Figure 7.21—Example Direct Deposit Parameters List

PRODUCING THE DISTRIBUTION TABLES LIST

Use the following instructions to produce the Distribution Tables List, which lists the
details of your distribution tables.
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1. Click Reports > Master Record Lists > Distribution Tables List on the
module navigator (if the module is not expanded, click Payroll/Personnel first)
or select Payroll/Personnel > Reports > Master Record Lists > Distribution
Tables List from the menu bar. A confirmation message displays (Figure 7.22).

Demo Uzer Division 25 11872883

fire you sure you want to do this 7 Yles or N)o <¥>
R — Distribution Tahles List

Figure 7.22—Distribution Tables List—Confirmation Message

2. Press ENTER to produce a report (accepting the Yes option). A second
confirmation message displays asking if you want to file the report.

3. Press ENTER to file a report (accepting the Yes option). The report
(PYSTDST.L##, where ## represents your division number) is created and
saved to your Reports folder and you are asked if you would like to create
another report.

4. Type Y to create another Distribution Tables List or N to exit the task and close
the window.
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5. Access the report through Print Manager (Figure 7.23).

Run date: 11/07/2003 @ 14:58 Divi=zion 95
Eus date: 11/07/2003 Distribution Table=s List PYSTDST.L9S Page 1
Telole. e awenenss.t ADMIN - 04 Changed.: 11/07/03
User....: 00101
1) Description....: Takble for Water Adwin Tasks
21 Entry Distribution mwask Percentage
10 AXE 01-EHE HEEX 40, 000000
20 AXE 0z-EX XEEXY &0.000000
Nunkber of lines printed = 10 *** End of report T*¥

Figure 7.23—Example Distribution Tables List

PRINTING REPORTS

Report Manager lets you send Payroll/Personnel reports directly to your printer. You can
also print reports from the Preview window or from the FundWare Print Manager.

PRINTING DIRECTLY TO YOUR PRINTER

Use the following steps to print directly to your default printer.

1. Click the report name on the HomePage. The parameter window displays.

Report Manager from the menu bar; and select Payroll/Personnel, the
report category, and the report name; and double-click or click
Produce.

V You can also access the report through Report Manager: select File >

The report parameters window displays.

2. Set the any filtering options you want for the report. See Producing Payroll/
Personnel Reports on page 2.139.

3. Select the Print check box in the Output To section of the window.

4. Click OK. The report is sent to your Windows default printer.
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previously-generated copies stored in Print Manager. Each time you run an
Employee Master List, for example, it adds to the existing one. If you do not
want this to occur, delete previous versions of reports from Print Manager
before running a report.

v When Master Record List and Predefined Reports print, they append to

PREVIEWING REPORTS

Report Manager lets you preview reports on-screen. From the preview window you can
print reports or export them as files in different formats.

1. Click the report name on the HomePage. The parameter window displays.

Report Manager from the menu bar; and select Payroll/Personnel, the
report category, and the report name; and double-click or click
Produce.

vYou can also access the report through Report Manager: select File >

The report parameters window displays.

2. Set any filtering options you want for the report. See Producing Payroll/
Personnel Reports on page 2.139.

3. Select the Preview check box in the Output To section of the window.
4. Click OK. The report opens in the Print Preview window.

If you do not have a default printer selected for the computer, you will
receive an error message.
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OPENING PRINT MANAGER

The FundWare Print Manager allows you to view, delete, print, format reports, and
search for text. To access Print Manager, select File > Print Manager on the menu bar.
Print Manager launches, displaying the Open dialog box (Figure 7.24).

fg Print Manager M=k
File Edit Mode “iew ‘window Help

@l ﬁlﬁlgll Mll I(Use Mamed Templates>

Laak in: IaData j gl
1 Backup [ Templates 2| Ampost. 195 | Cs
|1 (23 User Documentation @ Caipost.[95 @ Cs
|1 DataSource CaUtils ] C00001.199 Eif
| Erik Amdefs 195 [ Cs00002.199 Bl
1 Menus Aming 195 [ Cs00320.195 Bl
|1 Reports Amper 195 [ Cs00321 195 Bl

KN

File name: | Open

Files of type: | Report Files (4] =l Frint |
™ Close Print Manager on exit Delete |
Cancel |

i

|Made: WwWindows Templates Printing [ Z

Figure 7.24—Qpening Print Manager

Refer to the Blackbaud FundWare Print Manager Guide for detail information and
instruction regarding Printing and the Print Manager Setup Wizard.

EXPORTING REPORT INFORMATION

All FundWare reports, including standard reports, trace reports, even check files, are in
ASCII format. ASCII is a generic format that most spreadsheet or work processing
programs can read. You can bring any of your FundWare reports into your favorite work
processor or spreadsheet and modify them there.

1. Produce the report.

2. Note the name and location of your report (i.e., the file name that you use to
open the file through Print Manager).
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For example, the trial balance is called GLTRBAL.LO2 for division 02.
V By default, this report is saved as an ASCII formatted file in your
FundWare > Data folder.

Using the secondary software program of your choice (e.g., Excel), select File >
Open to open the FundWare report file.

The secondary software may display a “Wizard” to guide you through the
process of importing and formatting the file. Follow these instructions.
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PAYROLL 941 REPORT AND FORM

The new Payroll 941 Report will allow an organization to create a quarterly report for
submission and is produced on the approved Federal 941 Form through Forms
Manager.

Dollar amounts are extracted from the Fundware Payroll history files to the report.
There is a modification program that will allow the user to edit any fields that are needed
to complete the form.

On initial Setup and subsequent production of the report the following steps will be
involved:

*  "Define Parameter Record

» "Extract 941 Information

*  "Modify Fields as necessary

*  "Produce the Form for printing in Forms Manager

e "Print the Form through Forms Manager

REPORT SETUP

To define the 941 report, use the Navigator Bar Item, 941 Processing > Define 941
Report Parameter.
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Modules

ﬁ PayrollPersonnel
HomeFage
Open..
[ Fquainy
Tranzaction Entry
Proceszing
B ank Reconciliation
-2 Processing
Extended Report ‘WAfriter
Custom Screen and Menu Design
Custorn Florida Retirerment
Reports
M aintenance
Setup

941 Processin
Define 941 Repoart Parameter
941 Data E=traction
Edit Extracted 941 Data
Produce 941 Report
Retirement Processing

Figure 8.1—941 Report Parameter
V You can also access the Report Parameter programs via the toolbar.
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|F'agru:|||,l'F'ersnnnel | Budnet Preparation  Allocation Management  Fixed Assets

HomePage

— L
Inguiry »

Transaction Entry »

Processing r

Bank. Reconciliation ’

W-2 Processing »

Extended Report Writer r

Custam Screen and Menu Design »

Custom Florida Retirernent ’

Reports b

Maintenance 4

Setup »

941 Processing Define 941 Report Parameter
Retirement Processing b 941 Data Extraction

Edit Extracted 941 Data
Produce 941 Report

Figure 8.2—941 Report Toolbar

The first time you enter this program, you must do to an A) Add to set up the Report
Parameter. The information in this parameter can be modified as needed through the C)
Change function, once it is defined.
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Define 941 Report Parameter

Division 99

Report ABdd. C)hange, Rlemove, D)isplay. $)croll or E)nd
Define 941 Report

1 84-12345678

: Blackbaud Fundware

: Blackbaud Fundware

: 6430 § Fiddlers Green Circle
: Greenwood Yillage

: 80111
: Cn

Report being added. ——— 1 of &
F4=Paint

Figure 8.4—Define Parameter Screen 1
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The Report Name Defaults to 941.

Table 8.1—Define Parameter Screen 1 Fields

Field Definitions and Placement on 941 Form
1)Payer Info Enter the Federal EIN and Employer name and address as it will
Appear on the 941 form Page 12) Box 14
2) Box 14 State Enter the state abbreviation for the state where you made your
deposits OR enter "MU" if you made your deposits in multiple
states.

Appears on 941 Line 14

Define 941 Report Parameter
Division 95

Define 941 Report

3) History data items
Federal........: .Fk
Fica...........: .

Hedicare.......: .FICAHED

EIC advance :

Checkboxes

Box 15 monthly.:

Box 15 semi-uwk.:

Box 16 final...:

Box 17 seasonal:

Part & designee:
self-emp:

Report being added. ———— 2 of &
F4=Paint

Figure 8.5—Define Parameter Screen 2
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Table 8.2—Define Parameter Screen 2 Fields

Field

Definitios and placement on 941 Form

3) History Data ltems

The Payroll Historical Data Item Names from which to pull the
wages and taxes. These data items are used for both the quarterly
and monthly calculations on the form.

It is the Basis Amount on the Data Item that is being Extracted

Federal

Press F1 and select the data item where you store your Federal
withholding, normally .FWT

This information appears in Box 3 of the 941 for

Fica

Press F1 and select the data item where you store the Fica taxes,
normally .FICA

This information appears on line 5a of the 941 form

Tips

Press F1 and select the data item where you store tips, or leave
the field blank

This information appears on line 5b of the 941 form

Medicare

Press F1 and select the data item where you store Medicare
taxes.

This information appears on line 5¢ of the 941 form.

EIC Advance

Press F1 and select the data item where you store eic or leave
blank

This information appears in box 9 on the 941 form

4) Checkboxes

Answer Y if any of the numbered boxes need to have a check in
Them otherwise leave the default of N.

Box 15 monthly

Y will X the box on line 15 that states “You were a monthly
schedule depositor for the entire quarter. Fill out your tax liability
for each month.

Monthly tax liability figures will then print in section 15.

Box 15 semi-wk

A'Y will X the Box on line 15 that states “You were a semiweekly
schedule depositor for any part of this quarter”

Box 16 final

A'Y will X the Box on line 16 “If your business has closed or you
stopped paying wages.

Box 17 seasonal

A'Y will X the Box on line 17 “If you are a seasonal employer and
you do not have to file a return for every quarter of the year”
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Table 8.2—Define Parameter Screen 2 Fields

Field Definitios and placement on 941 Form
Part 4 designee A'Y will X the box on Part 4 as a Yes to “May we speak with your
third-part designee?’ An N will X the box on Part 4 as a No.
Part 6 self-emp AY will X the box in Part 6, “Check if you are self-employed”.

Define 941 Report Parameter

6)

Logo path

Phone

: Natalie Cieslar
: 12344
: 303-589-2280

: Natalie E. Cieslar

: Fin Director

. c:\fundware\data\signature_1.bmp
. 06/30/2008

: 303-589-2280

Report being added. ———— 3 of &

Figure 8.6—Define Parameter Screen 3

Table 8.3—Define Parameter Screen 3 Fields

Field

Definition and placement on 941 Form

5) Designee Info

Name Enter the name of a third-party Designee, or leave blank
The name if entered will appear on Part 4 of the 941 form
PIN Enter a 5 digit PIN used when talking with the IRS

The PIN will appear on Part 4 under the Designee’s Name
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Table 8.3—Define Parameter Screen 3 Fields

Field Definition and placement on 941 Form
6) Signature Info The data entered will appear on Part 5 of the 941 Form
Name The entered name will appear in the “Print your name here” box.
Title The Title will appear in the “Print your title here” box.
Logo path If you have an image file with a signature, enter the file path to its

location, otherwise leave blank and sign the form manually.

The electronic signature will be printed on the form next to “Sign
your name here”.

Date Enter the date of the form for Part 5

Phone Enter a phone to print in part 5 next to “best daytime phone”
Phone number may be entered as a full number string without
dashes.

Define 941 Report Parameter
Division

nter field to be changed (0 to accept)
Define 941 Report —mM8m ——————————

1) Preparer info
Firm name : Croswell Blakely
: ¢:\fundwareZdataZlogo? .bmp
124 Hain St Suite 4560
Egglewood

80110

B1/01/2008

3034211553
.1 B4-8978780
;1897

: BB/00/0000

Report being added. ——————— & of 4
F4=Paint

Figure 8.7—Define Parameter Screen 4
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Table 8.4—Define Parameter Screen 4 Fields

Field

Definitions and placement on 941 Form

7) Preparer info

This section applies to Paid Preparers only. It should be left blank
if it does not apply.

This information will appear on Part 6 of the 941 Form

Firm name Enter Firm name of Paid Preparer or leave blan

Logo path If you have an image file with a signature for the paid preparer,
enter the file path to its location, otherwise leave blank and sign
the form manually.
The electronic signature will be printed on the form next to “Paid
Preparer’s Signature

Address Enter the address of the paid preparer or leave blank.

City Enter the city of the paid preparer or leave blank.

State Enter the State of the paid preparer or leave blank.

Zip Enter the zip code of the paid preparer or leave blank.

Date Enter the date the paid preparer signed or leave blank

Phone Enter the phone of the paid preparer.
Phone number may be entered as a full number string without
dashes.

EIN Enter the Employer Identification number of the paid preparer or
leave blank.

PTIN Enter the SSN or PTIN of the paid preparer or leave blank.

8) Misc info

Final date Enter the final date you paid wages if field 16 on the 941 form has

been used when the business has closed or you stopped paying
wages. Otherwise leave blank.
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Define 941 Report Parameter

nter field to be changed (B to accept)
Define 941 Report

. 8412345678

: Blackbaud Fundware

: Blackbaud Fundware

: 6430 S Fiddlers Green Circle

: Greenwood VYillage

Report being added. ———— 1 of &
F4=Paint

Figure 8.8—Exiting the Define Parameter Screen

Once the screen has been completely filled out, select 0 to accept. You may then
perform a C)hange to make corrections or E)nd to exit the screen as above.

REPORT DATA EXTRACTION

To extract data, use the Navigator Bar Item, 941 Processing > 941 Data Extraction.
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Modules

@ Payroll/Personnel
HomeFage
Open...
Inguiry
Tranzaction Entry
Proceszing
E ank Reconciliation
Wwi-2 Processing
Extended Report “Wwriter
Cuzgtom Screen and bMenu Design
Cuszgtom Florida Retirement
Reports
Maintenance
Setup
947 Pro g
Define 941 Report Parameter
541 Data Extraction
Edit Extracted 341 Data
Produce 341 Report
Retirement Frocessing

Figure 8.9—941 Data Extraction

v You can also access the Data Extraction programs via the toolbar.
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941 Data Extraction
Division 95

nter field to be changed (8 to accept)
941 Data Extraction

1) Report year

2) Report quarter.: 2

3) Total deposits.: 6,500.08
4) Refund : A

941 Report being entered. ——— 1 of 1
F4=Paint

Figure 8.10—Extracting 941 Data

Table 8.6—Extracting 941 Data Fields

Field Definition and Placement on 941 Form
1) Report year The 4 digit report year for which the report is being generated.
This determines which history will be pulled from Fundware
Payroll.
2) Report quarter The Quarter being reported (1 -4)

This determines which history quarter will be pulled from
Fundware Payroll.

3)Total deposits The dollar amount of the total tax deposits that have been made
for the quarter.

4) Refund The refund option is used to determine which checkboyx, if any, to
use for the box 13 overpayment amount.

Spaces = not applicable
A = Apply to next return
S = Send a refund.
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941 Data Extraction
Division 99

941 Report CJRERGE, D)isplay or Elnd
941 Data Extraction

1) Report year

2) Report quarter.: 2

3) Total deposits.: 6,500 .88
4) Refund : A

941 Report being entered. ——— 1 of 1
F4=Paint

Figure 8.11—Accepting the extraction screen

Accept the screen with (0 to accept), if necessary, C)hange or E) to end, and the initial
941 extraction file will be created.

The extraction files are named ##PY9 and ##PY9.IDX, where ## = Division
v number, and will be in the Fundware\data directory.

REPORT MODIFICATION

To edit data for the 941 report, use the Navigator Bar Item, 941 Processing > Edit
Extracted 941 Data.
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Modules

ﬁ PayrollPersonnel
HomeFage

Open...

Inguiry

Tranzaction Entry
Proceszing

Bank Reconciliation

Wwi-2 Proceszzing

Extended R eport Wwiiter
Custom Screen and bMenu Design
Custom Florida Retirement

Reports
Maintenance
Setup

HEEENEBNKBKBKBFEH

941 Prox ing
Define 941 Report Parameter
941 Data Extraction
Edit Extracted 941 Drata
Produce 341 Report
Retirement Processing

Figure 8.12—Edit Extracted 941 Data

V You can also access the Edit Extracted 941 Data programs via the toolbar.
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Edit Extracted 941 Data
Division 99

Report MIdd. Clhange. R)emove, D)isplay. S)croll or Elnd

Edit Extracted 941 Data

F4=Paint

Figure 8.13—Display or Change command to edit data

Edit Extracted 941 Data
Demo User Division 99

Edit Extracted 941 Data

Box 2 : 2,545,212.90
Box : 343,435.43
Box : .68
Box : .68
Box : 2,389,301.00
Box : .00
Box 15 month 1.: 116,733.10
Box 15 month 2.: 112,221.10
Box 15 month 3.: 183,771.16
Box 7a
Month 1
Month 2
Month 3

Figure 8.14—Displaying screen 2 of the extracted 941 data
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By doing a D)isplay the data extracted can be viewed. A C)hange will allow changing
data in any of the visible fields.

When in the screen this program brings up, any of the fields can be modified to
overwrite the fields pulled from the initial parameter or to modify dollars amounts if
needed.

The dollar amounts pulling can be verified by running employee history by period
reports within Fundware Report Manager. These reports, if run for the same months or
quarters as on the 941 report, will show both the dollars on individual employees and
totals at the end of the history report that will correspond to the amounts on the
produced 941 Report. The reports can be accessed through Report Manager> Payroll>
Predefined Reports> Employee History by Period.

PrRoDUCE 941 FORM

To produce the form for the 941 Report, use the Navigator Bar Item, 941 Processing >
Produce 941 Report.
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Modules

@ Payroll/Personnel
HomeFage
Open...
Inguiry
Tranzaction Entry
Proceszing
E ank Reconciliation
Wwi-2 Processing
Extended Report “Wwriter
Cuzgtom Screen and bMenu Design
Cuszgtom Florida Retirement
Reports
Maintenance
Setup
947 Pro g
Define 941 Report Parameter
541 Data Extraction
Edit Extracted 341 Data
Produce 341 Report
Retirement Frocessing

Figure 8.15—Produce 941 Report

v You can also access the Produce 941 Report programs via the toolbar.
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Produce 941 Report
Division 95

Are vou sure vou want to do this 7?7 HIES or N)o
Produce 941 Report

Produce 941 file

F&=Paint

Figure 8.16—Producing the form

Answer Y)es to produce the form.
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Produce 941 Report
Demo User Division 99

Do vou want another report? NIES or Nlo
Produce 941 Report

Produce 941 file

Report has been produced!
F&=Paint

Figure 8.17—Exiting 941 Production

At “Do you want another report? Answer N)o and the screen will return to System
Utilities.

Producing the form also creates a verification print, with the name of PY941VR.L##
where ## equals the Division Number. This can be opened through Print Manager and
appears in Figure 8.18 and Figure 8.19.
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Manager - [PY 941V 5 [Default.tpl)]
File Edt Mode Vew Window Help

@ SR ] |(Use Named Templates> j ﬂ

Page Break
Pun date: 07/28/2008 @ 12:16 DIivision 25
EBus date: 07/28/2008 941 Verification
EBox Description Walue

Tear 2008

Quarter 2
Enployer Ewployer ID number 84-12345678
Enployer Name Elackbaud Fundware
Employer Trade name Elackbaud Fundwsre
Employer Address line 1 6430 5 Fiddlers Green Circle
Enployer city Greenwood Village
Erployer State [o{s]
Employer Zip 80111
1 Total Ewmploveess
2 Wages, tips, other comp 2,545,21z2.90
3 Total income tax withheld 343,435.43
4 No wages checkbox
S5a col 1 Taxable 35 wages .ao
Sa col 2 Taxable 35 wages oo
Sh col 1 Taxable 33 tips .ao
Sh col 2 Taxable 33 tips Qo
Lo ool 1 Taxable Med wages £ tips 2,389,301.00
Sc ocol 2 Taxable Med wages & tips 69,289.73
5d Total 35 & Med taxes 69,289.73
[ Total taxes before adjustiencs 412,725,186
Ta Cur gquarter fractions .ao
Th Cur gquarter sick pay Qo
7o Cur gquarter adj for tips .00
7d Cur year income tax withholding .ao
Te Prior guarter 35 &£ Med taxes Qo
7t Special adds to FIT .00
=} Special adds to 33 & Med .ao
Th Total adjustmwents oo
=] Total taxes afrter adjustwents 41z,725.18
9 Adwvance EIC payments .ao
10 Total taxes after EIC adjustmwent 412,725.16

Figure 8.18—Page 1 of the 941 Verification Report
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Print Manager - [PY941VR.L95 {Default.tp!
File Edt Mode Visw Window Help

@ =Y dh |<UsE Named Templates> j ﬂ
15 X

checkbox Monthly

15 checkbox Semiweekly

15 HNonth 1 Month 1 116,733.10

15 Nonth 2 Honth 2 1iz,zz21.10

15 Month 3 Month 3 183,771.16

15 Total Total liabilicy for quarter 41z2,725.36

16 checkbox Final date

16 date Final date 00/00/0000

17 checkbox Seasonal

Fart 4 checkbox Designee - Yes b4

Part 4 Hame Natalie Cieslar

Part PIN 12344

Part Phone 303-589-2280

Part Logo path c:hfundware’ datalsignature_1.bump
Fart Hame Watalie E. Cieslar

e e e Page EBreak

Run dat 07/28/2008 B 12:1¢6 Division 295

Bus date: 07/28/2008 941 Verification PY24:
Eox Description Value

Part 5 Title Fin Director

Part 5 Date 0s/30/z008

Part 5 Phone 303-588-2280

Part & Logo path oY fundwareh datah logoZ . bmp
Fart & Firm name Croswell Blakely

Fart 6 iddress line 1 124 Main St Suite 4560
Fart & City Englewood

Fart 6 State <o

Part & Date 07/01/2008

Part & Phone 3034211553

Part 6 Self-ewployed checkhbox

Part & EIN 84-8973730

Part & Zip 80110

Part @ SSN/PTIN TEITVT

Nuriber of lines printed = = **% End of report FFF
<
Mode: Windows Templates Printing Pg: 2

Figure 8.19—Page 2 of the 941 Verification Report.

PRINTING THE 941 FORM

From within your Fundware Division, or through Division 00 Access the Forms
Manager through File>Forms Manager.
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F 0412412007 - System Administration, (00)

File | View  Svstem Administration  Window  Help

Print Manager tem Uilities
Cpen Fundiiare... he Process Enor Log task appends existing emar information ta the ERRLOG.WS file [found in the Fundware > C
Evit only need to complete this task i wou are receiving an “Eror Log Exists” message.
Warkgraup: ) i ' ) )
Divisian M ainl Once you have processed the emor log, print and review the ERRLOG WS file. Suggestions for resolving common

Ui found an the \Web site [ww. fundware.com), or contact the Support department.
m Ltltie

File infarmatio
Reqistration b
Evecute Program

Proaram Mame: * e ar1 Switches: Parameters:
Figure 8.20—Accessing Forms Manager

Select File> Open, or the Open Icon and you will see a file names PY941FM.X## where
## is the division number for which the report was produced. Highlight the File and
open it.
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Open [E

Laok, i |lf} Data j EF E2-
3 () Backup
\_"‘5 ) Connect
MyRecent |3 ConvertReports
Documents [)CRDBS
?[: (L) DataSource
[CExtract
Dezktop [ Maint
[CMenus
[CReports
(L2 Templates

[ User Documentation
[= proa1rm.xi0
PS4 LRI 495

=

=

- ]

! o
! OL.
= -
5 b

m

=

4

ty Computer

e

My MNetwork File name: | j Open
Places

i

Files of ype: ~|Year End Files (PPw2DI5.L TNIT099.L%THM v | Cancel

Figure 8.21—Forms Manager File Display

On opening the Form, you will receive a message that reads:

Year-End Forms Message

1 The form in this file reflects the approwved Farm From the Internal Revenue Service (IRS) for tax year 2008, Once you
have reviewed and, if necessary, edited the Form, you can submit this information to the IRS,

Figure 8.22—Forms Manager Message

Press OK.

The form currently produced in this release is Form 941 for 2008: Employer’s
Quarterly Federal Tax Return. (Rev. January 2008).
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You can then use any of the available navigation tools within Forms Manager. The form
is only 2 pages, so the options are limited

Form 941 for 2008: Employer's QUARTERLY Federal Tax Return 0715 570108
(Revw. January 2008) Diepar tment of the Treasur y == htemal Revenue Service OB No. 1545-0023

{EIH) Report for this Quarter of 2008 i< heckone)
Employer identification number 54— 17345678 1: January, February, March

Hame inotour vademamey Blackbaud Fundware I:l 2: April, May, June

Trade name (fany) Blackbaud Fundware

I:l 3: July, August, Septem ber
Address (430 § Fiddlers Green Circle

I:l d: October, Nowember, Decem ber
Greenwood Village Co 80111

Part 1: Answer these questions for this quarter.
1 Humber of employees who received wages, lips, or other compensation for the pay period | |
including: Mar. 12 (Quarter 1), June 12 {Quarter 2), Sept. 12 {Quarter 2), Dec. 12 (Quarter 4y .. ... . 1 &

2 Wages, lips, and other compensalion . . .. ... ........ ... ... ... 2| 2a504 .52 |
3 Total income tax withbeld ¥ om wages, lips, and other compensation ... .................. ... 3 | 2007 .37 |
4  Ifno wages, tips, and other compensation are subject to social security or Medicare tax l:l Check and go toline &
S Taxable social security and Medicare wages and ps:
Calumn 1 Calumn 2

5a Taxable social security wages | 26744.52 | x.124 = ‘ 331a.32 |

Sly  Taxable social security Lips | | X124 = ‘ |

S5c  Taxable Nedicare wages &Iips| | ®.029 = ‘ |

St Toral social secwity and Medicare taxes (Zolumn 2, nesSa +5b+ s5c=linesd). . ... ... ... 5d | 331/.32 |
6 Total taxes before adjustments (ines 3 + 54 = line 6) 6 | 6223.69 |
7 TAXADJUSTMEHNTS jreadinstiucfions for line 7 bafore complating linas 7a thr sugh 7o)

7a Cumrent quarter’s fractions ofcenls . ... ... .. ... ... .. ... ... |
7h Cumentquariers sick pay. .. ... ........... ... |
Figure 8.23—941 Form in Forms Manager

to edit any field appearing on those screens. If modifications are needed
to a name or address field, which do not appear in the edit screens, they
must be made in the “Define 941 Report Parameter” and the data will
need to be extracted again. When the 941 form is reproduced, the original
form will be overwritten, so there will never be more than 2 pages.

v If any changes are needed at this point, use the “Edit Extracted 941 Data”

RECAP OF PROGRAMS FOR 941 FORM
SETUP PARAMETER

2.198 I Recap of Programs for 941 Form
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EXTRACT 941 DATA
MODIFY 941 DATA
PRODUCE 941 FORM
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CHAPTER 9

MTRS PAYROLL RETIREMENT REPORTS

The new Payroll Retirement Report for the State of Massachusetts will allow an
organization to create an electronic file for submission to MTRS.

The programs are designed for the Teachers Retirement Report for the State of
Massachusetts, and meets the Massachusetts MTRS specifications.

On initial Setup and Production of the report the following steps will be involved:
*  "Define Parameter Record (this is on initial setup only)
» "Extract employee data
» "Edit Extracted Employee Information

*  "Produce Electronic File

REPORT SETUP

To define the Retirement Report, use the Navigator Bar Item, Retirement Processing >
Define Retirement Paramenter.

Blackbaud, Inc. I 2.201



Blackbaud FundWare Payroll/Personnel Guide—Volume 2

ﬁ Payroll/Personnel
HomePage
Open..
[higuiiry
Tranzactian Entry
Proceszing
Bark Reconciliation
W-2 Proceszing
Extended R epart YWWriter
Custam Screen and Menu Deszign
Custorn Flarida Retirement
Reports
Maintenance
Setup
941 Proceszing

+

Retirement Proceszing

Define Retirement Parameter
Fetirement Data Extraction

Edit Extracted Retirement D ata
Froduce Retirement Electronic File

Figure 9.1—Define Retirement Parameter

V You can also access the Define Retirement Parameter programs via the toolbar.
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| Payrol/Personnel

HomePage

Budget Preparation

Allocation Management

Fixed Assets

Cpen...
Inquiry

Transackion Entry

Processing

Bank Reconciliakion

W-2 Processing

Extended Report Writer

Custom Screen and Menu Design
Custorn Florida Retirernent

Reparks

Maintenance
Setup

941 Processing

Retirement Processing

Figure 9.2—Retirement Report Toolbar

Cefine Retirement Parameter
Retirement Data Exkrackion
Edit Extracted Retirement Data

Produce Retirement Electranic File

The first time you enter this program, you must do an A) Add to set up the Report
Parameter. The default name of the Parameter will display as MA1S.

"Any fields that are not filled out will have to be edited as needed in later steps.
Blackbaud Fundware users that are in Massachusetts will have user-defined
employee data items on their employee records.
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Define Retirement Parameter
Division 99
Define Retirement Parameter

Changed.: 07/28/08
User

1) Agency 2165
2) MIRS eligible..: MIRB ELIG - Teachers Retirement Eligible

Parameter being displaved. ————— 1 of 3
F4=Paint

Figure 9.3—Parameter Definition Screen 1

Table 9.1—Parameter Definition Screen 1

Field Description

1) Agency Enter the school district four-digit agency code assigned by the
MTRS.
If the report is being produced for other purposes, this field may be
ignored.

2) MTRS eligible Enter the data item used on your system to indicate an employee

should appear on this report.

Pressing F1 will show a list of data items currently available on
your system.
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Define Retirement Parameter
Division 95

Define Retirement Parameter

Data name Description

1) Agency : _———————————————
2) MTRS eligible..: MTRB ELIG *MTRB ELIG Teachers Retirement Eligi+
PAY DUR Pay Duration
PAY FREQ Pay Frequency
PAY STATUS Pay Status
PENS ELIG Pension Eligible
POSITION  Teachers Position
SCHID Teachers School Identific
UHAY AMT  United Way amount
YACA HRS  Vacation hours accrued/mo
YACA RATE Hourly rate for vacation

Parameter being changed.

F4=Paint

Figure 9.4—Parameter Definition F1 key

Define Retirement Parameter
Demo User Division 9%

Define Retirement Parameter

Changed.: 08/00/00
User : BeBe

3) Data items-employee
School 1D : SCHID
Rate code : 102 LRTE
Contract term..: CONTERM
Pay duration...: PAY DUR
Pay frequency..: PAY FREQ
Status : PAY STATUS

: ANN SALARY

Position.. : POSITION
Grant pct. : GRANTPERC
Cert numbe : CERTNMBR
Cert issuer....: CERTISS
Cert issue date: CERTDATE
Ded start date.: _

Teachers School Identification
Teacher’'s Retirement

Teachers Contract Term

Pay Duration

Pay Frequency

Pay Status

Annual Salary Amt for HTRB rpt
Teachers Position

Teacher’s Grant %

Teachers Certificate Number
Teachers Certificate Issuer
Teachers Certificate Date

Parameter being addled. ——— 2 of 3
Fh=Paint

Figure 9.5—Parameter Definition Screen 2
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Table 9.2—Parameter Definition Screen 2

Field Description

3) Data items-employee Pressing the F1 key will again show a list of the data items
available in your payroll system for extraction.

The following definitions have been provided for the Massachussetts report.

2.206 I

SCHOOL ID The School building location code assigned by the DOE

RATE CODE Identifies the contribution rate in the record being reported.
Valid entries on the data item that will be stored and extracted are 05, 07, 08, 09
or11.

CONTRACT TERM  The length of the contract, expressed in months,
covering the member whose deductions are being reported. Valid entries are 09,
10, 11 and 12. To report payments made to an athletic coach who teaches in
another district, enter 09 in this field.

PAY DURATION Pay Duration of the contract for the member being
reported. Valid values are 09, 10, 11, 12 and LS to indicate the length of time,
in months, over which the member's contract is paid. The "LS" value is entered
for members on a 12-month contract cycle, but who collect their summer pay as
a lump-sum in month 10.

PAY FREQUENCY The annual frequency that pay is issued; valid entries
are 01-53. A member who receives pay every week would have a pay
frequency of 52. Teachers who receive pay on a bi-weekly schedule usually
have a pay frequency of 26.

STATUS Full-time/part time status. The percentage of full-time the member
being reported is working; field is 3-digit numeric; full-time is entered as "100";
part-time entries are usually "050" through "099". While employees who are
working less than half-time ("050") are ineligible for MTRS membership, it is
sometimes necessary to report less than half-time values in this field when a
member is working in more than one school district. Note that the value listed
in the annual salary field should show the full-time equivalent salary for
members who are working and being paid on a part-time basis.

SALARY The base annual contractual salary for the member being reported,
exclusive of any additional compensation (often referred to as "step and
scale"). This field must be updated whenever a member's salary

changes. Additional compensation such as coaching pay or stipends must not




Chapter 9—MTRS Payroll Retirement Reports

be included in the annual salary figure. For members who are working less than
full-time, this should be the full-time equivalent salary. In the monthly
deduction report the salary figure must conform to the following equation
where, b= base earnings n = number of pays being reported f = pay frequency
p = full time factor expressed as a whole number S = annual salary S = [(b/n)f]/

[p (0.01)]

POSITION The member’s genetic position code derived from an MTRS-
defined table; the valid entries in this field are: SUPT Superintendent TEACH
Teacher TEACH6 Teach - 6 month wait COACH Coach (as primary title)
ADMIN Administrator PRIN Principal OTHER Other LTS Long-term
substitute NURSE School Nurse

GRANT PCT This field indicates the percentage of the member's eligible
retirement earnings that are derived from federal grant funds. The field accepts
values from 1 to 100 and defaults to "0" if no input is provided. A "0" is read by
the system as "no federal grant component in effect".

CERT NUMBER This is the teacher's certification number issued by the
Department of Education, or the Board of Allied Health Professionals in the
case of physical therapists or occupational therapists. Other valid entries in this
field are: P (certification Pending), C (Charter school - no certification number
necessary), W (Waiver of certification), P2 (member is working with out-ofstate
certification).

CERT ISSUER Valid entries are DOE (Department of Education) or AHP
(Board of Allied Health Professionals).

CERT ISSUE DATE The actual date certification was issued.

DED START DATE The date of the first retirement deduction.
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nter field to be changed (0 to accept)
Define Retirement Parameter

Changed. :

L) Data items-history
Base earn : SAL Salary
Coach earn.. :
Bonus earn :
Longevity earn.:

Stipend earn...: STA Stipend Other

Premium earn...:

Ineligible earn: HOURLY Hourly

Retr deduction.: 102 Teachers Retirement

Retr ded 2PC...: 102A Teachers Retirement After Tax

Parameter being changed. ———————— 3 of 3

Figure 9.6—Parameter Definition Screen 3

The following fields are pulling from historical data items which contain
earnings information for the reporting period.

Table 9.3—Parameter Definition Screen 3

4) Data items-history

BASE EARN Contractual base earnings actually paid to the member during
the reporting period; the sum reported as base earnings should equal the
contracted annual salary divided by the annual pay frequency, multiplied by the
number of pay periods being reported.
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COACH EARN Earnings over and above base earnings paid for athletic
coaching at such times as they occur. In order to be eligible to participate in the
system, coaches must be employed and enrolled as teachers. It is common for
districts to employ coaches who teach at other districts.

BONUS EARN  Earnings paid as cost-of-living bonus. Some employers
refer to this category of pay as a cost-of-living adjustment.

LONGEVITY EARN  Earnings paid for longevity. Sometimes this is
referred to as longevity bonus.

STIPEND EARN  Additional earnings paid as contractual stipends reported
when they occur; e.g., Choral Director, Department Head, Lead Teacher,

etc. Per diem earnings for guidance counselors whose contract requires them to
work extra days are reported in this field if the extra pay is determined to be
eligible for retirement deductions.

PREMIUM EARN Premiums paid by the employer for individual life
insurance, disability earnings insurance or annuity (403b) contracts, when they
occur. Frequently found in administrator's contracts, these are usually
deductions from payments that are submitted directly to the insurance provided
(see section on regular compensation).

RETR DEDUCTION  The retirement contribution actually deducted for the
member reported in this record. This is calculated as a percentage of the sum of
all eligible earnings reported in the previous earnings fields. The deduction
rates are: 5% for members who entered service prior to January 1, 1975 7%
for members whose eligible employment began between January 1, 1975 and
December 31, 1983 8% for members with membership dates between January
1, 1984 and June 30, 1996 9% for members who established membership
between July 1, 1996 and June 30, 2001 11% for members who entered service
on or after July 1, 2001 11% for members who entered service on or before
June 30, 2001 and elected to participate in RetirementPlus

RETR DED 2PC  The "30-plus" contribution deducted for the member
reported in this record. Members subject to this deduction contribute an
additional 2% of all earnings over $30,000 per year. This additional deduction
applies to members with membership dates between January 1st 1979 and June
30th 2001 who have not elected to participate in RetirementPlus. When the
system determines that a member is subject to the additional 2% withholding, it
carries out a validation where: e = total eligible earnings being reported n =
number of pays in the period being reported f = pay frequency T = additional
2% deduction amount T = {e - [(30000/f) n]}(.02)
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REPAY  Reserved for reporting pre-tax installment payments in the
deduction record. Must be combined with a normal contribution input record.

RETIREMENT DATA EXTRACTION

To extract data to the Retirement Report, use the Navigator Bar Item, Retirement
Processing > Retirement Data Extraction.

ﬁ Payroll/Personnel
HomePage

Open..

[ FugLairy

Tranzaction Entry
Froceszing

B ank Reconciliation

W2 Proceszszing

E xtended Repaort " riker
Custom Screen and Menu Deszign
Custom Flonda Retirement
Reports

k aintenance

Setup

941 Proceszzing

T 3 3 3 R R

R etirement Process
Define R etirement Parameter

Retirement D ata Edtraction
Edit Extracted Retirement D ata
Produce Retirement Electronic File

Figure 9.7—EXxtraction Program

V You can also access the Retirement Data Extraction programs via the toolbar.
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Retirement Data Extraction
Division 99

nter field to be changed (0 to accept) .
Retirement Data Extraction

1) Report month...:
2) Report year

Report date being entered. ———————————1 of 1
F4=Paint

Figure 9.8—Extraction Program Report Month and Year

As this program prompts for the month and year of the report, only those paychecks
within the selected period will be extracted. This program creates the ##PY4 file where
## is your division number. This file can be located in your data directory and is only
used to hold the extracted data. The editing program as follows is what is used if
corrections are needed.
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Retirement Data Extraction
Division 95
Report date CJRange, D)isplay or Elnd
Retirement Data Extraction

1) Report month...: 06
2) Report year

Report date being entered. ———— 1 of 1
F4=Paint

Figure 9.9—Extraction Program Change or End

Once you have input the Report month and year, you will have the option C) to change
or E) to End. Select E if you are ready to extract

DEFINE AND EDIT EMPLOYEE DATA

To edit the extracted data, use the Navigator Bar Item, Retirement Processing > Edit
Extracted Retirement Data.

2.212 IDeﬁne and Edit Employee Data
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W PayrollPersonnel
HomePage
Open...
| Fiquiiny
Tranzaction Entry
Froceszing
Bank Recaonciliation
W-2 Processing
Extended Report Y riter
Custom Screen and Menu Design
Customn Florida Retirerment
Reports
M aintenance
Setup
941 Processing

Retirement Proc

Define Retirement Parameter
Retirement 0 ata Ex=traction

Edit Extracted Retirement Data
Froduce Retirerent Electronic File

Figure 9.10—Edit Extracted Data

V You can also access Edit Extracted Retirement Data via the toolbar.

The S) Scroll selection may be used to see all the employees that have been extracted.

C) Change will allow selection of the Employee, the Trans type (currently always “N”)
and the Trans date, or date of the paycheck.
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Edit Extracted Retirement Data
Division 99
Edit Extracted Retirement Data

) Changed.: 07/29/08
Trans type : N
Trans date 1 B3/31/1998

1} Period date : 03/1998
2) Agency . 2165

3} School ID

Figure 9.11—Display or Edit Extracted Data Screen 1
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Edit Extracted Retirement Data
Division 95

nter field to be changed {8 to accept)
Edit Extracted Retirement Data

6
: N
: 03/31/1998

Trans type
Trans date

Emp personal info
: Applecart, Charles SAL

: 381 Lupine Valley Rd
: Havden

H
02/05/1952
111669599
76,987

Date of birth..:
Soc Sec number. :
Salary :

Emplovee being changed.

F4=Paint

Figure 9.12—Display or Edit Extracted Data Screen 2

Edit Extracted Retirement Data
Division 95

Edit Extracted Retirement Data

R 6
Trans type
Trans date

N
... 03/31/1998
Emp misc info
Rate code
Contract term
Pay duration.
Pay frequency
Status..
Position. .
Grant pct..
Cert number
Cert issuer
Cert issue date:
Ded start date.:

..... DOE

06/08/19175

00/00/0000
Emplovee being changed.
F4=Paint

Figure 9.13—Display or Edit Extracted Data Screen 3

Changed.: 07/30/08

"2 0of &

Changed.: 07/30/08

3 of &
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Edit Extracted Retirement Data
Demo User Division 95

nter field to be changed (B to accept)
Edit Extracted Retirement Data

6 Changed.: 87/30/08
Trans type..

: N
Trans date.....: 83/31/1998

Emp history info
Base earn... :
Coach earn.. :
Bonus earn :
Longevity earn.:
Stipend earn...:
Premium earn...:
Ineligible earn:
Retr deduction.:
Retr ded 2PC...:

Emplovee being changed.

F4=Paint

Figure 9.14—Display or Edit Extracted Data Screen 4

records in addition to any needed editing. It can be used to manually A)dd

v This task is optional, but provides a good view of the extracted employee
records that don’t fit within the normal extraction process.

PRODUCE THE MTRS ELECTRONIC FILE

To edit the extracted data, use the Navigator Bar Item, Retirement Processing > Produce
Retirement Electronic File.
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W PayrollPersonnel
HomePage
Open...
| Fiquiiny
Tranzaction Entry
Froceszing
Bank Recaonciliation
W-2 Processing
Extended Report Y riter
Custom Screen and Menu Design
Customn Florida Retirerment
Reports
M aintenance
Setup
941 Processing

Retirement Proc

Define Retirement Parameter
Retirement 0 ata Ex=traction

Edit Extracted Retirement Data
Froduce Retirerent Electronic File

Figure 9.15—Produce the MTRS Electronic File

V You can also access Produce Retirement Electronic File via the toolbar.
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Produce Retirement Electronic File
Division 95

nter field to be changed (8 to accept) ] ]
Produce Retirement Electronic File

1) Report month...: 06
2) Report year

Report date being entered. —— 1 of
F4=Paint

Figure 9.16—MTRS File Header Production

Table 9.4—MTRS File Header Production

Field Description
1) Report month Enter the 2 digit Report month.
2) Report year Enter the 4 digit Report year.
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Produce Retirement Electronic File
Division 99
Report date CJR&RGE, D)isplay or Elnd ) )
Produce Retirement Electronic File

1) Report month...:
2} Report vear

Report date being entered. 1 of 1
Fi=Paint

Figure 9.17—MTRS File Production Change and End

Accept the screen with (0 to accept) and then either C)hange to change or E)nd to
produce the file and exit the program.

or edited. It creates the MTRS file in the Fundware\Data Directory that will be
sent to the State. The name will be MA 1####, where #### is the tty number of
the workstation where it was extracted. If being accessed through Print
Manager, it will only be displayed if “Files of Type” All Files is selected.

v This program is pulling out of the ##py4 file that was previously extracted and/

It can also easily be viewed through Notepad.

RecAP OF PROGRAMS FOR THE MTRS FILE PRODUCTION
1. DEFINE PARAMETER

2. EXTRACT MTRS DATA
3. MODIFY MTRS DATA
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4. PRODUCE ELECTRONIC FILE
5. SEND FILE TO MTRA (FILE NAME MA 1####)

2.220 I Recap of Programs for the MTRS File Production



APPENDIX A

PAYROLL BEST PRACTICES

To help you Payroll system run at its optimum, your organization to follow the best
practices described in this appendix.

DALY

*  Perform housekeeping procedures:

— Delete any TP*.* files in your data directory when everyone is out of
FundWare.

*  Print any error logs immediately.

*  Contact the FundWare Support department if you get an error message. Stop
working if the error message includes “notify software support.”

*  Backup all the FundWare files! Make sure that these backups are successful and
that you can restore from them, if necessary.

— You should have a system-wide backup process in place.
— Do not rely solely on the division backup process available in FundWare.

MONTHLY

* Reorg the PY*.* files for each division. (See the Blackbaud FundWare System
Administration Guide for more information on the reorg task.)
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PAYROLL PROCESS

When you process payroll, FundWare uses files to store the timesheets and the net pay
calculations until the checks are logged and the history files are updated. The following
files (found in the Data folder) are used in the payroll process:

+  ##PYA—Store a pointer to the General Ledger—Project/Grant account number.
## represents your division number.

+  ##PY W—Store the timesheets before they are posted. ## represents your
division number.

« ##PYX and PYY—Store the detail calculations before the checks are logged.
## represents your division number.

After you post the timesheets (from the Timesheets folder), Payroll removes all records
from the PYW and moves the detail into the PYX and PYY files. After you log your
checks (part of the check writing wizard), Payroll moves the detail from the PYX and
PYY files into the permanent history files (i.e., the PYK and PYL files). Sometimes the
files become corrupted which result in errors during payroll processing.

BEFORE POSTING TIMESHEETS

* Make a backup of your system.

*  Post timesheets.

BEFORE LOGGING CHECKS

* Make a backup of your system.

— Logging checks is the most vulnerable payroll process for errors to occur.

— If you made a copy of your data files before logging, and an error does
occur, you will have an easier recovery.

* Log checks.

AFTER LOGGING CHECKS

* Delete the ##PYA, ##PYA.IDX, ##PYW, ##PYW.IDX, ##PYX, and
##PYX.IDX, ##PYY files, and ##PYY.IDX (where ## represents your division
number).

DO NOT DELETE these files if you have timesheets in process or you
Ahave checks to log for another bank.
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To verify that the files are empty, you can run the following program at a DOS prompt in
your data directory: rebuild ##pyw /i. This will return the number of records in the file,
if it is 0, you can safely delete the files. Since the PYA contains pointers to the account

numbers, it does not remove the records at the end of the process and will not be empty.
If you are deleting all three files (PYW, PYX, and PYY), you can safely delete the PYA.
The files will be recreated when the next payroll is processed.
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APPENDIX B

SAMPLE REPORTS

Table B.1 provides a sample of each standard report from FundWare Payroll/Personnel,
as well as each User-Defined Reports. Your reports will vary from the examples based

on your selection criteria and page break definitions.

Table B.1—Report Titles and File Names

Title File Name
Master Record Lists
Employee Master List—Reports the details of the employee record, except | PYLPYM
direct deposit information. Produce the Employee Direct Deposit List for
direct deposit employees.
Historical Data Items List—Reports all fields of the selected historical data | PYITEMH
item(s). Print and file the details for every HDI; reprint and file whenever you
change the HDI definition.
Employee Data Items List—Reports all fields of the selected employee data | PYITEME
item(s). Print and file the details for every EDI; reprint and file whenever you
change the EDI definition.
Edit Values List—Reports edit value detail for applicable employee data CIEDIT
items (i.e., EDIs with edit values).
Rates and Tables List—Reports all define rates and tables for the selected | PYTABLE
historical data items.
Banks List—Reports banks in Use ID order. PYBANK
Employees’ Direct Deposit List—Reports details of direct deposit settings PYLPYM (shown on
for employees. screen as PYLPYME)
Setup List—Reports comments commands (COMNT) from field 8 of the PYSETUP
historical data item definition.
User-Defined Report Definitions List—Lists the definitions of user-defined PYLPYP

reports.

Blackbaud, Inc. I 2.225




Blackbaud FundWare Payroll/Personnel Guide—Volume 2

Table B.1—Report Titles and File Names (Continued)

Title File Name
History Reports
Employee History by Period PYEHSTP
One Line Check List PYCK1LN
Check History PYCKHST
Account Distribution PYDIST (if you chose the
spreadsheet extract

option, the file name is
H#HPYXDST, where ## is
the division number)

Account Distribution By Account

PYDISTA

Distribution After Net Calculations—See Producing the Distribution After PYDISTC
Net Calculations Report for setup instructions.

User-Defined Reports

941 Information Report PY941
Employee Address List PYADDRS
Employee Contact List PYCNTCT
Employee Dates PYDATES
Quarterly Earnings Reports PYQEARN
Employee Status Report PYSTAT
Employee Telephone Directory PYTEL
Quarterly Unemployment Report PYUNEMP
Employee Record Update Report PYUPDAT

2.226 I
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MASTER RECORD LISTS

Employees' Master List [ X]

Report Level
’7(" Summary  (+ D

I~ Page Break On Change

Employee Selector... Sort Iteme.... |

Fepot: @ Wiew & Pint  © File 1] I Cancel |

Figure B.1—Employee Master List Parameters

B PYLPYM_L95 [Default_tpl) =l

Fun date: 0471872002 @ 07:22 Division 95

Bus date: 04/18/z2002 Employes Master List PYLPYM.LOS

EMplOYEE. . vue e nnat 1 Berry, Georgetts Mae Changed.: 06/27/1994

Tzer....: 995
1) Name

First..........! Georgetta
Middle initial.: Mae
Last....... ... Berry

2) Address
Street 1.......: 999 N. Tulip Way
CilL¥aeersnwseas: Ateamboat Springs
SAT/Po. e CO
Postal code....: S0477-1234
Country. ... ....!

3) Phone nunbers
Home...........: (000) 879-4550
Emg contact....: Chuck EBerry
Emergency phone: (000) 555-5555
Alt contact....: Louise Lemon

Alternate phone: (000) S579-6678

4] Dates
Birth..........: 03/31/1932
Hire...........: 0O5/27/1950
Last Review....: 05/27/1951
Probation......: 0070070000
Termination....: 99/93/9999 =l

Figure B.2—Employee Master List
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Historical D ata Item List

Figure B.3—Historical Data Item Lists Parameters
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Rate from......:
Multiply by....:
Use shift......:
Use costcode...:
Tse dist table.:
Chy accti/basis.:
Bazis for......:

Division 95

B PYITEMH.L95 (Default.tpl) =] 3

Fun date: 04/18/2002 @ 09:32

Bus date: 04/15/2002 Historical Data Items List PYITEMH.LSS5 Fage 1
SJetup by: Demo User
- | Selection | -

Feport Lewel...: DI - Detail Report

Data Items ....: *% 411 *+

Earnings ......: ¥ - Include all earnings.

Taxes .........: T - Include all taxes.

Deductions ....: ¥ - Include all deductions.

Other .........: T - Include all other.

Data item sveswseeea: DED [ 185) Changed, : 04/03/91

Tser....: 00959

1) Description....: Grouping of deductions (AFW)

2] Short desc.....: DED group

3) User options
History type...: I - Deductions.
Cale cycle.....: N - No calculation used.
Cale order.....: u}
Print on stub..: N - Do not print on stub.
DIetall register: N - Do not produce detail register
Post to wendor.: 38976Z88 - not in system.

4) Earning options
Entry type.....: N - No time card entry used.

Figure B.4—Historical Data Iltems List

Employee Data Items List

— Report Level
" Detailed
—Diata lter
o Al " Range
From: |.ADDF 1 =
Te:  |ADDR1 =]

Feport: O Yiew & Print © File [1]8 I Cancel |

Figure B.5—Employee Data Items List Parameters
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Figure B.6—Employee Data ltems List
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Edit Values List

Data Item

= " Range

From: |.ADDF 1 =
Te:  |.2DDR1 =

Fepot: @ Wiew & Pint  © File 1] I

Cancel |

Figure B.7—Edit Values List Parameters

B CIEDIT.L95 (Default.tpl) [_ O] =] I

Run date: 04/15/2002 @ 10:Z6 DIivision 95
Bus date: 04/15/2002 Edit Values List CIEDIT.LSS Fage 1
Setup by: Demo User
————— - | Selection | —————=
Data Items ....: *% A1l *%
Data item Edited Value hetive In Use Lookup
LCOITCODE ARTS ¥ N 1: Arts and Humanities Grant
21 A04 0z2-00 EXXX
.EFT ACT o) T o) 1: Not actiwve
.EFT ACT P ¥ N 1: Prenotification
LEFT ACT T T T 1: Aeotive
.EFT AFR A T T 1: Amount
.EFT AFR P T il 1: Percentage
.EFT AFR R ¥ N 1: Remainder
.EFT CY¥CLE 1 T T 1: Cyole #1
.EFT CYCLE Z T N 1: Cycle #2
.EFT CY¥CLE 3 T N 1: Cyole #3
LEFT CYCLE 4 T N 1: Cyole #4 -
2l | v

Figure B.8—Edit Values List

Rates and Tables List

[rata [tem:

" Range

From: I_FWT

Te | FwT

|
|

Feport: O Yiew & Print © File [1]8 I

Cancel |

Figure B.9—Rates and Tables List Parameters
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Figure B.10—Rates and Tables List
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Bank List

—Report Level

o« " Detailed

—Bank:
o Al " Range

Frorm: I‘I j
To: I‘I j

Report: & View & Frint " File k. I Cancel |

Figure B.119—Banks Lists Parameters

B PYBANK._L95 [Default.tpl) _ O]

Pun date: 04/15/z2002 @ 11:07 Division 95
Bus date: 04/158/2002 Banks List PYBLNE.LS5 Page 1

Setup by: Demo User

———————————————————————————————— | Selection |-—————————-——-

Report Lewvel...: 3 - Swmnary Report

Bank Range ....: *% First *% to *% Last **

Bank Matne Bank acct nhr iuto Last ck Last date
1 Cranberrv National Bank 884-992 N 1621 04/17/2002

Figure B.12—Banks List

Employees' Direct Deposit List E

"Heport Level

" Detailed

I~ Page Break On Change

Employee Selector... Sort ltems.... |

Feport: O Yiew & Print © File [1]8 I Cancel |

Figure B.13—Employees’ Direct Deposit List Parameters
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B PYLPYM.L96 [Default.tpl) M=l B3
Run date: 06/06/2002Z @ 05:23 -
Bus date: 0&/06/2002

Divigion 95

Employees' Direct Deposit Listc PYLPYM.L2S Page 1

Setup by: Demo User

EmMployes. oo an..t 1 Eerry, Georgetta Mae Changed.: 07/11/1995

User....: 999
1) EFT Zetup
EFT Active.....: ¥ Aotive
EFT Zelection..: ot Used

2Z) Entry EFT Cwycle/Dep or Pay/amt/Pot/Rem

Enmployes

3 Pomegranate, Franklin D. Changed.: 07/05/1995

User....: 999
1) EFT 3Setup
EFT Active.....! ¥ Letive
EFT Zelection..: Not Used

2] Entry EFT Cycle/Dep or Pay/imt/Pot/Rem

Figure B.14—Employees’ Direct Deposit List

Setup List
— Report From Report Al
" ToolBox ¥ Earnings

— Data Jtem: & e

& Al ' Range v Deductions

v Other

Hom:l_RMT ‘:J ~

Too |.FwT =l
Fepot: ©F Yiew O Print © File k. I Cancel

Figure B.15—Setup List Parameters
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Figure B.16—Setup List
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User-Defined Report Def

Report Level IS-SummaW 'l

Group or Feport Mame
{+ Report = Group

Report | Group |

Fiepart & Yiew O Print " File ar. I Cancel |
Figure B.17—User-Defined Report Definitions List Parameters

B PYLPYP.L95 [Default tpl] =1 E3 I
Fun date: 04/15/2002 @ 13:16 Division 95 -
Bus date: 04/18/2002 User-Defined Reports  PYLPYP.LOS Page 1
SGetup by: Demo User

| Selection
Report Level...: 3 - Summary Report
Page Break ....: N - No Page Break
BptGroup ......:
EptMName .......:
GrpPrt ........: N - Report Name.
FEPOrL HNAME. ... ...i Changed.: 03/16/92
1) Report group.. User....: 00999
Ticle.....uu. Information Report
Lines per page.:
2) Report options
Report spacing.: 1 - 3ingle space detail of report.
Page totals....: ¥ - Print total.
Break totals...: N - Do not print total.
Report totals..: ¥ - Print total.
3) Col Type of info Print Data Item Values from/Calc
L I - Data item column. L 9 .EMPLOYEE walue
Ewp & /
C I - Data item column. A 30 .NAME LFM walue
Employee Name /
I I - Data item column. L 11 .T TID value
Soc Sec Nbr /
E I - Data item column. A 12 .FWT gtr bhasis awt (0 0O
FUT / Wages
G I - Data item column. A 12 .FWT gtr awt (0 0O
FWT /
I I - Data item column. A 12 .FIChL gtr bhasis awt (0 0O
FICL / Wages
E I - Data item column. N FICH gtr awt (0 0O
H I- ?ata item column. o) .E FICAL ogtr amt (0 0)
O C - Calculated column. A 1z calc (K + M
FICL /
2 I - Data item column. AL 12 .FICALMED gtr bhasis awt (0 0O)
Hedicare / Wages
3 I - ?ata item column. N .FICAMED gtr awt (0 0O)
T I - ?ata item column. N .E FICAMED gtr amt (0 0)
W C - Calculated column. A o1z2 cale (3 + 0T
Medicare / LI

Figure B.18—User-Defined Report Definitions List
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PREDEFINED REPORTS

Employee ory By Period B
Reporting Qate:lﬂﬂm 8/2002
Period: IY - Tatal through date specified j

[~ Page Break On Change

Emplayee Selectar... | §0rtltems...|

Fepot: @ Wiew & Pint  © File 1] I Cancel |

Figure B.19—Employee History By Period Parameters

B PYEHSTP.L95 [Default tpl] [_ (O]
Run date: 04/18/2002 R 13:59 Division 95
Eus date: 04/18/2002 Employes History by Period FYEHSTF.L95 Page 1
SJetup by: Demo User
| Selection |---
Date ..........: 0471872002
Page Break ....: N — No Page Break
Periocod ........: © — Total on date specified
Employes Name/Description Data Item Hours Amount Basis hours Basis amount
1 Berry, Georgetta Mae
Vacation hours accrued VALCAL HOURS 16.00 16.00
Jick hours accrued SICE HOURS 30,00 10.00
Comp hours accrued COMP HOURZ 15.00 15.00
Salary SALARY Z,000.00
United Way Contribution UNITED WAY 10,00
Credit Union deduction CRED UNION §0.00
Cafeteria Plan/Life Insurance C LIFE 140.00
Cafeteria Plan/Dental Insur C DENTAL 30.00
Federal Withholding Tax LFUT 246.38 1,530.00
FICL JFICHL 1z4.00 Z,000.00
Employee's share of FICAMED .FICALMED Z,000.00
Colorado State Withholding JEWT CO 70.00 1,830.00
Employer's share of FICL .E FICh 124,00 2,000.00
Employer's share of FICAMED .E FICAMED 2,000.00
Federal Unemployment Insurance JFUTA 16.33 2,041.00
Ewployer's share SUTL .E SUTA 6.12 2,041.00
Total all tax deferred deducts TALX DEFER 170.00
Employer Pd Health Insurance E HEALLTH 190.00
Employer Pd Pension E PENIICHN 100,00
Employer Pd Life Insurance E LIFE 30.00
Aoorued vacation amount VALCL ACCRL 369.28
Pay counter PAY COUNT 2.00 :J

Figure B.20—Employee History By Period
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One Line Check List
—Banks LCheck:
" Range e Al i Range
_:J Hom:l To
[
Check Status: |4 = All Checks =l
—Date:
= Collate Qptionz
o Al " Range
& Checks
Frarn: To:  System
[~ Spreadshest
Fepot: & YWiew O Print  © File )8 I Cancel

Figure B.21—O0ne Line Check List Parameters

=1 E3
Fun date: 04/15/2002 @ 14:15 Division 95 -
Buz date: 04/18/2002 COne Line Check List PYCK1LN.L25 Page 1
SJetup by: Demo User
| Selection |----
Bank Range ....: ** First *% to *% Last *+%
Check Range ** First ** to *% Last **% Collate hy: C
Date Range .. ** A1l R
Chk3tatus L - hll Checks
SGpreadiheet N - Produce a regular print file
Check 3ys nbr Date Run 3tatus Employee Name Amount
a 0 01/01/195959 0 Roll forward Check 1 Berry, Georgetta Mae .0a
u] 0 01/01/1923 0 Roll forward Check z Strawberry, Daryl .00
a 0 01/01/1923 0 Roll forward Check 3 Pomegranate, Franklin .oo
a 0 01/01/1923 0 Roll forward Check 4 Pear, Prucilla P. .oo
a 0 01/01/1923 0 Roll forward Check 5 Pineapple, Cda Mae .oo
a 0 01/01/1999 0 Roll forward Check & LApplecart, Charles .oo
u] 0 01/01/z000 0 Roll forward Check 1 Berry, Georgetta Mae .00
u] 0 01/01/z2000 0 Foll forward Check 2 Strawberry, Daryl .00
a 0 01/01/z000 0 Roll forward Check 3 Pomegranate, Franklin .oo
a 0 01/01/z000 0 Roll forward Check 4 Pear, Prucilla P. .oo
a 0 01/01/z000 0 Roll forward Check 5 Pineapple, Cda Mae .oo
a 0 01/01/z000 0 Roll forward Check & Applecart, Charles .oo
u] 0 oi/01/z2001 0 Roll forward Check 1 Berry, Georgetta Mae .oo
u] 0 01/01/z001 0 Roll forward Check z Strawberry, Daryl .00
a 0 01/01/z2001 0 Roll forward Check 3 Pomegranate, Franklin .oo
a 0 01/01/z001 0 Roll forward Check 4 Pear, Prucilla P. .oo
a 0 01/01/z001 0 Roll forward Check 5 Pineapple, Cda Mae .oo
a 0 0170172001 0 Roll forward Check & Applecart, Charles .oo
u] 0 01/01/z002 0 Roll forward Check 1 Berry, Georgetta Mae .00
u] 0 01/01/z002 0 Roll forward Check z Strawberry, Daryl .00
a 0 01/01/z002 0 Roll forward Check 3 Pomegranate, Franklin .oo
a 0 01/01/z2002 0 Roll forward Check 4 Pear, Prucilla P. .oo
a 0 01/01/z002 0 Roll forward Check 5 Pineapple, Cda Mae .oo
a 0 01/01/z002 0 Roll forward Check & hpplecart, Charles .ao
Bank total .00 =]

Figure B.22—O0ne Line Check List

2.238 I Predefined Reports



Appendix B—Sample Reports

Check History

— Report Level

" Detailed

—Bank:
Al " Range

From: I‘I

Ll L

Ta |1

— Date:
o Al " Range
Fram: I T

™| Eceourting [farmatior

[~ Page Break On Change

Employee Selectar... | ﬁonhem&_l

Repot: @ Wiew ¢ Pint  © File Ok I Cancel |
Figure B.23—Check History Parameters

Fun date: 0471772002 B 12:22 Division 95

Bus date: 04/17/2002 Check History PYCEH2T.L95 Page 1

Setup by: Demo User

| Selection

Report Level.. 3 - Summary Report

Aocount N - Do not print accounting info.

Bank Range *% First ** to *% Last *%

Date Range FFOLLL O*F

Page Ereak ....: N - No Page Ereak

Employee Name Bank Date Run Check 3ys nbr Stat Earnings Deductions Taxes Net
1 EBerry 1 01/15/1995 & 1489 1489 out 1,000.00 75.00 Z55.42 669,58
1 EBerry 1 01/31/1995 7 1496 1496 Out 1,000.00 40.00 Z76.46 6583 .54
1 EBerry 1 0z/15/1995 g 1502 1502 out 1,000.00 75.00 Z55.42 669,58
1 EBerry 1 0z/28/1995 9 1511 1511 out 1,000.00 55.00 Z271.51 673.49
1 EBerry 1 03/15/1995 10 1513 1513 out  1,000.00 75.00 Z55.42 669,58
1 EBerry 1 03/31/1995 11 1601 1601 out 1,000.00 55.00 Z271.51 673.49
1 EBerry 01/01/1999 u} a a .ao .ao .ao .ao
1 EBerry 01/01/2000 u} a a .ao .ao .ao .ao
1 EBerry 01/01/2001 u} a a .ao .ao .ao .ao
1 EBerry o1/01/z002 u} a a .ao .ao .ao .ao
1 EBerry 1 04/17/2002 12 1610 1607 Cut 1,000.00 130.00 Z20.19 549,51
1 EBerry Total 7,000.00 505.00 1,805.93 4,689.07

Figure B.24—Check History
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Account Distribution

Fieport Type:

—Date:

o Al " Range

From: I To

Account Mask: IAXX st eiesd

—Select ltems

— Fieport &l

[» Eamnings
v Tawes

¥ Deductions
v Other

— History From
* Checks
€ Timesheets

Employee Selector... |

Fepot: & YWiew O Print  © File

[~ Spreadshest

oK I Cancel |

Figure B.25—Account Distribution Parameters
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Fun date: 04/18/2002 @ 1 il zion 95
Bus date: 04/18/2002 Ameount Distribution PYDIST.L9S Page 1
SGetup by: Demo User

| Selection

Date Range % L1l *¥

Feport Type 1 - Apet/date/data itemf/emp detail
SGpread3heet ...: N - Produce a regular print file
Aocount Mask .. AEE EE-XE XEXX

History from ..: C - From check history.

Earnings ......: ¥ - Include all earnings.

Taxes .........: ¥ - Include all taxes.

Deductions T - Include all deductions.

Other T - Include all other.

Reporting checks 0/00/0000 to 29/99/939399 Acct/date/data itemf/emp detail
Date Data Item Description Enp Nawme Hours Ayount

A01 00-00 2215 Accrued Vacation Payable

1/31/98 WACA ACCRL Accrued wvacation smount 1 Georgetta M Eerry 92.32ZCR
1/31/958 VACAL ACCRL Accrued vacation amount 3 Franklin I Pomegranate 40.00CER
1/31/98 WACAL ACCRL Accrued wvacation smount 4 Prucilla P Pear 11.32CR
1/31/958 VACAL ACCRL Accrued vacation amount & Charles Applecart 569.20CR
1/31/98 *% Total ** 212 .849CR**
2/28/98 VACL ACCBL Accrued vacation amount 1 Georgetta M Eerry 92.32ZCR
2/28/98 VACL ACCBL Accrued vacation amount 3 Franklin I Pomegranate 40.00CER
2/28/98 VACL ACCEL Accrued vacation smount 4 Prucilla P Fear 11.32CR
2/28/98 VACL ACCBL Accrued vacation amount & Charles Applecart 569.20CR
2/28/98 ** Total *% 212 .84CR**
3/15/98 VACL ACCEL Accrued vacation amount 1 Georgetta M Berry 461,60
3/31/98 VACL ACCEL Accrued vacation amount 1 Georgetta M Eerry 92.32ZCR
3/31/98 VACL ACCEL Accrued vacation amount 3 Franklin I Pomegranate 40.00CER
3/31/98 VACAL ACCRL Accrued wvacation amount 4 Prucilla P Pear 11.32CER
3/31/98 VACAL ACCEL Accrued vacation smount 6 Charles Applecart 69.20CER
3/31/98 ** Total *% 212 .849CR**
4/17/02 VACAL ACCEL Accrued vacation smount 1 Berry, Georgetta Mae 369.28CR
4/17/02 VACAL ACCBL Accrued vacation amount 3 Pomegranate, Franklin D. 240,00CR
4/17/02 VACAL ACCRL Accrued wacation amount 4 Pear, Prucilla P. 113.20CR
4/17/02 VACAL ACCBL Accrued vacation amount 5 Pineapple, Oda HMae 240,00CR
4/17/02 VACAL ACCBL Accrued vacation amount & Applecart, Charles 276.80CR
4/17/02 ** Total *% 1,239.28CR**
A01 00-00 2215 ** Total ** 1,416.20CR*%* :J

Figure B.26—Account Distribution
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Account Distribution By Account

Figure B.27—Account Distribution By Account Parameters
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Pun date: 04/15/2002 @ 15:45 Diviszion 95

Bus date: 04/15/2002 Account Distribution - By Aecount
Jetup by: Demo User

——————————————————————— | Selection | - -

Feport Lewel...: 3 - Summary REeport

Date Range ....: *% 411 *%*

ALocount Mask LAEX XE-XE KEXX

History from ..: C - From check history.

01 General Fund PYDISTL.LOS Page 2
Account/Description Hours Amount
00 00 2215 Accrued Vacation Pavable 1,416.20CR
00 00 ZZZ0 FICAL Taxes Payable 4,944, 12CR
00 00 2222 Federal W/H Taxes Payable 3,413.38CR
00 00 2223 3tate W/H Taxes Payable 1,091.492CR
00 00 2Z2ZZ4 Fedl Unemwploy Taxes Payable Z63.95CE
00 00 22ZZ5 State Unemploy Taxes Payahle 101.45CE
00 00 2230 Health Insurance Payable 5, 680.00CR
00 00 2232 Life Insurance Payahle 1,195, 00CR
00 00 2234 Pension Payable 1,452.50CR
00 00 2236 Dental Insurance Paysble 260.00CER
00 00 2240 United Way Payable 155.00CE
00 00 2242 Credit Union Payable 455.00CE
01 00 6110 Salaries & Wages 4,910.77
01 00 6112 Hourly Wages 180.6000 1,558.:25
01 00 6115 Cvertime Pay 6.0000 115.71
01 00 6120 Payroll Taxes 564,22
01 00 6130 Employee Benefits 1,077.29
02 00 6112 Hourly Wages 150.5000 1,573.58
0z 00 6115 Cwertime Pay 5.0000 96.43
02 00 6120 Payroll Taxes 134,39
02 00 6130 Emwployee Benefits 280.27
03 01 6114 Seasonal Wages 331.1000 1,930.92
03 01 6115 Crwertime Pay 11.0000 117.40
03 01 61Z0 Payroll Taxes 167.30
03 02 6114 Seasonal Wages 24,0000 240,00
03 02 61Z0 Payroll Taxes Z1.00
03 02 6130 Employee Benefits 30.00

01 General Fund 705.2000 7,310.46CR j

Figure B.28—Account Distribution By Account
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Lobor Distuton Aftor ot Colcuation |
Report Al Secondary Sort
IV Eamings % Employee name
¥ Taxes ~ Employes number
¥ Deductions
v Other
¥ MNetPay

Account Mask: IAXX ptied v vy

Employee Selectar... I
Fepot: & Yiew O Print  © File )8 I Cancel I

Figure B.29—Distribution After Net Calculations Parameters
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Figure B.30—Labor Distribution After Net Calculations
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USER-DEFINED REPORTS

User-D efined Report I

Reporting Date ID:LH E/2002

Group or Report Hame
* Beport ) Eroup

Fiepaort |84‘| Group I

[~ Page Break On Changs
[~ Fomnatted Text [Space Delimited] (% txt]

Emplopee Selector. .. Sort [temes... I

Report: @ Wiew ¢ Frint " File Ok, I Cancel |

Figure B.31—941 Information Report Parameters

2.246 I User-Defined Reports



Appendix B—Sample Reports

ao* 09'ZiEf9 0OF°E52 09°FL2'9 TOTS05 09°FES’S +x TEIOL 230439 e
ao* 09'ZiEf9 0OF°E52 09°FL2'9 TOTS05 09°FES’S wp TEIOL 3EEL 4y
oo-” 00°005°T  00°98T 00005 °T 28 25T 00" 0L T S555-99-LLL sataeqny ‘iaedatddy 9
oo ootos9 T O9°FOEZ 0OO0°OS9°T 28718 0005571 E006-95-£2% el epo fatddeautd g
oo-” o9t z2z29 Oz L4 o9 " 229 LE'SZ o9 " 229 EFOE-9L-F52 *d BITTANId ‘31e3d
oo 00*0O0Tf T OF°9ET  OO°OOT'T  00° 0o0*0Ts L98-L9T-2FE " UTTHUERId ‘=Ijeusifamod ¢
oo oo* oo oo oo oo FIZ2-05-CFT TAaeg ‘Axascmedlg g
ao* ootooofz 00°2kE 00000 2E°9kZ  00°0E2°T  2L95-FB-£ZT 2By wii=abioas fAIasg T
IAeaTRay sS=ben WoTd sabe Lind sabe JGN 23g 209 Qurel ssfoTduy g dug
SIAEATRIH WoId 1md
saumep dIo0dayg - N 3agdan
TS surepadyg
= dnoagadyg
yesxg =bed o - I * yeaig abeg
EO0E/ET/F0 27"ttt 2ae(

|||||||||||||||||||||||||||||||| | uoT328Tag |—————— e

azen omsg A dnasg

T 36ed GSET ThkELd q1oday UOTIEMIOIUI TEE ZOOZ /6T /60 12380 Sng
S6 UOTETAT] O0F:L0 @ EZ00Z/6T/80 f=23ep unyg

(idneyaq) G LFEAd BB

Figure B.32—941 Information Report
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User-Defined Report I

Fieporting D ate |D4.a’1 9/2002

Group or Report Mame
% Report  Group

Repatt [4DDRS Greup [EMP

[ Page Break On Change
[ Fomatted Text [Space Delimited] (= tat)

Employes Selectar. .. | Sort ltems... I

Report: ™ Wiew  Frint € File Ok, I Cancel |
Figure B.33—Employee Address List Parameters
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Figure B.34—Employee Address List
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User-Defined Report I

Fieporting D ate |D4.a’1 9/2002

Group or Report Mame
% Report  Group

Repatt [CNTCT Greup [EMP

[ Page Break On Change
[ Fomatted Text [Space Delimited] (= tat)

Employes Selectar. .. | Sort ltems... I

Report: ™ Wiew  Frint € File Ok, I Cancel |
Figure B.35—Employee Contact List Parameters
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Figure B.36—Employee Contact List
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User-Defined Report I

Fieporting D ate |1 0/08/2003

Group or Report Mame
% Report  Group

Repott [DATES Greup [EMP

[ Page Break On Change
[ Fomatted Text [Space Delimited] (= tat)

Employes Selectar. .. | Sort ltems... I

Report: ™ Wiew  Frint € File Ok, I Cancel |

Figure B.37—Employee Dates Parameters

2.252 I User-Defined Reports



Appendix B—Sample Reports
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Figure B.38—Employee Dates
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User-D efined Report I

Reparting D ate ID:LH 9/2002

Group or Report Hame
* Beport " Group

Repert [QEARN Graup [2TR

[~ Page Break On Changs
[~ Fomnatted Text [Space Delimited] (% txt]

Emplopee Selector. .. Sort [temes... I

Report: @ Wiew ¢ Frint " File Ok, I Cancel |
Figure B.39—Quarterly Earnings Report Parameters
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Figure B.40—Quarterly Earnings Report
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Uszer-Defined Report
Reporting Date |1 0/06/2003

Group or Report Hame
* Beport " Group

Report [STAT Greup [EMF

[~ Page Break On Changs
[~ Fomnatted Text [Space Delimited] (% txt]

Emplopee Selector. .. Sort [temes... I

Report: @ Wiew ¢ Frint " File Ok, I Cancel |

Figure B.41—Employee Status Report Parameters

B PYSTAT.L95 [Default.tpl) =] B
Fun date: 0471972002 @ 09:40 Divizion 95
Bu=s date: 04/13/200Z2 Employes Jtatus Report PYSTAT.L9S Fage 1
Setup by: Demo User
———————————————————————————————— | Selection |-—————————"—"""""""""——————— — — ——

DAtE +vevevaa.a: 0471972002

Page Break ....: N - No Page Break

RptGroup ......: EMP

EptMame .......: STAT

GrpPrt ........: N - Report Name.
Horoe Ermp Emp loyment Payment Marital Pay
Department Num Name Status Ftatus Ftatus  Sex Freg
Admin 1 Berry, Georgetta Mae Aot ive Full-time salary Z3ingle Female 2M
Ize rink Z Btrawherry, Daryl Letive Sea=zaonal Married Male 1.8
Grant 3 Pomegranate, Franklin D. Aetive Full-time hourly Married Male =3 4§
Eall park 4 Pear, Prucilla P. Aetive Seasonal 3ingle Female 3H
Sewer 5 Pineapple, Oda Hae Lotive Full-time hourly Married Female 2HM
Tater 6 Applecart, Charles Letive Full-time salary Single Male M

Figure B.42—Employee Status Report
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User-Defined Report E=
Reporting Date |D4£1 9/2002

Group or Repart Mame
i Report i Group

Report |TELE Group [EMF

[~ Page Break On Changs
[~ FEormatted Text [Space Delimited] [*.txt)

Sort [temz... I

Report: % Wiew © Pint & File 0K I

Emplopee Selector. ..

Cancel |

Figure B.43—Employee Telephone Directory Parameters

B PYTELE.L95 [Default.tpl) [_TO]=]

Run date: 04/192/2002 @ 09:56 Livision 95

Buzs date: 04/19/2002 Employee Telephone Directory
Setup hy: Dewo User

———————————————————————————— | Selection |———-————————————————————————

PYTELE.LS5 FPage 1

Date ....vaw...i 04/19/2002
Page EBreak ....: N - No Page EBreak
EptGroup ......: EMP
EptName .......: TELE
GrpPrt ........: N - Report Namwe.
Home
Hame Department Phone

Berry, Georgetta Mae [oo0) 879-4550
Strawherry, Daryl [oo0) 276-3440
Pomegranate, Franklin [0oo0) &79-1011
Pear, Prucilla P. {000y 8v9-8790
Pineapple, Cda Mae [0oo0) 333-7580
Lpplecart, Charles [O00) 88&8-9888

Administration
Ice rink

Federal grants
Basehall park
Sanitation plant
WMater plant

Figure B.44—Employee Telephone Directory
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User-D efined Report I

Reparting D ate ID:LH 9/2002

Group or Report Hame
* Beport ) Eroup

Report [UNEMP Group |

[~ Page Break On Changs
[~ Fomnatted Text [Space Delimited] (% txt]

Emplopee Selector. .. Sort [temes... I

Report: @ Wiew ¢ Frint " File Ok, I Cancel |

Figure B.45—Quarterly Unemployment Report Parameters

B PYUNEMP.L95 [Default.tpl) M=] E3
Pun dste: 04/19/2002 @ 11:14 Division 95
Bus date: 04/19/2002 Cuarterly Unewmploywent Report FPYUNEMP.LSS5 Page 1
Jetup by: Demo User
———————————————————————————————— | Selection |--—-—————————————————
Date 04/19/2002
Page Break ....: I - No Page Break
BEptGroup ......1
EptName .......: UNEMP
GrpPrt s veeseaai M — Report Name.
FUTL SUTL
Emp # Ewploves Namwe Soo Sec Nhr Wages FUTL Tages SUTL
1 Eerry, Georgetta Hae 123-44-56758 Z2,041.00 16.33 Z,041.00 6.12
2 Btrawberrvy, Darvl 143-56-5214 oo .ao .ao .00
3 Pomegranate, Franklin D. 342-187-567 1,141.00 9.13 1,141.00 3.42
4 Pear, Prucilla P. 254-75-3043 663 .60 5.31 863 .60 1.389
5 Pineapple, Oda Mae 223-56-92002 1,691.00 13.53 1,691.00 5.07
6 Applecart, Charles 7PT7-66-5555 1,541.00 12.33 1,541.00 4.62
#% Page Total #* 7,077.60  56.63 7,077.60 0 Z1.22
** Report Total ** 7?,077.60 56.e83  7,077.60 21,22

Figure B.46—Quarterly Unemployment Report
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Appendix B—Sample Reports

User-Defined Report E=

Reporting Date |D4£1 9/2002

Group or Repart Mame
i Report i Group

Report [UFDAT Group [EMF

[~ Page Break On Changs
[~ FEormatted Text [Space Delimited] [*.txt)

Emplopee Selector. .. Sort [temz... I

Report: % Wiew © Pint & File 0K I

Cancel |

Figure B.47—Employee Record Update Report Parameters

B PYUPDAT.L95 (Default.tpl) [_ O] |

Run date: 04/19/2002 @ 11:23 Division 95

Buzs date: 04/19/2002 Enmployee Record Update Beport PYUPDAT.LSS Fage 1
Setup by: Dewo User

————————————————————————— | Zelection |-———--——-———-————————————

Date ..........: 04/19/2002

Page EBreak ....: N - No Page Ereak

RptGroup ......: EMNP

EptMName .......1 TPDAT

GrpPrt ........: N - Report Name.

Home Employee Date of Changed by
Department Nunber MName Last Change User
Admin 1 Berry, Georgetta Hae 0g/27/1994 =1=1
Ice rink 2z Strawberry, Daryl 10/05/ 1930 993
Grant 3 Powegranate, Franklin D. 04/17/2002 101
Eall park 4 Pear, Prucilla P. 1040571930 993
Sewer 5 Pineapple, Oda Mae 10/05/1990 Qa3
Water 6 Applecart, Charles 10/05/7 1990 Q93

Figure B.48—Employee Record Update Report
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A

Account Mask—Allows you to group accounts using only one entry. A mask uses a
variable (X) in place of an actual number. See also Masking.

Account Number—The number that stores transaction information in a financial
reporting system.

Account Number Structure—Describes how accounts are categorized to represent
funds, departments, subdepartments, GLAs, and so on.

Additional Basis—A field on the employee record that contains taxes, deductions, and
employee costs for employee earnings. Contents of this field are added to the Basis For
field on the earning’s Historical Data Item definition for the total basis for the earning.

B

Bank—See Financial Institution and Financial Institution Account.

Basis Amounts—The dollar amount that an earning, tax, deduction, or employer cost is
based on. For example, an entry for the employer’s share of FICA for $76.50 has a
“basis amount” of $1,000 in earnings.

Basis For—A field in the historical data item record on the earning. Taxes, deductions,
and other data items that the earning is subject to are listed here. The earning will
“output” to System Registers 3 and 4 for each of the data items listed here. See Internal
Registers on page 1.252 for more informatin.

Business Date—The date used to post an entry to a ledger. Also called the posting date.

C

Calculation Trace Reports—Line-by-line presentation of calculations and results.
Separate from transaction trace reports. See also Trace Reports.

Blackbaud, Inc. I 2.261



2.262 I

Blackbaud FundWare Payroll/Personnel Guide—Volume 2

Check Date—The date of the original check.

Check Number—The 7-digit external form number on the check, which is posted to
history by the log checks task.

Cost Codes—A method of accounting for earnings that is used when wage expenses
need to be coded to a specific project or job. You might want to use Cost Codes for:

*  Employees who work in multiple departments (Cost Codes) but make the same
rate of pay regardless of where they work.

+ Employees whose rate of pay varies with the job they work and all employees
who work that job are paid that rate.

*  Employees who work in different departments and have different rates of pay.

Cycles—Up to 9 calculation cycles are allowed to determine when deductions occur for
a payroll run (i.e., checks and direct deposit).

D

Data Item—See Employee Data Items and Historical Data Items.

Department—The dimensions or combination of dimensions that defines who an
employee’s wage expense belongs to. For example, Admin, Sales, etc.

Departmentalized Earnings—Earnings for one employee that are expensed to multiple
departments. The earnings can be Salary, Hourly, or Other and must be given a
percentage, with the percentages for each type adding up to 100%. This is determined by
entry in the setup parameters.

Dimension—A group of numbers within the account number.

Direct Deposit—A feature that produces an NACHA file and stubs rather than physical
checks. The file is given or transferred to a bank. Direct Deposit was called Electronic
Funds Transfer (EFT) in the Classic Edition Payroll/Personnel.

Distribution Tables—A method of accounting for earnings that is used when wage
expenses can be consistently distributed to the same accounts using the same
percentages. Distribution Tables work best for salaried employees whose wage expense
accounts are the same every period or hourly employees whose wage expense accounts
are the same regardless of the number of hours worked. Distribution Tables do not work
well for employees whose wage expense accounts change from pay period to pay
period. The account mask from the table is added to by the account number determined
for the earning. If the table contains no Xs, it is used exactly like it is, without additional
account numbers from the earning item.




Glossary

E

Earnings Item—An historical data item defined as, E—Earnings, T—Taxes,
D—Deductions, or O—Other (employer costs and benefits). These HDIs are what you
use to define earnings amounts on employee timesheets.

EDI—See Employee Data Item (EDI).

Edit Value—A value attached to an Employee Data Item to restrict values placed on
employee records. Up to 10 types of Edit Values can be placed on an Employee Data
Item.

EFT—See Direct Deposit.

Employee Data Item (EDI)—A field that stores information on the employee record.
There are 2 kinds of Data Items: System-defined and User-defined. System-defined
Data Items are the fields on the employee record (e.g., name, phone number, date of
hire, salary amount). User-defined Data Items are for additional fields that you wish to
attach to the employee record or to use for sorting or selecting information for reports.

Employee Record—A record containing employee name, address, phone numbers,
dates and earnings information. There is one Employee Record for each employee.

Employee Selector—A feature that allows you to restrict (i.e., filter) the range of
employees or records to include in a task or on a report. Using the Employee Selector
may be helpful if you cut checks at different times based on an Employee Data Item like
Department.

F

Financial Institution—Any entity that has custody of, and/or manages, cash or cash-
equivalent accounts (e.g., banks, savings and loans). A financial institution can have
more than one account.

Financial Institution Account—A unique and specific account within a financial
institution. An account will have a separate statement from the financial institution
recording activity for the period. An account must be within a single financial institution
(e.g., checking account, savings account). Accounts are “mapped” to each module.
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G

GLA—Literally “General Ledger accounts.” In everyday usage, they often represent the
“natural” account or object code of an account number and define what the employee
does or the cost category to which they belong. However, when we refer to GLAs in the
program, we are referring to an additional piece of your Payroll setup (.H GLA, .S GLA,
or .O GLA) and a setting on the employee record. You can use the department and GLA
to refine how Payroll builds your account numbers.

H

HDI—See Historical Data Item (HDI).

Historical Data Item (HDI)—Any taxes, deductions, benefits, or earnings types that
determine or affect an employee’s check. There are 4 types of Historical Data Items:
earnings, taxes, deductions and other. Each Historical Data Item that affects your payroll
must be brought in from the ToolBox or created by you manually. Examples are comp.
hours accrued, vacation hours accrued, total all FICA deferred deductions, etc.

Inquiry—Allows you to view information like employee records, checks, employee
history, tax rates and tables, or direct deposit information.

L

Log Checks—Enters the pre-printed check number into Payroll/Personnel. When you
log check numbers, the system matches the check number to the system number in the
employee check history record. This task also posts to the payroll history files and to
General Ledger and Accounts Payable, when so defined in the setup parameter.

Marked for Reconciliation—Checks that are in the process of being reconciled.




Glossary

Masking—A “wild card” code used to represent a group of accounts for reports,
maintenance, or for account duplication. Use a mask to represent a group of accounts
using only one entry. A mask uses an X in the place of an actual number in the account
number.

N

Negative Checks—A paycheck amount may appear as a negative number if low
earnings cause the deductions to be higher than the wage, a one-time deduction is higher
than the wage, incorrect data items appear on the employee record, or an incorrect
calculation formula was entered. You should correct a negative amount before you
produce and print checks.

Non-Departmentalized Earnings (Other Earnings)—“Other” can be
departmentalized, and is determined during parameter setup. Hourly, Salary and Other
are defined on the employee record to allow for only one department and wage account.
You may have none or as many as three non-departmentalized earnings.

0]

One-Time Deductions—Deductions that are not normally part of an employee’s
paycheck. For example, use One-time Deductions to pay back an advance, or adjust the
amount of a tax or deduction.

Outstanding—Checks that have been issued but have not been cleared by the bank.

P

Parameter—Determines system configuration, check format, ledger posting, and
journals used.

Pay Frequency—Determined by the number of checks issued in a calendar year. Pay
Frequency is controlled by the .T FREQ edit values. Do not change these edit values
since they are used in computing taxes.

Preliminary Check Register—A Preliminary Check Register shows the result of the
net pay calculation and a preview of the actual check register.
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Pre-Notification—An information record sent to the employee’s bank to verify routing
transit numbers and account numbers for a Direct Deposit. You should define pre-
notification one payroll cycle prior to the payroll cycle that the Direct Deposit will be
activated or changed for an employee.

R

Rates and Tables—Are attached to Historical Data Items and contain rates,
percentages, or amounts. They are used to calculate Historical Data Items.

Reconciled Checks—Checks that have been posted as processed by your bank.

S

Shortcut Menu—Menu displayed when you click the right mouse button (i.e., right-
click).

Standard Reports—Reports that come with the software. The original reports should
not be customized, but you may wish to make a copy of a standard report and edit it.

System Numbers—A number on each check and Direct Deposit that is automatically
assigned by the Payroll/Personnel software. The number is printed on both the stub and
the actual check. The System Number consists of two parts: the internal number and the
form sequence number. For Direct Deposit employees, only the internal number prints
on the Direct Deposit form. A sample System Number might look like this: 1609-0001

T

Time Cards—See Timesheets.

Timesheet Entries—FEach entry of an “earnings item.” Earning items may be a number
of different things (e.g., flat dollar amount such as salary, or a dollar amount based on
hours or units such as sick time). Each timesheet entry is added to a single timesheet for
the employee.




Glossary

Timesheets—A computerized record of earnings for an employee. Each employee has
one timesheet, which can have multiple “timesheet entries” to accommodate the
different types of earnings (e.g., one timesheet can have entries for salary, bonus, and
vacation time for a single employee). In earlier versions of Payroll/Personnel, these
were called Time cards.

ToolBox—A set of predefined earnings, taxes, deductions, and employer costs
(historical and employee data items) that you can copy into your system during setup or
to update your system periodically. Use of ToolBox items can greatly reduce the amount
of time required to setup a new payroll. American Fundware, Inc. updates the ToolBox
data items at the beginning of each year. (As necessary, we also may update ToolBox
throughout the year.)

Trace Reports—An “audit trail” of all entries made into the Payroll/Personnel module.
If you use a FundWare financial reporting system such as General Ledger, each time a
transaction is posted through a journal, a trace report is automatically created and saved
to a file. See also Calculation Trace Reports.

U

User-Defined Reports—Reports you define. User-defined reports can contain both
historical and employee data items in a columnar format. Several reports are already
defined for you in the Payroll/Personnel module.

vV

Voided Check—Checks that have been declared invalid after being written or
produced. When a payroll check is voided, all journal entries and account payable
obligations associated with the check are reversed.
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DED .......... ... ..., 1.78
EARN ...................... 1.78
HGLA ................... 1.3,2.3
OGLA .......... .. .. ..... 1.3,2.3
OTHER ..................... 1.78
SGLA ...... ... o i 1.3,2.3
SWT ... 1.104
TAX . 1.78
A
Access
From keyboard ........ 1.22,2.22
Shortcut menus ........ 1.22,2.22
Account
Liability .................. 1.34
Accountmask ............... 2.140
Definition .......... 1.297, 2.261
Account number
Definition .......... 1.297, 2.261
Account number structure
Definition .......... 1.297, 2.261
Accounting information . .. ..... 2.140
Accounting Information tab
Tips oo 2.40
Accounting methods
Costcodes .............. 1.6, 2.6
Accounts
Resolution ............... 1.259
Accrued account .............. 1.41
Accruedpayroll ............... 1.34
Acronyms

Menu ................ 1.23,2.23
Activeyear .............. 1.43,1.234
Activity reminder . ......... 1.11, 2.11
Adding

Columns to detail pane ..1.26, 2.26
Departmentalized earnings to the
employee record . ..1.3,2.3

Employees ................ 2.31

Group timesheets . ...... 2.65, 2.66

Manual checks ........ 2.97,2.107

One-time deductions ........ 2.83

Single timesheet ........... 2.69

User-defined reports ....... 2.144
Additional basis

Definition .......... 1.297, 2.261
Additional basis for ........ 2.39,2.40
Adjusting

Payroll parameter ......... 2.152
ALTkey ........oooovn... 1.22,2.22
Amount format ................ 1.38
Amount/percent .......... 1.206, 2.42
Amt/Hrs/Units ................ 2.71
ASCIT ....... .o, 2.172
Asterisks . ................ 1.15,2.15
Auto employee ................ 1.38
B
Balances

Roll forward ............. 1.234

Rolling .................. 1.234
Bank

Definition .......... 1.297, 2.261
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Bank account# ........... 1.206, 2.42
Bank DFI#.............. 1.206, 2.42
Bank reconciliation ........... 2.123
Display checks . ........... 2.134
Enter reconciliation ........ 2.123
Logging unused checks . . ... 2.112
Post reconciliation . ........ 2.127
Purge reconciliation . . ... ... 2.130
Run check reports ......... 2.131
Voidingacheck ........... 2.114
Banks
Reports .................. 2.140
Basis .............. .. ... ... 1.96
Basis amounts
Definition . .......... 1.297, 2.261
Basis for
Definition . .......... 1.297, 2.261
Benefits ..................... 1.81

Benefits of using Payroll/Personnel .1.1,
2.1

Birthdate .................... 2.34
Bold .................... 1.29,2.29
BRCHKRP .................. 2.131
BRPOST ... 2.106,2.112,2.114, 2.116
BRPROOF ............. 2.129,2.134
BRPURGE .................. 2.131
Business date

Defaults .............. 1.14,2.14

Definition . .......... 1.297, 2.261

Opening multiple ....... 1.18,2.18
Business Office ........... 1.29,2.29
C
Calculation Trace report . . ....... 2.89
Calculation trace reports

Definition .. ......... 1.297, 2.261
Calculations ................. 1.246

Case commands ........... 1.248

Command groups .......... 1.246

Commands ............... 1.245

HDIs ........ ... 1.107

Internal registers .......... 1.252

Question groups . .......... 1.249

Viewing .................. 2.88
Capital letters ............ 1.29,2.29
Categories

Reports .................. 2.139
Caution ................. 1.29, 2.29
Change log

Purging .................. 1.241
Check date

Definition .......... 1.298, 2.262
Check number

Definition .......... 1.298, 2.262
Check sequence ............... 1.38
Check sequences . .............. 2.82
Check status ................. 2.141
Checktitle . ................... 1.39

Check writing wizard

Preliminary check register . ..2.100
Checks

Adding manual . ... ... 2.97,2.107

Check numbers ........... 2.104

Check wizard .............. 2.97

Defining formats 1.161, 1.162, 1.191

Displaying ............... 2.134
Encryption ................ 1.44
Entering manual . .. ... 2.97,2.107
Entering reconciliation . . . . .. 2.123
Loggingunused ........... 2.112
Negative .................. 2.94
Posting reconciliation ...... 2.127
Purging reconciliation .. .. .. 2.130
Reconciliation reports . ... .. 2.131
Reconciling .............. 2.123
Reports .................. 2.141




Running check reports .. ... 2.131
Sample payrol check ....... 1.181
Scrambling ............... 1.44
Sequence number ......... 2.104
Timesheet history stub .. ... 1.177
Voiding ................. 2.114
Voiding negative .......... 2.114
Classic Edition
Mapping banks ........... 1.133
Classified ......... 1.36, 1.172, 1.202
Clocked timesheet entry ....... 1.255
Collate options . .............. 2.141
Column type ..... 2.148, 2.149, 2.150
Columns
Adding to detail pane ...1.26,2.26
Count ................... 2.150
Print............... 2.150, 2.151
Removing from detail pane . . . 1.26,
2.26
Re-ordering in detail pane 1.26, 2.26
Resizing in detail pane ..1.27, 2.27
Sorting in detail pane ...1.27,2.27
Sum ......... ... L 2.150
Consulting services ........ 1.28,2.28
Correcting
Negative calculations ....... 2.93
Costcodes ................. 1.6, 2.6
Definition .......... 1.298, 2.262
Using with group timesheets . . 2.66
Costcode .................... 1.37
Costcodes . ... 1.2, 1.46, 1.60, 2.2, 2.72
HDIs ........... ... ... ... 1.95
Countcolumn ............... 2.150
Country ............ovuununnn. 2.33
Creating
Checks ................... 2.97
Group timesheets . ..... 2.65, 2.66
Single timesheets .......... 2.69

User-defined reports ....... 2.144
Customizing

Display .............. 1.25,2.25
Cycles

Definition .......... 1.298, 2.262

Direct deposit ............ 1.207
D
Daily Earnings report . ......... 2.155
Data

Purging ................. 1.237
Dataitems ................... 2.52

Defining employee ........ 1.118

Definition .......... 1.298, 2.262

Definition of employee ... .. 1.113

Definition of historical ...... 1.81

Editvalue................. 2.44

Employee multiple values ... 1.115

Lookup values ........... 1.114

Reports 2.141,2.149, 2.160, 2.163,

2,165, ... ... .. 2.167

System-defined ............ 1.77

User-defined .............. 1.77
Data items (see also Employee data items)
............................. 245
Data Items button .. ............ 2.57
Date format .................. 1.38
Date range

Reports ............ 2.156, 2.159
Dates

Reporting . ............... 2.143

Reports ................. 2.141
Deductions ................... 1.81

Adding one-time ........... 2.83
Defaults

Businessdate .......... 1.14,2.14

Division .............. 1.14,2.14

HomePage ............ 1.15,2.15
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Password ............. 1.14, 2.14

System Administration ..1.14,2.14

Username ............ 1.14,2.14
Defining

Check formats .1.161, 1.162, 1.191
Direct deposit form formats .. 1.191

EDIs .................... 1.118
Electronic fund transfer form formats
1.191

HDIs .................... 1.85

Historical data items ........ 1.81

Payroll parameter . .......... 1.34
Definition

EDIs .................... 1.113

HDIs .................... 1.81
Deleting

Timesheets ................ 2.75
Department ................... 2.39

Definition . .......... 1.298, 2.262

Home .................... 2.37

Departmentalized earnings 1.2, 1.3, 1.72,

2 23
Adding to the employee record .1.3,
2.3
Definition ........... 1.298, 2.262
Hourly, salary, other rate . . . .. 2.39
Using with group timesheets .. 2.66
Detail pane
Adding columns . ....... 1.26, 2.26
Removing columns .. ... 1.26,2.26
Re-ordering columns . . ..1.26, 2.26
Resizing columns . . . . ... 1.27,2.27
Sortingdata ........... 1.27,2.27
Dimension
Definition . .......... 1.298, 2.262
Direct deposit ............ 1.39, 1.183
Cycles ... 1.206, 1.207,2.42,2.43
Defining form formats . . . ... 1.191

Definition .......... 1.298, 2.262
Employee record .......... 1.204
Errors ... ... ... .o 1.223
File format ............... 1.184
Logging transactions . ...... 1.223
Parameters ............... 1.186
Payroll parameter .......... 1.186
Samplestub .............. 1.225
Setup ................... 1.185
Three-partstub ............ 1.224
Tips oo 2.43
Type ...l 1.205, 2.41
Voiding ................. 2.114
Direct deposit Proof list .. 1.229,2.107
Disabled menu items ...... 1.23,2.23
Display
Customizing .......... 1.25,2.25
Displayarea .................. 2.54
Distribution After Net Calculations
Adjusting parameter . ....... 2.152
Using ................... 2.152
Distribution tables .1.2,1.8,1.37,1.67,
2.2, 2.8,2.72
Addtlbasis ................ 1.68
Definition .......... 1.298, 2.262
Errors ....... ... ... ... 1.72
HDIs ..................... 1.96
Mask ............ ... ..., 1.68
Percentage ................ 1.68
Using with group timesheets . .2.66
Distribution Tables List ........ 2.168
Division
Defaults ............. 1.14, 2.14
Divisions
Opening multiple ... ... 1.18, 2.18
Dmployer costitems ............ 1.81
Drop-down lists .......... 1.22,2.22




E
Earning item
Definition .......... 1.299, 2.263
Earnings ..................... 1.81
Additional basis ........... 2.40
EDIs
Autoadd ................ 1.121
Datatype ................ 1.120
Defaultvalue ............. 1.121
Definition ............... 1.113
Editvalues ............... 1.114
Lookup values ........... 1.114
Lookupcol’s ............. 1.122
Maintaining .............. 1.128
Maintaining edit values . . ... 1.126
Multi-occuring commands .. 1.246
Multiple values . ... .. 1.115, 1.122
System information . ....... 1.124
System-defined ............ 1.78
Updating from ToolBox .... 1.234
Edit value
Definition .......... 1.299, 2.263
Editvalues .................. 1.114
Maintaining .............. 1.126
Editing
Employees ................ 2.45
Menubar ............. 1.23,2.23
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